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BUILDING CAREERS IN THE US GOVERNMENT

STARS ARE LINED UP FOR MILITARY 
SPOUSES WITH THE NEW MILITARY SPOUSE 

FEDERAL RESUME! 
Add your Military Spouse History to your Resume! New 

curriculum for spouses!

2022 TEN STEPS TO A FEDERAL JOB®

CERTIFICATION TRAINING PROGRAM 
Since 2002 - more than 3,000 career professionals trained in federal career development

BROUGHT TO YOU BY

NEW!

Ten Steps Certification Program, Copyright, 2022, Kathryn Troutman  

Certified Federal Job Search Trainer® / Certified Federal Career Coach®

Schedule, Agenda, Rates, and Courses

What’s new for 2022?! 
New Ten Steps to a Federal Job – New Jobseeker Guide 9th Edition

Virtual webinar instruction!

All New Ten Steps 
to a Federal Job – 

Jobseeker Guide 9th 
Edition
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Ten Steps to a Federal Job®

Certification Training Programs
Established in 2002 by Kathryn Troutman, Author, Speaker,
and President, The Resume Place, Inc., www.resume-place.com

Ten Steps to a Federal Job Certification Program mission: to deliver cutting-edge training 
programs that prepare you to coach clients, advise jobseekers, and instruct classes on the best 
practices in navigating the federal jobs application process. 

The US Government is the largest employer in the United States – with over 2 million 
employees! As Employment Counselors, Transition Counselors, Career Counselors, you owe 
it to your clients to know how to write a correct federal resume, understand the USAJOBS 
announcements for keywords and specialized experience, Veteran’s Preference, Military Spouse 
Preference, Schedule A for People with Disabilities, and Pathways for new student hiring 
programs! Learn all of this and more in our 8-part 90 minute live webinars!

Get Certified for 3 years to teach 4 career curriculum for your jobseekers.
1.	 Ten Steps to a Federal Job®

2.	 The Stars are Lined Up for Military Spouses®

3.	 Ten Steps to a Pathways Internship for Students and Recent Grads®

4.	 Creating Your First Resume®

NEW AND GOING GREAT!  All new Military Spouse Federal Career Curriculum and book - 
and Federal hiring program! PPP-S is gone, and the USAJOBS Application-based system is here 
to stay. Learn now to coach your military spouses to apply for federal careers as they accompany 
their spouse through their military career!

Our certification programs are specially designed for: military transition center counselors, 
employment readiness staff, university career counselors, state veteran’s representatives and 
One-Stop counselors, and individuals seeking to independently offer coaching, training, or resume 
writing services in the federal jobs context.

Programs can be completed via our 8-week LIVE webinar series.

All new 
curriculum 
for 2022! 

BUILDING CAREERS IN THE US GOVERNMENT

Baltimore, MD USA
www.resume-place.com
tensteps@resume-place.com
(410) 744-4324, Ext. 2, Training & Books

Celebrating 20 Year Anniversary of Ten 
Steps to a Federal Job in 2022!
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Certified Federal Job Search Trainer 
and Federal Career Coach

Certified Federal Job Search Trainer® & 
Certified Federal Career Coach® (CFJST)

Our licensed curriculum: Ten Steps to a Federal Job®, The 
Stars are Lined Up for Military Spouses® on USAJOBS, 
Ten Steps to a Pathways Internship, and Creating Your First 
Resume, encompass a broad range of crucially important 
topics for federal jobseekers. The curriculum and training 
covers: how to coach federal jobseekers on USAJOBS 
search; analyzing announcements for understanding the 
Specialized Experience Required and finding the keywords; 
and understanding special hiring authorities such as 
Veterans Preference, VEOA, VRA, Schedule A, Military 
Spouse Hiring Authority. 

Our highly-recognized and popular curriculum continues to hit 
on new topics in federal employment with innovative updates for 
2022, and a fresh edition (the 9th) of the Jobseeker’s Guide.

The revamped 9th edition, Ten Steps curriculum provides 
more easy-to-understand information on Veterans 
Preference programs along with the new features that help 
you demystify federal resumes and USAJOBS.

Ten Steps to a Federal Job® is taught at more than 200 
military bases worldwide, across military services. Once 
Certified, trainers can teach the curriculum in 90 minutes, 
3 hours, 7 hours or two days. WE provide long and short 
PowerPoints to match your training classes!

The leading federal training, coaching and writing certifications in the Career Certifications 
Industry. Get licensed to teach Ten Steps to a Federal Job®, The Stars are Lined Up for Military 

Spouses®, and Ten Steps to a Federal Job® for Pathways Programs for three years!

Based on the Jobseeker’s
Guide 9th Edition

PowerPoint training
curriculum now includes video!
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What’s New for 2022?! All webinar instruction.

      New edition, Jobseeker Guide and Updated Ten Steps to a Federal Job® 

	 -SIX cases of BEFORE and AFTER federal resumes in the Ten Steps course!
      Stars are Lined Up for Military Spouses® - New Federal Resume Format for Spouses

      Two sessions with LIVE HR Day Curriculum

      New Important Curriculum! Student Ten Steps to a Federal Job – Critical for New Grads! 

      Hiring Authorities! USAJOBS Updates for 2022!  

TEN STEPS TO A FEDERAL JOB® - JOBSEEKER GUIDE 9TH EDITION
This new Ten Steps Text includes 6 case studies of successful Federal jobseekers. You can see 
the BEFORE resume, AFTER resume, keywords, qualifications required and the case study of 
real jobseekers that are HIRED.  Hiring authorities are included to understand the full case.  Ten 
Steps are updated based on new USAJOBS applications and Direct Hire Authority.

NEW STUDENT FEDERAL CAREER GUIDE, 4TH EDITION (2019 COPYRIGHT)
For new graduates, the EDUCATION section should be listed BEFORE the Work History 
section. More information should be added to the Education section, including course titles, 
papers, projects and technical skills.

THE STARS ARE LINED UP FOR MILITARY SPOUSES, 2ND EDITION (2018 
COPYRIGHT)
Many positive changes and updates for military spouses and Federal jobs. More clear listings on 
USAJBOBS, more jobs posted for military spouses, more agencies required to advertise jobs for 
military spouses. Better rules with EO 13473.

FEDERAL RESUME GUIDEBOOK, 7TH EDITION (2020 COPYRIGHT)
For Federal Resume Coaching lessons, this book contains 17 new federal resumes samples to 
inspire your jobseekers to write a correct, targeted and competitive federal resume. Use this book 
for coaching the best federal resume.

HR DAY – TWO SESSIONS
The HR Day content is more important than ever with the highly competitive positions that are 
posted. Coach your clients to maximize the use of their hiring authorities: Veterans Preference, 
Military Spouse Preference, Schedule A Hiring, 30% or more Disabled, Post-Secondary Direct 
Hire Authority for Recent Graduates and Current Students.  

REGISTER HERE:
 https://resume-place.com/TenStepsRegistration

scan to register!
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Ten Steps to a Federal Job® training curriculum now includes 
engaging and important key point one-minute videos!

NEW!
NOW WITH A ONE-MINUTE 

VIDEO FOR EACH STEP!

Introduction: includes two 
important class activities – 

Writing Accomplishments and 
How Many Hats do you Wear 

at Work

5
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Three Federal Job Search 
Posters for your Classroom 
or your Employment Centers

INVITE YOUR AUDIENCE TO 
ATTEND A WORKSHOP ON 
FEDERAL JOB SEARCH!
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BOOK COLLECTION - PRINT OR EBOOKS

BOOK COLLECTION FOR COACHING

1. Jobseeker’s Guide, 9th Ed. - January 2022
2. Stars are Lined Up for Military Spouses, 2nd Ed.
3. Student’s Federal Career Guide, 4th Ed.
4. Creating Your First Resume
5. Federal Resume Guidebook, 7th Ed.
6. Writing the New SES Application, 2nd Ed.

BONUS BOOKS PACKAGES (20 TOTAL) – YOU CAN DECIDE 

Bonus Books Package 1:  20 Jobseeker’s Guides

Bonus Books Package 2:  10 Jobseeker’s Guides and 10 Stars are Lined Up for Military Spouses

Bonus Books Package 3:   5 copies each: Jobseeker’s Guides; Stars are Lined Up for Military 
Spouses; Federal Resume Guidebook; and Student’s Federal Career Guide.

Value of:  $400.00! Included in registration!

YOU pick which bonus 
book package you 

want!

REGISTER HERE:
 https://resume-place.com/TenStepsRegistration

scan to register!
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New Certification
Government-Funded & Military-Funded

Individual registration: $2,935 + $20 book shipping = $2,955
2 attendees from the same office: $2,735 + $20 book shipping = $2,755
3+ attendees from the same office: $2,535 + $20 book shipping = $2,555

Non-Profit, University, Private Practice, and Self-Pay
Individual registration: $2,665 + $20 book shipping = $2,685
2 attendees from the same office: $2,465 + $20 book shipping = $2,485
3+ attendees from the same office: $2,265 + $20 book shipping = $2,285

Recertification
(After three years, you must recertify to renew your License to teach Ten Steps to a Federal Job)
 Individual Recertification: $1,940 + $20 book shipping = $1,960 
2 attendees from the same office: $1,840 + $20 book shipping = $1,860
3+ attendees from the same office: $1,740 + $20 book shipping = $1,760 

Hosted Virtual Live Webinars: Military, University, Agencies
Attendees: $15,960 (7 attendees)
Additional attendees: $1,915
•	 Hosted Program is on the GSA schedule 
•	 Contact us for custom quotes
•	 Hosted Programs: Military, University, Agencies

Prerequisite for the Course – USAJOBS Builder Resume

To help you prepare for your certification training, we will ask you to set up or update your USAJOBS account with your 
resume. You will use your own USAJOBS account and resume for instruction of others.

FACTS OF THE ALL VIRTUAL TRAINING PROGRAM

2022 CERTIFICATION PROGRAM FEES

REGISTER HERE:
 https://resume-place.com/TenStepsRegistration

CEUS, 
CERTIFICATION & 
LICENSURES

The Global Career 
Development 
Facilitator (GCDF) 
certification is a 
highly recognized 
credential providing 
a comprehensive 
foundation and set 
of skills for assisting 
jobseekers. Our three 
day program is pre-
approved to fulfill 24 
continuing education 
hours for the Center 
of Credentialing and 
Education’s Global 
Career Development 
Facilitator (GDCF) 
certification. 

Send your entire staff! SAVE money on group training!

scan to register!
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Join us for eight weekly live 90-minute webinars for your initial certification or for recertification. All live 
webinars are also recorded in case you miss a class. Read the Webinar Agenda here.

	 • Ten Steps to a Federal Job® Live Webinars – 6 weeks
	 • HR Day Live Webinars – 2 weeks 

We offer three sessions each week to allow accommodations for your schedule no matter where you are in 
the world.  

Ten Steps to a Federal Job® Live Webinar - 6 Weeks

SESSION 1: MAR 9, 10 – APR 13, 14, 2022 (8 WEBINARS EACH)
Session 1A: Wednesdays, 12:00 noon to 1:30 pm ET starting 3/09/22
Session 1B: Thursdays, 9:00 am – 10:30 am ET starting 3/10/22

SESSION 2: MAY 3, 4 – JUNE 7, 8, 2022 (8 WEBINARS EACH)
Session 2A: Tuesdays, 7:00 pm to 8:30 pm ET starting 5/3/22
Session 2B: Wednesdays, 12:00 noon to 1:30 pm ET starting 5/4/22

SESSION 3: JUNE 22, 23 – JULY 27, 28, 2022 (8 WEBINARS EACH)
Session 3A: Wednesdays, 12:00 noon to 1:30 pm ET starting 6/22/22
Session 3B: Thursdays, 9:00 am to 10:30 am ET starting 6/23/22

SESSION 4: AUG 2, 3, 4 – SEPT 6, 7, 8, 2022 (8 WEBINARS EACH)
Session 4A: Tuesdays, 7:00 pm to 8:30 pm ET starting 8/2/22
Session 4B: Wednesdays, 12:00 noon to 1:30 pm ET starting 8/3/22
Session 4C: Thursdays, 9:00 am to 10:30 am ET starting 8/4/22

SESSION 5: SEPT. 20, 21, 22, 2022 – NOV. 1, 2, 3, 2022 (8 WEBINARS EACH)
Session 5A: Tuesdays, 7:00 pm to 8:30 pm ET starting 9/20/22
Session 5B: Wednesdays, 12:00 noon to 1:30 pm ET starting 9/21/22
Session 5C: Thursdays, 9:00 am to 10:30 am ET starting 9/22/22

SESSION 6: OCT. 12, 13, 2022 – NOV. 16, 17, 2022 (8 WEBINARS EACH)
Session 6A: Wednesday, 9:00 am to 10:30 am ET starting 10/12/22
Session 6B: Thursday, 12:00 noon to 1:30 pm ET starting 10/13/22

HR Day Live Webinars - Two (2) 90-min Sessions

THURSDAY SESSIONS – PACIFIC REGION 
(CA, JAPAN, SO. KOREA, HAWAII):
Thursday, April 7, 2022  –  7:00 pm to 11:00 pm
Thursday, June 16, 2022  –  7:00 pm to 11:00 pm
Thursday, Aug 11, 2022  –  7:00 pm to 11:00 pm
Thursday, Sept 22, 2022  –  7:00 pm to 11:00 pm

2022 LIVE 8-WEEK, 90 MIN WEBINAR SCHEDULE

Live webinars are 
with Zoom Platform. 
Works great with government computers!

NEW!SEPARATE DATES FOR CHARLES CLARK

FRIDAY SESSIONS – EUROPE / US REGIONS 
(EUROPE, US EASTERN TIME):
Friday, April 8, 2022  –  8:30 am to 12:30 pm
Friday, June 17, 2022  –  8:30 am to 12:30 pm
Friday, Aug 12, 2022  –  8:30 am to 12:30 pm
Friday, Sept 23, 2022  –  8:30 am to 12:30 pm
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Federal Jobs are among some of the best in the US!
The US Government is the largest employer in the United States – with over 2 million employees! The US government is 
the most desired employer for separating or retired military – and military spouses.

Government jobs are great for new graduates to begin their career – especially this year. 

The government offers stability, career advancement, great benefits and competitive salaries.

BUT the government job application process is highly complex and most people will succeed if they have a coach or trainer 
assisting them with their federal resume and explaining the USAJOBS application process.

Learn how to coach your clients to understand USAJOBS!

REGISTER HERE:
 https://resume-place.com/TenStepsRegistration

GET LICENSED TO TEACH THE MOST POPULAR 
FEDERAL RESUME WRITING AND FEDERAL JOB 

SEARCH CURRICULUM IN AMERICA – FROM 2002! 

scan to register!
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Coach your clients to write the outline format!



12

You will be licensed to teach four popular career curriculum!

Note: you cannot email copies of the Slide Decks to your class attendees. You CAN send the student’s 
handout to each class attendee – a separate PDF! Okay to email!

TEN STEPS TO A FEDERAL JOB®

3 versions:  Long 200 slides; Short 78 slides;  Very Short:  40 slides

THE STARS ARE LINED UP FOR MILITARY SPOUSES
75 slides – 1.5 hours

2

1
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TEN STEPS TO A FEDERAL JOB OR PATHWAYS INTERNSHIP 
FOR RECENT GRADUATES AND STUDENTS
75 SLIDES – 1.5 HOURS

CREATING YOUR FIRST RESUME
45 SLIDES – 1 HOUR

3

4

REGISTER HERE:
 https://resume-place.com/TenStepsRegistration

scan to register!
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The program officers a deep-dive into federal resume writing, covering the nuts-and-bolts of 
formatting, Plain Language Writing, accomplishment development, and adding keywords. These expert 
videos will give you a step-by-step vantage point into what it takes to draft the most competitive 
federal resumes. We use a hybrid approach that couples self-directed learning via video instruction with 
individualized one-on-one instruction, so that you have an opportunity to learn and receive feedback 
directly from the best in the business. If you’re interested in writing or editing federal resumes for 
clients, this course is for you!

Prerequisite: To participate in the CFRW Program, you must demonstrate knowledge of the Ten Steps to a 
Federal Job Program by having completed the CFJST/CFCC certification program within the last 3 years 
and maintain current certification at the time of enrollment. 

TEN STEPS CERTIFIED
FEDERAL RESUME WRITER® (CFRW)

Designed for CFJST / CFCC Trainers who need to write
federal resumes for certain jobseekers! 

Our expert Resume Place Certified Federal Resume Writers will train YOU to 
interview, write, and provide developmental editing for your clients, GS 5 through GS 13. 

ADVANCED FEDERAL CAREER TRAINING FOR FEDERAL RESUME WRITING

Fee: $2,735 Per Individual

Four one-hour videos that address Federal Resume Writing Strategies by recognized resume 
writing experts. Each video will cover one essential element of the resume writing process. The 
video approach allows you to learn based on your schedule and to re-visit areas of interest. After 
completion of the self-directed learning portion, you’ll complete an assessment to 
ensure knowledge retention.

Upon completion of the program, you’ll possess a comprehensive understanding of each of the 
essential elements of writing a federal resume, have direct experience in drafting resumes from 
start-to-finish, and be able to proudly say that you’ve learned how to write federal resumes from the 
best in the business. 

Following completion of the videos, you’ll be assigned a Certified Federal Resume Writer who 
will guide you, on a one-on-one basis, as you develop 4 federal resume cases. You’ll receive 
individualized, hands-on support and feedback for each case across client coaching,
announcement analysis, formatting and design, and developmental writing and editing.
Your trainer will devote up to 4 hours of individualized support to help you with each case.

Four Federal Resume Cases – Coaching and Writing with a 
Ten Steps to a Federal Job Certified Federal Resume Writer 

PLUS Two Training Videos on Federal Resume Writing
By Kathryn Troutman and John Gagnon, Ph.D. STEP 1

STEP 2

2 Hours

24 Hours

ADVANCED FEDERAL JOB SEARCH TRAINING FOR FEDERAL RESUME WRITERS

KEY FEATURES: 
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TESTIMONIALS
WHAT CLIENTS HAD TO SAY FROM OUR 2021 CLASSES!

• All the instructors were full of knowledge that they freely shared. Great job delivering the content and 
curriculum- virtually.

• I enjoyed the interactive course and the ability to watch Kathryn navigate USA jobs and resumes as we will 
teach our clients. 

• I love the instructors. The wealth of knowledge can’t be beaten! Katheryn is a great teacher, she knows the 
process.

• Kathryn made the Federal Resume writing easier to understand. She shared her wealth and knowledge 
were invaluable. The books are going to be great references for me. 

• Kind, enthusiastic, willing to specialize the information for each student.

• You think you have a good understanding, and then you find out all the stuff you didn’t know.

• I love how the key to securing federal employment is broken down into 10 steps; it is manageable and not 
overwhelming.

• I’ve learned something new in every class; formatting resumes for high school students, recent graduates, 
learning to be aware of different vacancies, reading through each one carefully to help identify qualifications, 
or finding the assessment, and learning to counsel soldiers on writing and qualifying for a position. 

• The books and power points are very informative and will be key in helping me assist others in writing their 
resumes. 

• The materials were very in-depth and comprehensive. Great takeaways to utilize with clients.

Misawa AFB, Japan, Sept. 2019 CFJST / 
CFCC class with Kathryn Troutman
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BUILDING CAREERS IN THE US GOVERNMENT

BROUGHT TO YOU BY

PO Box 21275, Baltimore, MD 21228
www.resume-place.com

tensteps@resume-place.com
(410) 744-4324, Ext. 2, Training & Books

Resume Place, Leader in Federal Career Training, 
Certification, Publication and Coaching / Writing Services

Kathryn Troutman, Federal Career Coach, Program Creator, Manager


