
Civilian Hiring and Recruitment 
Tool (CHART)



My Account

• Same login password as old Resume 
Builder Account
• Not case sensitive
• Error message if not a match between SSN, 
password & email address



My Account

For password help, click the 
Forgot your password link



My Account

• Enter SSN w/o 
dashes

• Input email address.  
Must match email 
address on file for 
hint or password to 
be reset or sent.

• Select Account 
Request Action

• If your email 
address has changed, 
click here and 
continue



My Account

To create an Account, 
complete all of the 
required fields  



My Status

• Applicants get notification when they have 
been considered or selected for a position.

• Once filled or cancelled, status is available 
for 60 days.

• No status is available for external or “NR”
announcements.

• Applicants can extend their resume within 
30 days of their 12 month expiration date.



My Status

Click to view My Status



My Status

Click Here to Check 
the Location and 
Expiration of Your 
Resume



My STATUS

Applicant will be told 
what regions they do or 
do not have an active 
resume on file.



My Status

Select the appropriate 
region from the drop 
down box and click 
the “Select Region”
button



My Status
Internal applicants will receive status if 
they have been tracked to a requisition and 
the certificate has been issued. Applicants 
will also get a notice when their resume is 
within 30 days of expiration.  There will be 
an option to extend the resume. 



My Resume

Log in and then click on 
My Resume



My Resume
Select the section you 
want to  work on or click 
the “Build Resume”
Button



My Resume

Contact Information

Input or edit 
information as needed.  
All required fields 
designated with an 
asterisk(*).



My Resume

Eligibility Information

Applicant is to select all 
categories that apply.  
Detailed information is 
available for each 
category by click the “?”
to the right of the 
category.



My Resume

Input education



My Resume

Work Experience

Current experiences 
show up at the top 
of the screen. You 
can edit or delete an 
experience.  Resume 
is still limited to 6 
experience blocks.



My Resume

Other Work 
Related History

Identical to old 
resume builder.



My Resume

U.S. Military Service

All applicants with 
active duty  military 
service need to 
provide this 
information.  
Additional questions 
have been added to 
this section.



My Resume
Additional Data Sheet

Answers to these 
questions determine if 
you are referred for 
vacant positions.



My Resume

Additional Data Sheet

Use the Ctrl Key to select 
multiple locations.



Apply For Jobs

• To apply for a position, the applicant must 
be logged on in CHART.

• Applicants with no appointability will only 
be able to apply for external 
announcements.



Apply For Jobs

Log in and select “Search 
For Jobs.”



Apply For Jobs

From the search results, 
select the announcement 
number of the job you want 
to apply into.



Apply For Jobs

The details of the 
Announcement are 
displayed.  The applicant 
needs to read the 
announcement carefully 
and if eligible to apply, 
scroll to the bottom of the 
announcement.



Apply For Jobs

At the bottom of 
the page is the 
“Apply Now”
button.  To 
apply for this 
position click 
“Apply Now.”



Apply For Jobs

The system checks to see if the applicant 
has a resume in the system.  Application 
Status gives the applicant information on 
the status of their resume at the region that 
posted the announcement.  When no 
resume on file, the applicant is directed to 
“Go To My Resume.”



Apply For Jobs
Applicant will be 
directed back to 
“My Resume.” If 
the resume in the 
builder is current, 
then click the 
“Submit Resume”
button to send to 
the appropriate 
region.  If the 
applicant is a first 
time user, then 
they must first 
build a resume 
before submitting.



Apply For Jobs
Once you click 
the“Submit 
Resume” button 
you will be 
directed back to 
your resume for 
final review.  If 
your application 
is current and 
accurate, then 
click “Submit 
Resume” for final 
submission.



Apply For Jobs

The applicant will receive notification 
that their resume has been sent to the 
appropriate region for consideration.  
A courtesy copy of the resume will be 
sent to the applicant via email.



Apply For Jobs

When an applicant has a resume on file at the region 
that posted the position, the “Apply Now” button is 
available.  The applicant is encourage to use their 
current resume and select “Apply Now.” NOTE:  
Prior to using “Apply Now”, applicants need to 
verify in “My Status” or “My Job Interests” that 
they have an active resume on file at the region.



Apply For Jobs

This is the confirmation screen applicants receive when 
they use “Apply Now” function.  REMEMBER:  Check 
“My Status” or “My Job Interest” prior to using the 
Apply Now function to ensure you have an active 
resume on file at that region. 



My Job Interests

• Applicants can obtain information on 
positions for which they have applied.

• Applicants can determine what regions they 
have successfully submitted their resume to.

• Applicants can delete positions they are no 
longer interested in.



My Job Interests
Log in and click on 
My Job Interest.



My Job Interests

Select Region from 
the drop down box 
and click “Select 
Region” to view 
jobs applicant has 
applied to.



My Job Interests

Applicants can view the 
Announcement they 
applied into by clicking 
on the Announcement 
Number.  An applicant 
can remove their resume 
from consideration from 
an Announcement by 
checking the Remove 
block beside the 
Announcement Number.



My Notices

• Tracks activity on your account
• Notices are placed when the following 

occur:
– Submit a new resume
– Extend a resume
– Use “Apply Now” function to apply to jobs
– Change contact information



My Notices

Click to view My Notices



My Notices

Notices will appear when submitting a 
new resume, using Apply Now, 
extending the expiration of a current 
resume, upon updating contact 
information, or when removing a job 
from consideration from your resume.
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