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HOW TO TRANSLATE YOUR MILITARY  
OCCUPATIONAL SPECIALTY ON YOUR CIVILIAN RÉSUMÉ

You’ve been through rigorous training, traveled far 
from home, and put your skills to use in service to your 
country. How do you help a civilian employer under-
stand your qualifications and experience and recognize 
all you have to offer? Here are some tips to help you 
craft your résumé. 

1. VetSuccess.gov 
The easiest way to build your civilian résumé is to use the résumé 
builder on VetSuccess.gov, which includes all the tools you need 
to develop a professional résumé. 

2. Purpose statement 
When building your résumé, it is important that you emphasize 
what you’re seeking as well as your skill sets and experience. 
Start with a targeted and objective purpose statement. Ideally, 
this will be the title of the position you are applying for. If you are 
applying for multiple positions at a number of organizations, a 
more general statement of the work you want is acceptable. 

3. Skills 
Briefly list some of your skills and qualifications. If you are familiar 
with any specific programs or machinery, or if you have licenses 
or credentials, highlight them in this section.
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4. Experience 
This section comprises the bulk of your résumé. Detail the 
specific experience and responsibilities with each job or military 
occupational specialty you’ve held over the course of your career.

 � Arrange this section either by type of experience or 
chronologically by job or post.

 � Use short, direct sentences to describe your accomplishments.

 � Avoid using acronyms or initials in what you write, to make 
your résumé easier for others to understand.

 � Give concrete examples of your achievements. Focus on 
accomplishments achieved and assignments you excelled at, 
rather than simply listing your duties.

5. Provide verification 
Mention your DD214 every time you submit a cover letter or 
résumé. This will help potential employers verify the training and 
experience you received while in the military. If it is not possible 
to include a copy of your DD214 with every job application, let 
potential employers know that it is available on request.

6. Military occupational specialty 
translators 
MOS translators are available at VetSuccess.gov to help you 
find civilian credentials and certificates directly related to your 
military occupational specialty: Go to VetSuccess.gov/military_
skills_translators.

Be sure to show your résumé to a VA VocRehab 
Counselor or employment coordinator for feedback.

To find out how VocRehab can help you, visit our website: www.Benefits.VA.gov/VocRehab
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