
Resume Writing
Finding the words to write a targeted resume.

Hip-Pocket Training for Veteran Jobseekers
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Step 1: Navigate to www.qualityinfo.org.
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Step 2: Locate the “Tools” dropdown, then select 
“Occupation & Wage Information”. 
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Step 3: Enter an occupational keyword or phrase into the 
search bar e.g. Medical Assistant.
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Step 4: When the report is available, scroll down to 
“Knowledge, Skills, Abilities, and Work Activities” then click.



6

Step 5: When open, locate the “more” buttons and expand 
each category.
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Step 6: Expanded sections reveal additional information.
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Step 7: Relevant verbiage ready for use in your resume.
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Step 8: Highlight text and copy
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Step 9: Paste into skills section of resume
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Step 10: Considerations

1. Group similar KSA’s to maximize available space in the skills section.

2. The “Skills” or “Qualifications” section should be a combination of 
technical ability and soft skills.

3. Only transfer KSA’s you are experienced with, falsely claiming skills or 
abilities will backfire.

4. Add or delete verbiage if necessary.

5. Make sure to spell out acronyms before using them in the resume.



Questions? Please contact…

Paul M. Messett 
Veterans Employment Representative
541-388-6455
paul.m.messett@employ.oregon.gov 

Subtitle

For more information 
regarding:

Cover Letters
Resumes
Apprenticeships
Online resources
Interviews
And more…

please visit the 541VETS 
playlist on youtube.com.

Our support for Veterans 
does not begin or end at 
the front door.
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https://www.youtube.com/playlist?list=PLGapH16HpIgbY-8NBBGjxet9AHVEtglhq
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