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FINDING THE RESUME TEMPLATE

Go to http://itsa.ostglobal.com

Scroll to the bottom of the page 

and locate the Vendors box on 

the right

Click on ITSA Resume 

Template link



SAVING THE TEMPLATE

A box will pop up asking “Do you 
want to open or save this file?  

Click the “Save button
Choose a folder and hit “Save”



OPENING THE TEMPLATE

The template will open in 

Microsoft Word
Click “Open” when you get the 

Download Complete box



HEADER

Below is an example of Joe Smith’s resume.  Joe is being 
submitted to Requirement 155555, Program Manager (HCM) 

Level 3.  Please make sure you DO NOT include any Vendor or 

Candidate contact information anywhere on the resume.



SKILLS BOX contd.

You should copy the Skills section from Peopleclick and paste it 

onto the template.  To do this, you highlight the entire table as 

shown in figure 1, press Ctrl+C to copy, click right underneath 

“Skills” on the template, and press and Ctrl+V to paste.  The 

finished copy should look like Figure 2. 
Figure 1

Figure 2



EDUCATION AND CERTIFICATIONS

Education and Certifications can be shown in a table

Or a list



EMPLOYMENT HISTORY
List: Company & Title, Years Employed, Brief Description, and 

Technologies.  Any additional skills should be bolded in the 

description. Please see example below:

All skills listed in the Skills Box MUST BE SHOWN in the Employment History!



THE FINISHED RESUME SHOULD 

LOOK LIKE THIS
PAGE 1 ADDITIONAL PAGES



CANDIDATE SUBMISSION CHECKLIST

 The candidate’s e-mail is noreply@peopleclick.com or left blank

 All columns are filled out in the Skills section

 The candidate’s years experience is equal to or greater than required years 
experience for all skills

 You have responded to all Questions for Requirement

 “Candidates Employer If Subcontracted to Vendor” is left blank (if W2) or 
“Independent Contractor” 

 The resume is on the ITSA Resume Template

 There is no vendor information on the resume (name, logo, etc.)

 There is no candidate contact information on the resume

 The Skills box on the resume matches Skills listed Peopleclick

 All certifications are listed

 All technologies and skills listed are shown in Employment History

 There are no attachments other than the Candidate’s Resume


