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APPLICANT AND COMMANDING OFFICER 

 E-RESUME GUIDANCE 
 
 
1. Applications are submitted via Create e-Resume arriving NLT 2 June 
2014. 
A. Applicants who do not submit an e-Resume will not be allowed to 
compete at this panel. 
B. Applicant: To apply, complete a new e-Resume in Direct Access. 
Direct Access is available at the following USCG Reserve worldwide 
website under the quick links section, 
http://www.uscg.mil/reserve/member_resources.asp 
C. Create a new e-Resume in Direct Access under Home, Self Service, 
Employee, Tasks, Create E-Resume. The user is now pointed to the 
View Job Postings screen. 
(1) Select Reserve Opportunity from the Position Source pull-down 
menu. 
(2) In the Job Family field, leave the field blank. If there is 
text that is automatically in the field, delete it. 
(3) In the Job Code field, type in 000095. 
(4) In the Keywords field, type in the word MSSI. 
(5) Press the yellow Search button located at the bottom right of 
the screen. 
(6)  Select the course or courses you are applying for by checking 
the Job Basket checkbox, click the Add Selected to Job Basket 
button. 
(7) Click View Job Basket then click Apply for Jobs in Basket. This 
takes the user to the online resume. Ensure that section 2 of the 
online resume has an accurate and complete email address, otherwise 
you will not receive notification that your E-Resume was processed. 
Continue through the E-Resume. The next paragraph will further 
detail the requirements for section 11. 
(8) E-Resume text: Address your reasons for applying for respective 
courses. Cite any IDT, ADT or other experience relevant to your 
application. Address how the Coast Guard will benefit by sending 
you. Enter text by typing directly into the E-Resume text window. 
(9) After completing section 11, hit the Next button. This takes 
the user to section 12, Preferences. Enter the endorser’s EMPLID in 
the block provided. The final endorser on the E-Resume is your 
Commanding Officer. 
(10) Below the endorser block are items from the Job Basket. Click 
the yellow Add arrow by the respective course. This moves the 
desired position to the right of the preference screen. Click the 
Next button and then the Submit button. 
(11) To exit, press the sign out link located at the top of the 
page. 
 
 
 
 
 
 



 
CO ENDORSEMENT 

 
1. E-Interview in Direct Access is required and only endorsements from 
the immediate command are authorized. 
A. Log into Direct Access and click on View Worklist shortcut at 
the top right of the screen. 
B. Click on the applicants name to access the E-Interview. 
C. Once you have accessed the applicant’s E-Resume, in the "Job 
Endorsement" page under the "Recommendation" drop-down menu, 
Commanding Officers should choose "Make Offer" to positively 
endorse a candidate's application in the drop down field. 
D. Click on the comments link and enter comments. A positive command 
endorsement is required for this program and must contain a written 
opinion of the applicant’s, interest, ability and potential value to 
the service relating to the curricula requested. If the applicant is 
recommended then click the Return button after entering comments. 
E. This will return you to the Job Endorsement screen:  If you are 
the final endorser, click on the Mark All Final button and then 
click Submit. Note only those endorsements marked final will be 
considered complete. These endorsements may be made for Sector 
personnel by a designated CO of military personnel. 
F. If you are not the final endorser, click the Submit button. This 
will bring you back to your Worklist where you can reassign the  
E-Resume. 
G. If you are the final endorser, you can click the Mark Worked 
button and it will remove the E-Resume from your Worklist. 
2. Applicants are also encouraged to ensure that their member 
information is correct in Direct Access, Menu Home, Self Service, 
Employee, Tasks, (phone, email, address) including their work e- 
mail address. You will receive a system notification ensuring your 
E-Resume was received and properly processed. 
 


