The AUTO FLOW feature in Resum x is operational so when an
enpl oyee submts a resune via the Resune Builder, the
Application Express button can be used to imedi ately self-
nom nate for other job series for which the enpl oyee w shes
to be considered. Prior to the inplenentation of AUTO
FLOW the enployee had to wait until the postcard was
received fromthe HRSC verifying that the resunme had been
entered into Resum x before self-nom nation could be nmade
for other positions.

The i nformation bel ow has been issued by the HRSC SE to
clarify sone details for submtting an on-line resune into
the Resum x System Pl ease provide highest dissem nation
of this guidance.

Based on comments, calls and queries we are getting, sonme
applicants are continuing to have problens in applying
correctly. The two primary problem areas are:

(1) failure to self-nomnate for additional series each
tinme they submt a new resune, and

(2) omssion of information on ADS. Most frequent
errors are failure to check that they are current Navy
enpl oyees and failure to check their own geographic
| ocation if they want to be considered for vacancies at
their current organization.

We have devel oped the foll ow ng step-by-step outline,
broken out by the 3 possible applicant situations, to
clarify how to apply. W also have included a few

rem nders, including conpleting the ADS, under notes.

Nei ther the outline nor the rem nders are neant to be all-
inclusive. They are nerely quick references you nay want
to use in your marketing effort.

A. Howto apply if you have no resune on file:

1. Go to the announcenent you want to apply under.

2. Scroll to the bottom of the announcenent, click on
the "Take ne to Resune Buil der" button.

3. Build and submt your resune follow ng the resune
bui | der instructions.

4. Add any additional series: scroll to the bottom of
each additional announcenent you want to be considered for,
click on the "Application Express" button.

5. Followthe instructions in "Application Express" to
self-nom nate for each additional series.



B. Howto apply if you already have a resunme on file:

1. Go to the announcenent for the series you want to
al so be consi dered for.

2. Scroll to the bottom of the announcenent, click on
the "Application Express" button.

3. Followthe instructions in "Application Express" to
self-nomnate for the series. (Do not click on "Take ne to
Resune Builder" - this wll pronpt you to create a new
resune, which you don't need to do if you al ready have one
on file.)

C. Howto apply if you already have a resune on file and
want to update the information in that resunme or on your
ADS:

1. Go to the announcenent you want to submt your new
or updated application under.

2. Scroll down to bottom of the announcenent, click on
the "Take nme to resune builder"” button.

3. Build and submt the new resume follow ng the
resune buil der instructions.

4. Add additional series, including the ones you
sel ected on your earlier resune:

5. Select "Application Express" button at the bottom
of each announcenent you want to be considered for.

6. Follow the instructions in "Application Express" to
sel f-nom nate for each series.

NOTE:

1. Resum x screens you based on the information you
provide in your resune and Additional Data Sheet (ADS).

2. Renenber to select your current geographic |ocation
on the ADS if you want to be considered for positions at
your current activity.

3. Renenber to select 'current Navy enpl oyee' on the
ADS, if you are a current Navy enpl oyee.

4. You may have only ONE resune on file in RESUM X
When you submit a new resune, all data connected with the
previ ous one, including additional series, is retired.

5. Renenber not all HRSCs are using the sane process
t hat Sout heast does. Make sure when applying that you
follow the instructions for that particul ar HRSC.

6. More than one HRSC may have jobs available in a
certain geographic location. It is a good idea to check
announcenents fromthe other HRSCs to | ook for jobs you may
be interested in.



