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(
Resumes accepted March 15-March 26, 2004.  (Resumes will not be accepted after March 26, 2004)

(
Program runs from June 1 to August 20, 2004.

(
Jobs will be filled using a lottery system.

(
Students must be 16 years of age on or before June 1, 2004 and enrolled in high school or college at least half time to be eligible to apply.

(
E-mailed resumes are preferred. Please list 2 email addresses in         case one does not work.  You can list your parents’ email address.

(
Please e-mail resumes to the Peterson CPO in care of Taylor Thurston at Taylor.Thurston@Peterson.AF.Mil with subject line: “Summer Hire Resume”, 

· Printed or typed resumes can be MAILED  to:
21 MSS/DPCS, 135 Dover St Ste 1055, Peterson AFB CO 80914.

· No hand carried resumes will be accepted at Civilian Personnel.


HOW TO APPLY:

Submit a resume along with the supplemental data and a letter or documentation from your school official stating you will be enrolled in the fall semester.  Please ensure that all the information requested is included.  

STARTING YOUR RESUME:

· Give all the required information.

· A font size between 11 and 14 is preferred.

· Times New Roman, Palatino, or Arial typefaces are preferred.

· Provide the Civilian Personnel Office with a letter from a school official with the required certification stating that you are enrolled.  If you are a high school senior, we need a letter from the college or university you plan to attend saying you have been accepted.

WHO MAY APPLY – HOW TO DETERMINE YOUR ELIGIBILITY

This year’s summer program is offering the following positions:  GS-303-01 (clerk),

and WG-3502-01 (laborers).

	IF YOU ARE:
	YOU ARE ELIGIBLE FOR

	A student, high school, college, or vocational school


	A clerk or laborer position at a GS (WG)-01 level


SUPPLEMENTAL DATA QUESTIONS:

You must submit answers to the supplemental data questions below.  Resumes will not be processed without the answers to these questions.  DO NOT retype the questions—submit numbered answers only.  

	QUESTION:
	ANSWERS:

	1. What kind of job are you applying for?
	CLERK, LABORER, or EITHER

	2.  How many hours are you willing to work?


	20, 30, or 40 hours per week

	3.  Locations you are willing to work at?


	Peterson AFB, Cheyenne Mt. AFS, or either



	4.  Do you currently have a high school diploma?


	Yes or No

	5.  Year of high school graduation:


	XXXX  (use four digits)

	6.  Are you planning to enroll in next semester’s courses?


	Yes or No

	7.  Are you a veteran?  (if claiming 10 pts Veterans Preference submit DD214 with SF 15 and VA letter)  


	Yes or No.  If answering yes, list dates of service.

	8.  What is your parent’s or guardian’s name?


	Give your parent’s or guardian’s name

	9.  Where does the person in question 8 work?


	List your parent or guardian’s place of employment

	10.  Guardian’s telephone number and email address .  (Can use home email address). 


	(XXX) XXX-XXXX



	11.  What is your date of birth?


	MM/DD/YYYY

	12.  Are you Male of Female?


	Answer Male or Female

	13.  Are you a U.S. citizen?


	Answer Yes or No

	14.  Have you participated in this program before?


	Answer Yes or No




Student Employment – Sample Resume

Peterson Complex

Jane T. Doe

123-45-6789

143 Stardust Ct.

Trinidad, CO 82345

HOME PHONE: (719) 123-4567

WORK PHONE:  (719) 234-5678

EMAIL ADDRESS: jane.doe@MyISP.com
SECOND EMAIL ADDRESS:  jane.doe@My2ndISP.com
EXPERIENCE:

MAY 2000 to SEP 2000

40 hours per week

Waitress, International Emporium of Chow

Denver, CO 82346

Bussed Tables.  Took Orders.  Brought orders to tables.

NOV 1999 to APR 2000

20 hours per week

Shelver, Arapahoe Public Library

Trinidad, CO 13245

Unloaded boxes.  Put books on shelf in alphabetical order.  Checked out customers.

Labeled and priced books.

FORMAL EDUCATION:

Completed Junior Year, currently working on senior year, Washington H.S. Trinidad, CO, G.P.A. 3.5

SUPPLEMENTAL DATA:

1. EITHER

2. 40

3. Peterson AFB

4. YES

5. 2002

6. YES

7.  Yes, 1998 to 1999

8. Fred Doe

9. 31 Contracting, Whippleton AFB 

tom.thumb@whippleton.af.mil

10. (710) 345-6789

11. 11/12/83

12. Female

13. Yes

14.  No

SAMPLE LETTER FROM A SCHOOL OFFICIAL

Washington High School

Trinidad, CO 82345

21 MSS/DPCS

135 Dover St, Ste 1055

Peterson AFB CO 80914-1142

To Whom It May Concern:


I certify that Jane Doe has been accepted for enrollment on at least a halftime basis as a student of a high school, secondary, or institution of higher learning.

(Signature)

(Signer’s Title)

(Date)

Note:  Letter must have a signature and the signer’s title, and be printed on the school’s letterhead to be accepted by the Personnel Office.  

TYPICAL TASKS FOR CLERK, GS-303-01

A.  Receives telephone calls and visitors.  Courteously refers callers/visitors to appropriate personnel.

B.  Processes incoming mail.  Picks up and delivers mail for the office or other offices as directed.

C.  Stuffs material in envelopes for mailing.  Affixes preprinted address labels to envelopes and sets aside for mailing or takes it to the mail box as directed.

D.  Operates office copying and FAX machines.

E.  May use office automation equipment to type correspondence, reports, labels, etc.  Should have skill in using a typewriter, but a qualified typist is not required.

F.  Accurately separates documents for filing.  Files material in appropriate file.

G.  Conscientiously performs other similar type office duties as directed by the supervisor.

TYPICAL TASKS FOR LABORER, WG-3502-01

A.  Lifts and carries light to medium weight packages, materials and tools.  Opens and unpacks cardboard cartons by hand and removes contents.  Uses hand truck to move bulky, but light, loads.

B.  Performs such duties as picking up trash and paper from grounds, raking leaves or grass, pulling weeds, watering and trimming grass, washing motor vehicles (by hand), and cleaning hand tools after use.   May spray pre-mixed weed and/or pest control solutions under controlled conditions and close supervision.

C.  Uses safety practices and procedures following established safety rules and regulations and maintain a safe work environment.

D.  Cleans offices, storerooms, corridors, stairways, dormitories, hospital rooms, and other areas with hand or lightweight powered cleaning equipment to ensure the assigned area is kept neat and clean.

E.  Empties ashtrays and wastebaskets in assigned areas as directed.

F.  Sweeps, scrubs and waxes floors.
G.  Carefully and conscientiously performs other similar type laborer or custodial duties as directed by the supervisor.

YOUR GUIDE TO……





Preparing a Summer Hire Resume
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