Army’s Resume Builder 
The Army Civilian Resume Builder (https://cpol.army.mil/rb/rb_entry.cgi) is here to assist you in preparing your resume. 

In a secure environment – 
· You can easily create, save and edit your resume
· You can electronically send your resume to the centralized database as well as to other e-mail addresses you specify 

Before you begin:

· Carefully review the requirements of each vacancy announcement 

· Review and follow the Job Kit and 'How to Apply' instructions 
User Identification (Userid) and Personal Identification Number (PIN) 
You will be required to use a Userid, PIN, and SSN whenever you use the Army’s Resume Builder. To assist you in recovering a forgotten Userid and PIN, you will be asked to select a question and create a response. You will be prompted to answer the question if you ever forget your Userid and/or PIN. 

A valid Userid and PIN must have at least 8 but no more than 20 characters consisting of letters (a-z), A-Z), numbers (0-9), and hyphens (-). No other characters will be accepted. The Userid and password are ‘case sensitive’. Pay special attention to upper and lower case letters. For example, The Userid ‘abcdefg’ is not the same as ‘AbCdEfG’. 

The Userid must be unique to the Army’s Resume Builder database. You will be prompted to enter another Userid if the one you selected is not unique to the database. 

Social Security Number (SSN) 
A valid Social Security Number (SSN) is 9 digits (0-9). No other characters will be accepted. 

Resume Retention 
A saved resume will be deleted from the Army’s Resume Builder database 180 days from the last time you accessed for any reason. 

Resume Activity Summary 
The Resume Activity Summary displays, by date and type of activity, all the times you accessed your resume. This is a handy tool to see exactly when you last edited and submitted your resume to the Army’s Resume Builder. 

