
Transforming Your Resume 
into a 2-Page Masterpiece 
In today's competitive job market, a concise and well-
structured resume can make all the difference. The shift to a 
two-page resume format, especially for federal jobs, requires 
careful planning and a strategic approach to highlight your 
most relevant qualifications and experiences. 

Read the Job Announcement Thoroughly 

Before you start editing your resume, carefully read 
the job announcement. Pay attention to the sections 
that outline the job duties, qualifications, and 
requirements. Note any specific instructions about 
the resume format and required documents. 

Gather Your Information 

Ensure you have all the necessary information at 
hand, including contact details, work experience, 
education, certifications, and any other relevant 
information. This step helps streamline the editing 
process. 

Prioritize Relevant Experience 

Focus on the most recent and relevant experiences 
that align with the job you are applying for. Remove 
outdated or unrelated roles. Use concise, results-
focused language to describe your accomplishments. 
Quantify your achievements with numbers, 
percentages, or dollar amounts wherever possible. 

Tailor Your Work Experience 

For each relevant work experience, include: 

• Employer name and job title 

• Start and end dates (with month and year) 
• Number of hours worked per week 

• Brief descriptions that highlight your ability to 
perform the tasks required in the job 
announcement 

Highlight Education and Certifications 

Include your education, certifications, and licenses as 
required by the job announcement. Provide necessary 
documentation such as transcripts and details of 
certifications or licenses. 

• Name of school/institution 

• Completion date 

• Degree type 

• Cumulative Grade Point Average (GPA) 

Add Optional Details 

Consider including additional relevant details, 
such as: 

• Current security clearance 

• Job-related training 

• Language skills 

• Professional affiliations and publications 

• Eligibility for special programs (e.g., 
military spouses, individuals with 
disabilities) 

Format Your Resume 

Ensure your resume is formatted for 
readability: 

• Use a standard 8.5x11-inch page size 

• Recommended fonts: Lato, Calibri, 
Helvetica, Arial, Verdana, Open Sans, 
Source Sans Pro, Roboto, or Noto Sans 

• Page margins: 0.5 inches 

• Font size: 14-point for titles, 10-point for 
main text 

Review and Revise 

Review your resume to ensure it is clear 
and concise. Check for spelling and 
grammatical errors. Ensure that all required 
qualifications and contact information are 
included. Have a trusted friend or colleague 
review your resume for a fresh perspective. 

Transforming your resume into a two-page document 
requires careful selection and presentation of your 
most relevant and impactful experiences. By following 
these steps, you can create a resume that effectively 
showcases your qualifications and stands out to 
hiring agencies. 

The information provided in the flyer does not guarantee employment with the SEC or any other federal agency. While our aim is to offer helpful guidelines and 
information about potential opportunities, it should not be interpreted as a promise or assurance of employment. 


