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Summary 
of 
Changes

Changes have been made to the 
Captains Promotional Process, per 
recommendations received from the 

Promotional Process Ad Hoc 
committee and approved by Admin. 
The following is a summary list of 

the changes, which will be detailed 
in the following slides.

Modify 
weights 

granted to 
different 

components 
throughout 
the process

Move the 
resume 

component 
from the 

second to 
first phase

Implement a 
standardized 

resume 
format

Implement a 
grading 
rubric to 
assign 

standardized 
points to 

candidates’ 
resume 

elements



New Component Weights
PHASE 1 30% of Total Score
Written Examination
-Part 1 (Textbook Material, Policies, Procedures, 
etc.)
-Part 2 (Ergometrics FireTEAM Promote)

40% of Phase 1 score
60% of Written Exam score

40% of Written Exam score

Management Exercise #1 40% of Phase 1 score

Resume 20% of Phase 1 score

PHASE 2 65% of Total Score
Tactical Exercise 30% of Phase 2 score

Interview 30% of Phase 2 score

Management Exercise #2 25% of Phase 2 score

Written Exercise (“Inbox”) 15% of Phase 2 Score

SENIORITY 5% of Total Score



Resume 
Packet

Each candidate will assemble their resume 
packet following a standardized template. 
Every candidate’s resume packet must 
include the items below, which will be 
detailed in the following slides.
• Resume
• Verification of degree
• Verification of current and previously 

held specialties
• Validation of committee work, support 

work, and/or instructor assignments
Candidates must submit their complete 
resume packet at the time of application.



Standardized 
Resume

All candidates will use a 
standardized resume 
template in which they will 
present their individual 
information. The template is 
available on the Captain 
Promotional Process page of 
Firehome.

A sample resume is pictured at right, use for 
reference only.
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• Use Times New Roman font, sizes as indicated in the 
section descriptions to follow, font color black

• Use “Normal” margins (1” on top, bottom, left, and right 
sides)

• No images, graphics, backgrounds, or extraneous objects
• Use spacing of 1.08 between lines, 0pt before sections, 

0pt after sections. Include one blank line between 
sections.

• When printed, resumes should be no longer than 2 single-
sided pages.

• Candidates will be scored on technical competency, 
including: grammar, punctuation, spelling, ability to follow 
instructions, accuracy of information presented, and 
adherence to the template.
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A candidate’s resume may include a maximum of six sections, as 
listed below. Required sections marked below must be included 
on all candidate resumes. Sections marked optional, in which 
the candidate is eligible, may be included at the candidate’s 
discretion. If a candidate elects to include any optional section, 
the section must be complete, including all items listed in the 
following descriptions provided. If a candidate elects not to 
include any optional section, the entire section shall be 
excluded. Raters will provide scores based only on the 
information presented in the candidate’s resume.

1. Candidate Info Required

2. Education Required

3. Specialties Optional

4. Support Work Optional

5. Committee Work Optional

6. Instructor Assignments Optional



Standardized Resume: Candidate Info

CANDIDATE FULL 
NAME (14 PT. FONT)

CANDIDATE CONTACT 
INFORMATION (12 PT. 

FONT)

CANDIDATE CURRENT 
POSITION (12 PT. 

FONT)



Standardized 
Resume: 
Education

Section Heading
EDUCATION (14 pt. font)

Degree(s) obtained (12 pt. font)
use one bullet per certification listed

Degree awarded date (12 pt. font)

Institution that conferred degree (12 pt. font)

Optional: include a 1-sentence description 
of the degree (12 pt. font)



Standardized 
Resume: 
Specialties

Section heading
SPECIALTIES (14 pt. font)

Specialty certification(s) held (12 pt. font)
use one bullet per certification listed

Duration of specialty certification (12 pt. 
font)

Indicator of primary/secondary specialty (12 
pt. font)



Standardized 
Resume: 
Support 
Work

Section heading
SUPPORT WORK (14 pt. font)

Title of position(s) held (12 pt. font)
use one bullet per position/assignment listed

Duration of support work assignment (12 pt. 
font)

Name and rank of direct supervisor for 
support position (12 pt. font)



Standardized 
Resume: 
Committee 
Work

Section heading
COMMITTEE WORK (14 pt. font)

Name of committee on which the candidate 
has served (12 pt. font)
use one bullet per committee listed

Duration of each committee assignment (12 
pt. font)

Name and rank of committee chair (12 pt. 
font)



Standardized 
Resume: 
Instructor 
Assignments

Section heading
INSTRUCTOR ASSIGNMENTS (14 pt. font)

Classes instructed (lead or adjunct) by the 
candidate (12 pt. font)
use one bullet per assignment listed

Indication of the instructor type: lead or 
adjunct (12 pt. font)

Duration of instructor assignment (12 pt. 
font)

Name Training Division Chief at the time the 
assignment ended (12 pt. font)



Resume 
Verification

Candidates must verify 
all claims made on their 
resume. Acceptable 
verification methods 
are listed below. Claims 
made on resume that 
are not verified using 
the methods listed 
below will not be 
considered for scoring 
by the raters.

Resume Claim Type Acceptable Verification

Education Copy of degree(s)

Current specialty 
certification(s)

Copy of Target Solutions credential 
OR
Copy of certificate awarded at the completion of 
specialty training

Previous specialty 
certification(s)

Detailed employee history from Employee Online
OR
Copy of certificate awarded at the completion of 
specialty training

Support Work Completed JotForm Validation

Committee Work Completed JotForm Validation

Instructor Assignment Completed JotForm Validation



Resume 
Verification:
Employee Online

To obtain a detailed employee history, candidates 
should access Employee Online.
1. Log in to Employee Online – link on Firehome
 Your Employee Online username is “SLCNT\” 

followed by your SLC login (for ex: kj9073)
 Your Employee Online password is the same 

as your SLC computer login password
 You must access Employee Online from a 

computer on the SLC network



Resume Verification: 
Employee Online
2. Select “Historical Jobs” from Employee Online menu



Resume Verification: 
Employee Online

* Note: due to varying screen sizes, etc., your screen/printout may look a little different than 
that pictured above, which will not be an issue as long as you confirm the same information 
is reflected.

3. The employee’s list of positions held within SLCFD will appear (example*

shown below). Print and submit with Resume Packet.



Candidates must request validation for any Support Work, 
Committee, and/or Instructor assignments using the 
JotForm. A link to the JotForm is on the Captain Promotional 
Process page on Firehome. One validation form is required 
for each Support Work, Committee, and Instructor 
assignment claimed by the candidate on their resume. A 
validation JotForm is considered complete once the 
validator has responded accordingly.

Validation Type Validator

Support Work Supervisor or Division Chief to whom the candidate 
reported while operating in support position

Committee Work At the time of the candidate’s service on the committee: 
the person who chaired the committee OR the 
Division/Battalion Chief with oversight of the committee

Instructor Assignment Training Division Chief
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Standardized 
Resume Scoring Raters will use 

the scoresheet 
(pictured at left) 
to evaluate and 
award points to 
each candidate 
based on their 

resume packets. 
Points are 

awarded only for 
items listed and 

only for items for 
which the 

candidate has 
provided 

verification.



Questions?

This concludes the summary of changes being implemented 
for the upcoming 2023 Captains Promotional Process. These 
changes, along with all other requirements for the process, 
will be detailed in the formal Captains Promotional Process 
announcement. The announcement will include the 
application period for candidates’ reference.

Questions about this material should be submitted using the 
link on the Captain Promotional Process page on Firehome.

Good luck to all those participating in the process
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