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8 Steps to Write Your 2-Page

Private Industry Resume
1Part
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Find and Update Your 5-page 

(or longer) Federal Resume

Find 1 to 2 Target

Announcements

Write 3 to 5 Accomplishments

Use AI to Find Keywords

Analyze the Advertisement and 

Your Resume For A Match

Write Your 2-Page Resume

Write Your Cover Letter

Update Your LinkedIn



Find and Update Your 5-Page 

(or longer) Federal Resume
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• Update with your current position, duties and accomplishments.

• Look for accomplishments. If you don’t’ see them, start writing.

It is clear she is 

seeking a position 

as a budget analyst

Target Skills:

• Budget Analyst

• Budget Development 

Resource Advisor

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume
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PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Find and Update 

Your 5-Page 

(or longer) 

Federal Resume 

(Continued)

First Key Accomplishments:

COST ESTIMATING

This is an impressive 

accomplishment:

CERTIFIED DOLLARS FOR 

FUNDS READINESS FOR 

PRESIDENT OBAMA AND 

2015 NORTH ATLANTIC 

TREATY IN WALES IN 2014
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Outline Format with 

ALL CAP KEYWORDS

What can you edit out to make 

this two pages? More than half 

of these words.

RESOURCES

PLANNING

LEADERSHIP

INTERPRETATION OF LAWS

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Find and Update 

Your 5-Page 

(or longer) 

Federal Resume 

(Continued)
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Accomplishments:

Impressive Acquisition 

Accomplishments! 

Acquisition Program

Procurement 

Budget and Contract 

Closeout..

59+ process 

Improvement Concepts

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Find and Update 

Your 5-Page 

(or longer) 

Federal Resume 

(Continued)
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WOW, a lot of training! 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Find and Update 

Your 5-Page 

(or longer) 

Federal Resume 

(Continued)
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So impressive! 

But you can’t keep all 

of this information in 

two pages! 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Find and Update 

Your 5-Page 

(or longer) 

Federal Resume 

(Continued)
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This is a good Budget 

Analyst Job – with a 

Think Tank, Innovative 

Service Delivery Partner 

Company! 

Find 1 to 2 Target Announcements

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume



Go to one of the private industry job databases and look for a 

job that would be good for you. Or find two or three of them. 

You need to search for the jobs now, before you create your 

private industry resume.

• Linkedin.com/jobs — I used Linkedin.com/jobs for this book

• Maryland Workforce Exchange Jobs — 

https://mwejobs.maryland.gov

• Glassdoor (salary, interview prep)

• AngelList (startup and venture capital funded companies - 

beginner positions)

• Idealist (nonprofit)

• CareerBuilder

• Google for Jobs

• Dice
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BEWARE: THIS TAKES TIME. 

You cannot write your new 

two-page resume without a 

sample new job 

announcement to target.

You have to really read the 

announcements closely. Look 

at the company background. 

Description of the mission, 

customers, scope of work. 

Maybe google them. 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Find 1 to 2 Target 

Announcements 

(Continued)
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PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Find 1 to 2 Target 

Announcements 

(Continued)

Anna can do all of this 

and MORE. The mission 

of the company is very 

good for Anna. She has 

all of the qualifications. 



Now that you have researched possible job announcements, 

companies, missions, duties and responsibilities, and requirements, 

think about your accomplishments: You will need to add these to your 

two- or three-page resume — and be ready to talk about them in an 

interview. What are the accomplishments you are most proud of that 

will demonstrate your top skills for your next position?

These accomplishments could be the reasons they will hire you! 

Write 3 to 5 Accomplishments
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The accomplishments can 

grab the attention of the 

recruiter and get you an 

interview. This is critical!  

You have to be interesting 

and relevant! 

Anna’s Accomplishments 

support Budget, 

Acquisitions an are 

impressive for the mission 

of and organization that is 

cutting edge.

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume



Quiz: Which of these statements 

is an accomplishment?
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1. I spearheaded the design and rollout of an internal stay interview course 
and other retention resources. Over 200 leaders completed the course, and 
many more referenced tools that my team and I developed, including a 
retention toolkit and retention consulting. 

2. Lead employee engagement and retention at VA Denver, the top-rated 
hospital system in Colorado.

3. I designed, planned and operated physical fitness program to help USAF 
mental health technicians and providers pass physical fitness tests. Trained 
80+ health technicians, all of whom passed their physical fitness tests. 

4. Provide coaching and coordinated group classes and solo fitness training.

The accomplishments 

are impressive, 

interesting and 

specific…and can 

result in an interview! 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Write 3 to 5 

Accomplishments

(Continued)



© 2025, The Resume Place, Inc. | www.resume-place.com PAGE 14

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________

The accomplishments 

can grab the attention 

of the recruiter and get 

you an interview. This 

is critical! You have to 

be interesting and 

relevant! 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Write 3 to 5 

Accomplishments

(Continued)

Write Your Top 2 or 3 Accomplishments 

10 words for each! 



Use AI to Find Keywords
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Open up ChatGPT (it’s free), Microsoft Copilot (comes with 

Microsoft Office), or your favorite AI assistant. Write your prompt 

question. Copy the DUTIES and REQUIREMENTS into the text 

field. Do a quick check against the REQUIREMENTS to make sure 

the answer captured them accurately. Most of these keywords 

SHOULD be in your resume. Private industry companies use AI to 

find candidates with keywords, education, and years of experience. 

Microsoft Copilot Keywords Prompt Question:

Can you give me 10 keyword phrases, 3 words each?

Here are 10 three-word phrases:

1. Manage financial records

2. Reconcile bank statements

3. Ensure regulatory compliance

4. Support audit processes

5. Review monthly reports

6.    Lead accounting team

7. Analyze financial data

8. Improve process efficiency

9. Monitor cash flow

10. Ensure accurate reporting

These keywords match 

ANNA’s resume perfectly. 

This is a great list!

You have to try Microsoft Copilot 

or Chat GPT. Sample Prompt:

Review the following <Insert Job 

Position> job announcement 

from <Insert Company Name>. 

Identify ten key phrases in this 

announcement that where this 

company focuses on <Insert 

Product Line>. Give me three 

sets of ten key phrases to 

choose from.

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Make a Keyword List — ChatGPT or Microsoft Copilot
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Private industry 

recruiters will 

search for qualified 

candidates with AI 

based on 

keywords! 

Feature the 

keywords from the 

recruitment 

advertisement in 

your resume.

1. Manage financial records

2. Writer-Editor

3. Reconcile bank statements

4. Plan course curriculum

5. Ensure regulatory compliance 

6. Review monthly reports

7. Tasks include

8. Other duties include

9. Analyze financial data

10.Purchase housing-specific supplies

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Use AI to Find

Keywords 

(Continued)

Quiz: Which words are NOT Keywords 

for Budget Analyst responsibilities?



Analyze the Advertisement and 

Your Resume For A Match
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Does your resume match the 

announcement? Anna’s resume 

really does match this position! 

Anna’s resume MATCHED this 

position. I think that she would get an 

interview… She could get an offer! 

- Kathryn Troutman

• Anna’s budget work was innovative.

• Her budget work was in the power industry. 

• She did deliver major capital projects. 

• She was an innovative budget person. 

• She did delivery optimum project results.

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume



Write Your Two-Page Resume
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This is the biggest 

step of all. Writing the 

2-page resume will 

take you 3 to 8 hours. 

So, just be patient 

and keep writing. 

Start with your current position

• Accomplishments are most important – do you see any? 

If not, you need to write them.

• Duties – edit down to 3 paragraphs

Position no.2 

• Accomplishments – do you see any? If not, write two.

• Duties – edit down to 2 paragraphs

Position no. 3

• Accomplishments – do you see any? If not, write one or two.

Position no. 4 and 5

• Keep them short – one or two paragraphs only.

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Start Editing Your Work History



© 2025, The Resume Place, Inc. | www.resume-place.com PAGE 19

Add Education, Training, Certification, 

Honors, and Awards

It is hard to 

believe

two pages! 

• Education

• Training

• Certification

• Honors

• Awards

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Write Your 

2-Page Resume 

(Continued)
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Add a Profile or Summary to 

Feature Your Best Skills

PROFILE: Senior Budget Analyst with 15+ years’ 

experience leading budget, accounting and acquisition 

programs for the U.S. Air Force. Apply expert knowledge 

of Generally Accepted Accounting Principles (GAAP), 

Generally Accepted Government Auditing Standards 

(GAGAS) and relevant financial laws and policies, 

including Sarbanes Oxley, to ensure efficiency, 

effectiveness and compliance of financial management 

operations. Combine expert skills in broad range of 

financial applications, with customer service and 

communications skills to drive continuous improvement 

of financial management processes. 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Write Your 

2-Page Resume 

(Continued)

Feature your 

best skills!
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Add Your Best Competencies / Keywords 

Toward Your Target Position

KEY COMPETENCIES 

• Finance/Accounting Management/Auditing: Reconciliation, 

auditing and reporting 

• Administrative Management: Contracting, budget/accounting 

and business process improvement 

• Financial Reporting: Daily tracking and timely reporting on 95 

accounts, including government purchase card, fuel, base 

supply and shipping 

• Personnel Management/Training: Supervision and training of 9-

person budget analyst team 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Write Your 

2-Page Resume 

(Continued)
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Add Accomplishments — Be Specific

NOTABLE ACCOMPLISHMENTS 
• TacSat-4 Minotaur IV Space Launch Vehicle (Budget/Accounting, Procurement): 

Acquisition program manager for $63M joint Navy and USAF launch of TacSat-4, 

a military communications satellite providing unprecedented radio frequency 

availability in remote deployment zones. Accelerated budget and contract 

closeout, returning $900K unexpended funds to customer. Applied continuous 

budget and accounting improvement methodologies; recommended 50+ process 

improvements for future launch programs (20xx). 

• Funds Certification (Budget Execution): Certified $6.5M of appropriated dollars 

to support mission requirements across USAF Europe to include funds 

readiness for support of President Obama at the 2014 North Atlantic Treaty 

Organization Conference in Wales. 

• Cost Estimation Training (Financial Training Design/Delivery): Developed and 

presented basic cost estimating training class for Comptroller Squadron, closing 

critical skill gaps in budget validation. 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Write Your 

2-Page Resume 

(Continued)

This is critical 

to stand out 

and get an 

interview!



Please use our 

Cover Letter Builder

FREE OF CHARGE. 

https://resume-

place.com/resources/

cover-letter-builder/
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Anna Fioretta 
PSC 53 Box 8891 | APO AE 09464 | RAF Lakenheath, +44 44444444444 (UK) | AnnaFioretta@mail.com 

[target company] 

[address] [address] 

[date] 

Dear Hiring Manager: 

Please find enclosed my résumé for the position of Budget Lead Analyst. 

My relevant experience includes the following: 

• I have over 15 years of experience leading budget, accounting, and acquisition programs for the U.S. Air Force. 

This includes managing a $40M budget portfolio for the USAF 100th Air Refueling Wing, including budget 

development/forecasting, daily accounting, reconciliation, and reporting, plus ensuring compliance with relevant 

financial laws, policies, and standards, including GAAS, GAAP, and Sarbanes Oxley (SOX). 

• In addition to a Master’s Degree, I bring extensive training and certifications in financial management and 

accounting, including Department of Defense Financial Management and Defense Acquisition Workforce 

Improvement Act Level II certifications. 

• I also have significant experience managing personnel and teams. I currently manage a 9- person team of resource 

advisors and have developed and led financial training programs. As an Acquisition Management Specialist for the 

AF Space Command, I led multiple, high profile acquisition launch vehicle and mission assurance programs. 

Write Your Cover Letter

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

This is mandatory 

for private industry

https://resume-place.com/resources/cover-letter-builder/
https://resume-place.com/resources/cover-letter-builder/
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I believe that I would be an asset to your organization because: 

• I am passionate about instilling a culture of continuous improvement to ensure the efficiency, 

effectiveness, and compliance of our financial programs. As an Acquisition Program Manager at Space 

Development and Test Directorate, Kirtland Air Force Base, I led multiple process improvement teams, 

delivering 50+ process improvement concepts for future launch programs. 

• I have extensive experience collaborating across a diverse program and financial management 

community. I routinely work with project managers, budget analysts, Contracting Officers, cost analysts, 

IT security analysts, contractors, and senior executive leadership to ensure the achievement of our 

mission. 

• I bring a commitment to best-in-class Customer Service. I routinely work in a cross- organizational 

capability to coordinate the resources needed to fulfill our customer needs. 

Thank you for your time and consideration. I look forward to your response. 

Sincerely, Anna Fioretta 

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

Write Your 

Cover Letter

(Continued)

Please use our 

Cover Letter Builder

FREE OF CHARGE. 

https://resume-

place.com/resources/

cover-letter-builder/

https://resume-place.com/resources/cover-letter-builder/
https://resume-place.com/resources/cover-letter-builder/


Private Industry Recruiters will research your 

LinkedIn account within seconds of looking 

at your resume – if they are interested in 

your background! 
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Update Your LinkedIn Account

PART 1: 8 Steps to Write Your 2-Page Private Industry Resume

You have to 

update your 

LinkedIn account 

to match your 

background and 

target positions!



7 Career Change Case Studies — Every Case Has All 8 Samples

7 Career Change Case Studies2Part
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• 5-Page Federal Resume

• Target Private Industry Job Announcement from LinkedIn

• 3 Accomplishments

• AI Keywords from Microsoft Copilot

• Match Strategy – Does the resume match the announcement

• Write the Two-Page Private Industry Resume emphasizing 10 years 

of experience and at least 3 accomplishments

• Cover Letter

• Update the LinkedIn

Federal Resumes Rewritten to Two- or Three-Page Private Industry



46

Manager, Employee 

Engagement and Retention

GS-12

Targeting

Human Resource Manager

GEMMA

COLLINS

34

Employment Services

Training Coordinator

GS-11

Targeting

Career Development 

Facilitator/ Human 

Services Worker II

$68K

BOBBI

ROBBINS

22

Technical Operations 

Group Assistant

GS-7

Targeting

HR Ops – TS/SCI w/Poly

CEDRIC

SMITH

5-Page Resumes Rewritten Into 2-Page Resumes and Cover Letters 
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PART 2: 7 Career Change Case Studies — Federal Resumes Rewritten to Two- or Three-Page Private Industry

6 MORE Career Change Case Studies — 

85

Audit

Director

GS-15

Targeting

Chief Financial Officer

KEITH

SMITH

70

Human Capital

Officer

GS-15

Targeting

Human Resources Director

JOHN

SMITH

58

Army Community Service 

Specialist

GS-11

Targeting

Assistant Director, 

Fitness and Wellness

COURTNEY

FARMER

$98K $200K$195K$60K



What are 
your

top two 
takeaways 

from
this class?
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Writing Your 

Two-Page 

Private Industry 

Resume, 

Cover Letter,

And LinkedIn 

Update

Order online at

www.resume-place.com



Founder of The Resume Place, Inc. in 1971

Kathryn Troutman is known as the “Federal Resume Guru” among 

federal jobseekers, agencies, and military transition offices worldwide. 

Kathryn founded Resume Place, Inc., the first federal resume writing 

service in America! Kathryn also wrote the FIRST ever book on federal 

resume writing, the Federal Resume Guidebook 7th Ed.
Kathryn Troutman

Federal Career Coach

About the 
Author
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