HSO CV Format Instructions
All entries should be in reverse chronological order in all sections.  Please use the HSO CV example as a guide for form and content.  Basic format items required: 

1. Font:  Times New Roman 12 pt.  
2. Bullets: Bullets should be used to identify descriptions within a section, i.e. duties and accomplishments under the individual positions in the Professional Experience section.  Examples are provided in the HSO CV format example. 
3. Margins: Non less than Left and right at 0.75”, Top and bottom at 1.0”.  This would permit a balanced presentation, and the use of headers and footers as shown in the HSO CV example. 

4. Headers:  see the CV example for lay out and requirements.

5. Initials and Acronyms:  Please spell out any initials or acronyms the first time they are used, followed by the initials or acronym within parentheses.  After the initial disclosure, their use is not restricted. 

Required Main Inclusions to the CV:

Section Title



Inclusions



Precept #

1.  Performance:  

Uniformed Honor Awards




PHS






1.b

DOD, all





1.b

Non-Uniformed Honor Awards:





HHS




1.b






Agency




1.b






Civilian/community


1.b

2.  Education:  Start with your most recent

 



Earned Degreed



2.a







Programs attended


2.a & c






Current Programs


2.c & d






Certifications



2.b






Licensure



2.b

3.  Career Progression and Potential:  Start with your current position




Billet grade



3.a






Agency & location


3.b & d






Assigned Duties



3.b






Accomplishments


3.b






Include DOD info


3.b & d






Collateral Duties



3.f

     

Accelerated Promotion (AP) nomination
3.c

     

Granted AP



3.c

     

Assimilation/Regular Corps

3.c

4.  Characteristics of a Career Officer & Service to the Corps:  


Membership/Involvement in PAC & Advisory Groups



4.b

Professional Organizations (COA/ROA/AMSUS)




4.e

Other PHS activities







4.i

Honor /Color/Sword Guard

Ensemble/Choir

Aide-de-Camp


      BOTC/IOTC







4.d

      Service awards






4.f

Corps 
Support Activities


Status/Date



CCRF/Roster#

(Enrolled,Qualified or Fully Qualified)


4.a
 

Associate Recruiter 
         (Enrolled or Qualified)



4.c

HSO Mentor

         (Enrolled or Qualified)



4.c

Community Service







2.d

Publications/Presentations






2.c & d

Continuing Education


(not from Education section)

2.c & d

Items not included in the CV Summary or CV: 

Items on the COER available to the Board for Promotion: 

COER’s and Attachments:






1.a

· Rating Official Assessment (COER Attachment 2)



1.c

· Billet Level 
(cross reference COER and OPF to CV)


3.a

· Assignments   (cross reference COER and OPF to CV)


3.b

· Mobility         (cross reference COER and OPF to CV)


3.d

· Collateral Duties (cross reference COER attachment #2 to CV)

3.f

· Daily Wearing of the Uniform (cross reference COER to CV)

4.h

· Past Promotions







3.c

· Healthy Lifestyle






4.g

Optional Items to Include: 

Security Clearances under Education/Licensure 

RES or REG after your PHS number on the first page

CCRF Fitness Test level # 1 thru 4 given as “FT 3” after the Roster #

�PAGE \# "'Page: '#'�'"  ��Officer should state their highest status  i.e.   Assimilation     nominated        10/2001;    CCRF       qualified      2/1998





HSO CV format
1 of 2


