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WHAT IS A VACANCY 

ANNOUNCEMENT?

▪ Agencies method to advertise its vacancies.

▪ Agencies create & manage announcements independently.

▪ Describe position information, including salary, duties, 

qualification requirements, closing date and application 

procedures.

▪ Review each section of vacancy announcement carefully. 

▪ Closing date last date you can apply for the job.

▪ The vacancy announcement will specify the acceptance 

period for electronic submissions or if hard copy is 

required.

▪ Announcements are removed from the website on the 

closing date.



CPOL-CIVILIAN PERSONNEL 

ONLINE



ARMY VACANCY 

ANNOUNCEMENT BOARD



ARMY VACANCY 

ANNOUNCEMENT BOARD 

CONT’D



AREA OF CONSIDERATION

▪ Describes individuals whom agency will accept applications 

to compete for the position. (See Handouts)

▪ May be a broad or a limited group.

▪ Area of consideration may be referred as “Who May Apply” within

vacancy announcement.

▪ If you are not within area of consideration and you are not eligible

for a non-competitive/special hiring authority, you will not be 

considered. 



HOW DO I APPLY?

▪ Prepare resume through Army Resume Builder.

▪ Download copy of Army Job Application Kit.

▪ Follow guidance provided in the kit especially the Do’s & Don’ts.

▪ Identify meaningful skills you possess, related to position

applying for.

▪ Describe experience in detail.



TERMS TO KNOW

▪ Army Civilian Resume Builder: a database that anyone can use to 

create and edit a resume and then submit that resume to the Centralized 

Resumix Database.

▪ Centralized Resumix Database:  where an applicant’s resume has to be 

on file for consideration for RESUMIX announcements

▪ ANSWER:   (Applicant Notification System Web-Enabled Response);  

the place where applicants can view their resume and supplemental 

data and also view the status of self-nominations that have been 

submitted



TIPS ON RESUME WRITING CONT’D

 List all jobs previously held to include your current in order from 

present to past. 

Include:  Date held, hrs per week, position title, supervisors 

name/telephone number, salary (annual). 

 Write down the key areas of the work you performed for each position 

held.

 Take those key areas and expound.

 Make sure your resume is easy to read. 



TIPS ON RESUME WRITING 

▪ Remember, it's a summary, not an autobiography. 

▪ Use concise, unambiguous sentences and avoid over-writing. 

▪ Keep the overall length of your resume short.

▪ Depending upon your experience, two pages is ideal.

( A three page resume should be considered only if it is absolutely 

necessary to do justice to your career experience). 

*Stress your past accomplishments and the skills you used to get 

the desired results. 
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Your User ID is now your Social Security Number.









16Worksheet page for Education



17Worksheet page for Additional Information



18Preview Resume page (bottom half)



19Supplemental data / Preliminary Questions page



20Supplemental Data page



21Personal Data page
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Confirmation page





WEBLINKS JOB VACANCIES

▪
WWW.CPOL.ARMY.MIL

(Main site for Army Vacancy Announcements)

WWW.USAJOBS.GOV

(Centralize site for most Federal Agencies).

http://www.cpol.army.mil/
http://www.usajobs.gov/

