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USAJOBS®, the government's official job search web site provides access to numerous

vacancy announcements from all federal government agencies . USAJOBS® is updated every
business day from a database of nhumerous worldwide job opportunities and is available to job
seekers in a format to ensure access for customers with differing physical and technological
capabilities. You can search for jobs by location, job category, and agency and you can
complete and submit your application directly to the agency online.

The Federal Job Search - A "Three - Step Process”

The Office of Personnel Management is continually working to make the application
process simple. Your job search for Federal career opportunities is a “Three — Step
Process”. Within USAJOBS®, you can:

Step 1 — Create your Account or Log into your account
Set up your “My Account” within USAJOBS® to:

Build or upload your résumé and post it online

Upload additional required documents

Receive customized job alerts

Apply for Federal Government jobs

Save or Email a Friend Job Opportunity Announcements

Note: You do not need to create a “My Account” to search for jobs, but you will need
to create an account to apply for jobs online.
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Step 2 — Searching for Jobs

From the USAJOBS® web page, enter your desired job information and submit to
search the database of thousands of federal opportunities.

Step 3 — Applying for open positions

Get all the information and advice you need on obtaining a job within the Federal
Government. You can also get application status for positions that you have applied for
through your USAJOBS® account. Use your resume and supporting documents to
apply online instantly.

Note: If this is your first time using the USAJOBS® program please allow at least 2
hours to get your application information together within USAJOBS®. It is highly
recommended to prepare an account within USAJOBS® prior to searching for open
positions.

Note: The following pages will assist you in navigating the process to apply for open
vacancy announcements. If this is your first time using USAJOBS® and applying for
federal positions please read this guide thoroughly before attempting to apply for any
open vacancy announcements.

HINT: Itis extremely helpful to print out the vacancy announcement and refer to it
while preparing your application package.




How to Submit an Application Package

Application packages for open vacancy announcements within the Sioux Falls VA Health Care
System can be submitted thru one of the listed options. Please ensure that you are
submitting your application package only once for any applied position. Here are the available
options you can use to apply for any open vacancies:

Option 1: Online application submission

Step 1: Log into your account within “USAJOBS” and search for any open vacancy
announcements.

Step 2: Completely read and print out the vacancy announcement.

Step 3: Click the “Apply Online” button to apply for this position.

Step 4: Read and follow all the prompts to transfer your application package from
“USAJOBS” to “Application Manager”.

Step 5: Complete the online occupational questionnaire within “Application Manager”.
Step 6: Then please click the “Submit My Answers” button at the end of the process
(within “Application Manager”) to apply for the vacancy.

Option 2: Combination of online and fax application submission

Step 1: Log into your account within "USAJOBS™" and search for any open vacancy
announcements.

Step 2: Completely read and print out the vacancy announcement.

Step 3: Click the “Apply Online” button to apply for this position.

Step 4: Read and follow all the prompts to transfer your resume from “USAJOBS” to
“Application Manager”. Complete the online occupational questionnaire on “Application
Manager”.

Step 5: Please click the “Submit My Answers” button at the end of the process to apply
for the vacancy.

Step 6: Fax all the required documents listed within the vacancy announcement you
did not upload within either “USAJOBS” or “Application Manager” to the following fax
number 1-478-757-3144.

Step 7: Complete the fax cover page http://staffing.opm.gov/pdf/usascover.pdf when
faxing your documents.

Option 3: Fax only application submission

Step 1: Faxing your entire application package if you cannot apply online.

Step 2: Open "USAJOBS™" and search for any open positions.

Step 3: Completely read and print out the vacancy announcement.

Step 4: Please click the link “View Occupational Questionnaire” located within the "How
to Apply" section and print out this questionnaire and then print out the OPM-1203FX
form also located within the "How to Apply" section to provide your answers to the
“View Occupational Questionnaire”.

Step 5: The OPM-1203 FX is the official response sheet. Viewing the “Occupational
Questionnaire” lists the questions and the OPM-1203 FX is the answer sheet. If the
“Occupational Questionnaire” states to list an item or questions blank then you do not
need to respond to the question.

Step 6: The OPM-1203 FX can be found at the following:
http://www.opm.gov/forms/pdfimage/opm1203fx.pdf.

Step 7: You will need to fax the OPM-1203FX and all the required documents listed
within the vacancy announcement to the following fax number 1-478-757-

3144. Your OPM-1203FX will serve as a fax cover page for your fax transmission.
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I Create an Account

* Buildand store up
to five distinct
resumes.

* Create and save
job searches to
receive automatic
notifications.

* Applyfor jobs or
save them to
review later.

| Look for a Job |

* Search by Agency,
Occupation,
Grade, Location,
etc.

* View jobs
availabletothe
general publicand
those availableto
Federal
employees.

Step 1 — Creating an account or Logging into an existing account

USAJOBS is the official job site of the U.S. Federal Government. In USAJOBS you can:

To expedite the application
process, candidates should
create their USAJOBS®

| Be Informed

* Learn how to use

USAJOBS by account prior to beginning
accessing their their applications. To do so,
tutorials.

follow the steps listed on the

* Learn about the
next few pages.

federal hiring
process.

* Learn about
special hiring

programs.
* Applyto Federal
Agencies.
Begin the process by signing
into your USAJOBS account.
“"O“"'”‘:J”“”“”E“‘C"‘" If you do not have an account,
s B i 0 Vo click “CREATE AN ACCOUNT.”
** NOTE: You must have an account
o ot | ot | oot o oot Gt | Sosramats | Sl s before creating or uploading resumes
and applying for any open positions.
NOTE: o ﬁJ @

v" You will be prompted to edit your username if it is not unique

v" Your password must contain a special character, a number, and be at least 8 characters
in length

v" Document your Username and Password for future reference!

Form Sections: Perzonal Informanen | A ¢ Iry a: Current Goal | Cibzenchup Status | Veterans' Breference

® Required information

Personal Information

To create and account you must enter . =
some basic Personal Information into I
the Form Section -|
- SELECT |
_ . : 2 ers :SELE'-:T- ] [
Complete all required fields BT P [ e—

- SELECT - »| =}

(indicated by a red asterisk * ).

® WML Text

Be advised that only one account can be created for cach email address. Be sure the
% email account you use is only accessible by you and the email account is properly
secured,

Adfount Information

Use between 4 and 20 characters

Your password must contain:




USAJOBS — My Account Area

4} Home <4 Search Jobs 4 My Account - Resource Center Welcome Test! | Sign out
US E OBSx What: Keyword Tips @ where:
"WORKINGJFOR AMERICA" Advanced Search > |Radius: 20 miles j

—" Highlights from USAJOBS
My Account

EE Did you know that the U.S. Federal Government offers a Child Care Subsidy Program to assist
Current Goal: certain groups of employees with the high cost of child care? It is just one more benefit of
working for Americal Find out more about this program and make sure to visit www.opm.gov
for information on other great Federal employment benefits and programs.

Last login:
09/26/2011 02:37 PM

1 saved Jobs

‘ Saved Documents a

Change Photo

AR
") Resumes a

feQ) %> " 7
Yot ™y -
= Saved Searches 4 { Application Status
Site Map Contact Us Help/FAQs Privacy Act and Public Burden Information FOIA About Us USA.gov
This is a United States Office of Parsonnel Management wabsita.
USAIOBS is the Federal Government's official one-stop source for Federal jobs and employment infarmation.

Once you've filled out the basic profile information and created an
account, you can Build a New Resume or Upload a New Resume by
selecting one of the options in the Resumes area.

In your USAJOBS® account you can:

e Build or Upload a new Resume

e Upload and save Documents required to support your
application

e Check your Application Status

e Create Job Search Agents

 Review any Saved Jobs

From your “My Account” page, click “Resumes” to expand the view of the available options in
the dropdown menu: /

#5 Home 4 Search Jobs 4 My Account - Refburce Center ‘Welcome Test! | Sign out
USAJOBS [T A @ The “Build New Resume” option
e tassss Ban g - allows you to create or build a
o | Highlights from USAJOBS resume using the USAJOBS®
P Resume Builder

Currant Gonl:

Last login:
09/26/2011 03:36 PM .
1 s TS The “Upload New Resume” option
\ allows you to upload your own
s i resume(s) from your computer,
;" Application Status a f|aSh drlve, etc.

Build New Resume  »
Upload New Resume »

NOTE: You may store a total of 5
resumes. These 5 may be a
combination of resumes you have
2 saved Searches « created or built using Resume
Builder, or uploaded.




Applying For a Federal Position

Federal vacancy announcements describe all the information needed to complete an
application such as the a description of the work to be performed; minimum required
qualifications; and where to send your application and the closing date. All vacancy
announcements have the option of applying through online or fax procedures to submit your
application, which may require special forms and instructions.

Important Tip: Remember, in the Federal government, a full and complete application
package is to your benefit! An incomplete application package often precludes an applicant
from further consideration!

Applying for a federal position may seem intimidating, due to the long list of requirements
regarding your application. One of the requirements is a well prepared resume, known as a
federal resume. The resume builder within USAJOBS® can assist in preparing your resume,
but it is best to prepare ahead of time.

When applying for a federal job, more information is required than when applying for a job in
the private sector. Your resume should provide more detail, and should be tailored towards
the job announcement. Federal resumes should be formatted chronologically, with your most
recent job performance given first.

You should consider your resume as a proposal you are submitting in order to work for the
government. Your resume should carefully match the job announcement, with serious
consideration regarding your ability to perform the job. If you spend time and look at
samples of federal resumes versus resumes from the private sector, you could find yourself
being referred to a selecting official for consideration and an interview; and maybe even hired
into the open position.

Streamlining the Federal Resume Process

1. Analyze federal vacancy announcements: Thoroughly analyze federal vacancy
announcements to 1) Determine if you qualify for the job; 2) Identify the qualification of
the position; 3) Determine what you need to submit with your application package.

2. Add Federal Resume Elements: A federal resume requires elements that are not usually
required on a typical private sector resume. The additional elements will include your
social security number, the supervisors’ names and phone numbers for your previous
employments, 3 reference names and contact information, salary history, awards,
languages, clearances; requirements for education: dates of attendance and completion,
GPA, # of credit hours; military service completion dates; federal status; and other
requirements. (Do not forget to have copies of transcripts, a DD-214, SF-50, SF-15, and
OF-306 for the actual submission process.)

3. ldentify and integrate keywords using mini-detailed stories: Identify all of the
keywords in a federal vacancy announcement that relates to the position for which you are
applying (e.g., if you are a business manager and a scientist, and you are applying for a
job in the medical or scientific field, then only focus the resume to the scientific profession;
use only very short entries for business jobs). Incorporate the keywords throughout the
text in the resume, mirroring the federal wording, within your own accomplishments,
creating mini-stories using many details including context and results.
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Your Federal resume needs to be clear, concise and to the point. More than that
though, your Federal resume has to be relevant to the position you are applying for.

Here are some resume writing tips to remember when preparing your resume:

v Mold your Federal resume: Adapt your Federal resume to fit the position you are
applying for. Nothing is a quicker death when seeking a Federal job than a resume that
has no relevance to the position.

v Keep it clear: You definitely want your Federal resume to stand out, but don't get
carried away. Use words and phrases that are clear cut, concise, and to the point. Don't
get caught up using phrases that are too complex.

v’ Condense: Instead of long drawn out paragraphs, fill your Federal resume with indented
bullet points and focused statements. The idea is to get the potential employer to read
your entire resume and not to bore them.

v Highlight your strengths: Mention your relevant strengths in any way you can. This
may be done by more than job experience, like with volunteer work you have done or
your specific education background. If you have a chance to mention a relevant strength,
do so.

v’ Eliminate irrelevant information: Even if the information is favorable to you, if it has
absolutely no relevance to the Federal job you are applying for, don't bother with it.

v’ Avoid clutter: If you are reading something you want it to be easy to read and
understandable. The same goes for the individuals reviewing your Federal resume. Be
sure to use spaces between sections and use headings to organize all of the different
details on your government resume. An easy to read resume will get reviewed long
before one that is cluttered.

v’ Don't lie: This is a good rule of thumb for anything in life, but especially when writing
your Federal resume. There is nothing wrong with making yourself sound good, but be
careful that you don't exaggerate the truth. The last thing you want is to get flagged for
lying as this will no doubt lead to you looking elsewhere for employment.

Remember, your resume is your story and if not told properly you will find yourself on the
outside looking in. Ensuring that you have a well written and prepared federal resume could
place you a step above other and could lead to the Federal job that you have always wanted.

Federal Resumes within USAJOBS®

After you click on the “Create a Resume” button and register with the USAJOBS® Web site,
you'll see that the resume-building process has five basic steps: Experience, Education,
Other, References, and Preview and Finish. The next couple of pages will walk you thru the
online resume process within USAJOBS®. As you complete the resume building process,
keep an eye out for blue circles with question marks inside, as these can help explain the step
you're working on with a little more detail. If you have a resume already prepared (e.g. in
Microsoft Word or Adobe PDF format) then you can just upload that into USAJOBS® and by
pass that resume builder sections of this guide.

At any point during this process, you can click the “Save For Later” button at the
bottom of the page and return to your resume at a later time.



My Accoumt

Resume Builder within USAJOBS® N us.qjoas —— S o

1.

Highlights from USAIOBS

My Account

After expanding the “Resumes” -
section to review any resumes that

you have saved to your account.
From your account page, you also
have the option to Build or Upload a
new resume.

You can build a full resume online by
selecting “Build New Resume”.

You also have the option to Upload
new documents.
Expand the “Saved Documents” : =F
section This section will allow you to
upload and store additional

Browas

documents. i
7 llome . Search Jobs - My Account < Resource Canter
. Fuarch Jobs [ » Jpe—
Resume Builder After selecting to “Build New
Resume”, you will be redirected to
L : the “Experience” section of the
l L xperience léf 3 USAJOBS Resume Builder. To build

your work experience, you should:
Work Experience ()

Mote: If your resume s not searchable, thes information will not be weibbe to recruiters performing
feaumE Searchas,

» Complete all required fields
(indicated by a red asterisk * ).

» Use “Spell Check” to ensure correct
spelling of information you entered.

= IS5t Pra Alabama '|
# Jraemal Jab Tt | i N
» To add additional work experience,
® |5tart Date Ociober 'I |201| 'I - - 7] - ”
d TN el simply click “Save Experience” after
 — completing all required fields. A

blank “Experience” page will display

- ® e and you should complete the
— required fields.

N 3300 thiiS Ar8a

* When you have entered all your
work experience, click “Next” to
move to the next section.



USAJOBS

Resume Builder within USAJOBS®

The next section you will see is

I =D

The third section you will see is “Other.
There are no required fields in this
section. You have the opportunity to
provide information associated with:

 Any Job Related Training you have
completed. Use “Spell Check” to
check your entry.

* Language Skills you may have. To
add additional languages, click “Add
Language”

* Any Specific Organizations or

Affiliations that you are a member/

of. To add multiple organizations or
affiliations, click “Add Affiliation”

* Any Professional Publications or
Additional Information that you want
potential employers to be aware of.
Use “Spell Check” to check your
entry.

When you have completed the Other

“Education.” To build your Education, you
should:

Complete all required fields (indicated
by a red asterisk * )

Use “Spell Check” to ensure correct
spelling of information you entered.

To add additional Education, simply
click “Save Education” after
completing all required fields. A blank
“Education” page will display and you
should complete the required fields.

When you have entered all your
Education, click “Next” to move to the
next section .

USAJOBS e ——— |

Resume Bullder

i
i
:

section, click “Next” to move to the
next section.




Resume Builder within USAJOBS®

% Honwe

The fourth section allows you to enter
either professional or personal
references. You may enter and save up
st o o i s B SIS to 5 _references. You do not have to
o provide references unless you want to.
If you do not want to provide
row; 1 U revures i me sdarchsbi, i nkoriton 8 o e estie o recrute references, click “Next” to move to the
next section of the Resume Builder.

Resume Bullder

PLEASE WOITE well 1 e | W iw i N

Referenoes

| « Complete all required fields.

| </ (indicated by a red asterisk * )
Ermal | -y -
A » To add additional References,

click “Save Reference.”

*  When you have completed the
/ Reference section, click “Next” to
D ()

move to the fifth and final section.

o

USAJOBS

The final section allows you to Preview and

Finish your resume. You also have the options
to either print your resume or email your

Resume Bullder

3
resume.
1. Review all information for correctness p——— = o

jobs, apphyng for jobs

2. Click “Previous” to edit information

3. Click “Finish” to complete your resume —
e E":‘.:Z.':.'.!:'.".".i" P
USAJOBS e ° o ——

Mvarees Bawnh - [Fadus 70 mies =]

IS GRS

Once you have finished building your resume,
you will be redirected to the Resumes page and
can view, edit, duplicate, or delete previously
built resumes. You can also change the status of
your built resume from Not searchable to

R M R s Searchable by clicking on the “Make Searchable”
link. You can change your resume status back to
Not searchable at any time by clicking the “Make
Non-Searchable” link.

ted 1 of 5 possble resumas. You are able to upload Snd Ftore 5 rasumes i your My
unt.

Tips

Searchable: Mak

To upload a saved resume, click “Upload New
Resume.” This option can also be used from your
My Account page within the Resumes dropdown.

9
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Resume Builder within USAJOBS®

USAJOBS

sarch Jobs My Account REsaurce Center

Resume Uploader

Wou are able to upload and store fve resumes to your My USAI0BS account. I the job accepts uploaded
resumes, then your uploaded resume(s) will appear i the kst of resumes you can use o apply for ajob. It
suppastad resumas ha na longer than frve pages

Once on the Resume Uploader page,
you will see the different document
formats that are acceptable for
uploading (e.g. doc, docx, rtf, pdf,
png, gif, jpg, jpeg). You are also able
to view a “Sample Resume” and tips on
“What to Include” in your resume.

* Required information

Uplaad a Recumes (7]

Uplaaded resumss must be less than 3mb and cani b in one of the follawing fermats: GIF, G, IPEG,
PNG, RTF, POF, of Word (DO of DOCK), Gnly terd-based BTE, POE, and Word documents will be
searchable by recruiters, image files (GIE, 306, IPEG, PNG) will not be searched

Hate: Uplaaded resumes may not be actepted by some 300ntuns anline nppl.-mr.nn processes.
Famols B Wihat ta. Indude

Uplead your existing resume by selecting a file below,

Please enter a name for thes resume (100 charatters max)

Salect Documant
= Flrorwni l

upload »

1. To upload your resume, you are required to enter a name (e.g., Resume-
October2011) for each resume that you upload.
2. Use “Browse” to select the resume that you wish to upload.

3. Click “Upload.” & s

Search Jabs My Account Resaurce Centar

USAJOBS

After a successful upload, you will
return to the “Resumes” page
where you can view or delete your
uploaded resume(s).

You can also change the status of
your uploaded resume(s) from Not
searchable to Searchable by
clicking on the “Make Searchable”
link. You can change your resume
status back to Not searchable at
any time by clicking the “Make
Non-Searchable” link.

If you need additional assistance
please review the Tips area within
the Resumes page. This area will
provide a good example of what a
resume should look like and
different information to include
within your resume.

The number of resumes you have
created or uploaded will display.
To build or upload additional
resumes, simply repeat the steps
described in this tutorial.

i Seactt > [Radnm 20 milvs

‘E_ Resumas

USANOES allows you to
ding or build

store resumes that can be used to apply onfine to gov ermmant ap
r FESUME, YOU MY W mc =move arny pe n{-r'nlmfﬂ mation, M

NI, .,'J||I—

o SfpoTunEy SNAILNE &M

&4 0
Ay 0, 1 13526 (dabed December 29, 2008]
3 ELIFTEY K ﬂltl‘-l JHI or ['"':f Dars \.III:II or sanstive iformation you do not wish ba made visible
to racruiters

Hesuma: 1 Tesd SLatus: P
View | Ed | Dupbeate | Delete Make Sear

Soeree; Built with USAI0FS Resume Budder

Hesame 2 Test Uplasd

ploaded from my comgutes
Build Now Resuma  » Upload Mew Resuma »

Remember, you can only have 5 resumes
on file at any time.

Tps

Searchable: Makeng vour resumes searchable allows rernsters to find vour resume dunng searches

Acceptable files
lormats; GIF, P
documents v

: Uploaded re

Mote: Uploaded resumes may mot oes’ anlme appheation protuszes

Samole Resume wihat o Include

It is not time to search for current open vacancies.

]

Please continue thru the next few pages to find open

jobs.
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¢ Step 2 — Searching for Jobs

From the USAJOBS® main web page you can perform a local search by enter “Sioux Falls,
VA” in the “what” field (shown below). Follow the instruction on this page to narrow down

your SearCh' Home - SearchJobs 4 My Account - Resource Center

Remember to either stay

i logged into your account or

USAJOBS if you are returning please
"WORKING W FOR AMERICA" log into your account

before searching for jobs.

a hikkp: f e usajobs, gonef

What: 0 hwhere:
Sioux Falls VA|
Advanced Search =
2 Home Search Jobs My Account Resource Conter
USAJOBS e
-.-.<:u.|m.l>m AMERICA st i s ™ m— e — _ °
1. Once the page has
refreshed, click the =7 - N

® x Scarch Besulls 1:10 of 151 Page: [1)2343 =iam Paga 1of 18 s p’(ll]ighl.

et For LS, Citizmns

button that says
“Jobs for Federal
Employees” on the
top left corner of the
screen. Use this L=

only if you are a e
current or former

federal employee or
a veteran with pana oL
preference. ot BRY . |

* Wark Type

Tea  read mere.
VIEW ALL SPOTLIGHTS

Agency: veterans Arfairs,
Lecation:

Salary:

Open Perid:

» Wark Schaduls

* Pasting Date

Agency:
4 Wome . SearchJobs . Wy Account
WORLING J APERICA Befine
Dl Yo mean: " [t s
Refine Your Resulls
:; & 7 Search Results 132 of 23 Pages [1]

YNSRI - ]
You Added ... @

» Grade

» ok Catagaries

» Wark Schadule
» Wark Type

» Posting Date

» Exelude These

2. You can refine your search by
selecting an item from this drop
down box. For example, if you
want to see a list of position that
are closing soon then select the

“Close Date” item and USAJOBS®

will redo your search.

[SET T E—

If you want to redefine your search please use the advance search features.

11



Advanced Search features within USAJOBS®

Continue on to page 13 if you want to use the basic search feature.

'ﬂ"' Home Saarch Johs My Account Hesource Cenfer SIGN L O CRLATE AN ACCTIUNE

The Advanced Search
feature helps refine your

Use this feature only if you know all the
search to specific requirements you are looking for within a
requirements. USAJOBS position.
R From the USAJOBS® main screen, click on
Whats oo T 0 v ~ the "Advanced Search” link.

**PLEASE NOTE: You are not required to have an account or be signed into USAJOBS® in
order to search for a job. You are required to have an account and be signed in before
saving a search or applying.

2 Vinme Saarch Jobs My Rocount T L
USAJOBS e ©

From the Advanced Search Advanced Search
screen you are able to select i Fo o LR RN oo [ o —
search criteria from several | Pry Grodu {G8) @

vithe Search @ | SELECT - =] wo |- SELECT - =]

different fields. Searches can el
be as broad or refined as you v e
would like.

| Reset Form »
The most widely used search st -

criteria are shown at the top of 7 RNy S = N
this page. %mbas - —

To run an Advanced Search, ot = e

you could enter at least one of s =t @

the following: S

Departrvent of Defense - Dept. of the Ay
Department of Detanse - Dept of the Moy
Dapartmant OF Energy

° KeyWO rd Depatment Of Heahh And Human Seraces =]
° Title Then sub agency Click buttons to add/remove
i ]

e Location
« Occupational series ]
. Agency Oocupational series G AppRcARt EQINITY L]

| T Azcounting (0510} - Are you
| T administrative Officer (0341)

™ agricuiturad Engiveening (08500

Once you have entered specific |« s sonsems oseci
search criteria, click on the |F Mt e 04873

“Search Jobs” button. Current | Barcanding (7405

I Border Patrol Enforcement Seres (1896)

job opportunity announcements | gt o0

| ™ cash Processing (0530)

matching your criteria will then =~~~ L —— = —n
display. ey . Sy b
Exclude postings for jobs epen longer than 30 days? (7] T rerm ™ srhafr wark:
™ es Mo I oetail ™ terermizens
H Sort Resulls By ™ 1cTap only 7 301 Sharing
If you just want to do an area R T 2 I~ Soudent I~ Muple Sthedules
search please continue to the Show oty Posteds [EiTebs 5]
next page and follow those

. ; L Scarch Jobs » Ji Resot Form s ]
instructions.
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> llome Search Jobs My Account Resaurce Center SEG 1M 0 CREATL AR ACTTOWT Advanced Search featu res

Within the Location Search, you can choose
R a world region or search the US for a state
R et S — e and select either all or some cities/locales
i = B I within that state. You may also choose to

select All United States. Simply press the
“Add” button to add any locale that you
have highlighted. This process may be

Series Number Search
ol

(CHEEA 3} repeated for as many states/locales that you
e @ wish to add to your search.

¥ Unéted States x
+en Localels) Click buttons to
ted States

Within the Agency Search, you can choose an
Agency and then select any sub agencies.
Like Location Search, press the “Add” button
to add any agency and sub agency that you
have highlighted. This process may be

Copatizent 0t Ocze repeated for as many agencies/sub agencies
Emeadtmat O Hoe A Hernan s =l that you wish to add to your search.

AN Departmgrt OF Dulorse
Add >= I

The Occupational Series field allows you
< Remoe | to scroll through the list of all
occupational series and select multiple
series to be included in your search.
Within the Applicant Eligibility section,
there are several programs identified to
which you may be associated. Links to
descriptions of these programs are

d Canter
Ay Contracting Agency
Ay Conps. of Engirsonrs =

Occupational Series @ Applicant Eligibility
| T Accounting (0510) = Areyem

| T Accounting Technican (0525) | - our
ane

™ actwarial Science (15107
I™ Agministration 4nd Office Support Student Trainee (0399) |
I™ Administrative Law Jodge (0935)
I Administratice Officer (0341) |
™ Aerospace Engmeenng (0851}
I™ agncultural Engineenng (0890) |
™ Agncultural Enginasring (0290) |
| T apronamy (0a71)
™ ar Condibiorning Equipment Mechans: {5306}
| T ur Trafic Comtrel (2152)

L sieeraf Ensine Mechanic (a7 = provided .
show only Senior Executive Sorvice postingsy @ Type of work @ work Schedule @
- . F permanent ™ Full-Time - -
o T P ” [ Tameecary ot You can also indicate the :
Exclude postings for jobs open lenger than 30 days? &) Tarm r Shift Werk:
r e & te I™ tetail I trtermitent Type of Work
Sori Resulls By © ™ rear only I™ 1ab Shanng
B e R iR I Student ™ Multiple Schedules Work Schedule
G T Order to sort your results by
Refine the search by pOStlng date

Select the blue question marks for an explanation of that search field.

25 e L Baarchicks 4ty A
USAJOBS
The Current Search menu e e I e e

located on the left side of
the screen tracks your

current search and ———- e
provides filters that allow o : )
you to further refine your kb

search results. You can e

remove and add filters to -

expand or narrow your
search results.

Mursing Assistant




¥¢ Step 3 — Applying for the open vacancy

Search Jobs . My Account Hesuroe Cener

£ Hame

USAJOBS

“WORKING.

Refine Your Resulis

(LS Oz Search Besalts Peos: [i1
s Fadsrattrnptoyens )

You Added ... @

al Technician

Agency:
b Grads Locatbon:
Salary:

Ope

* Jab Categeries

» Salary

* Work Schedule

» Wark Type

» sub Agencies

* Pasting Date

» Exclude These
Opan Pariad: 1

I 85 Feed of This search Q) Quality and Training Speciafist

ual sales

Agency:
Location:
Salary:

Open Period:

Februsry 14, 2012

Carpenter

<4 Resource Center

What: (7
Radine Your Search | (B Faks ] °
ada win> [Ragus: 20 mies (9
s [SELECT. @ (PREVIDUS  WEXT )
Fage L af & Spotlight

Federal Bureau of Prisons
Looking for an excitbig position with &

VIEW ALL SPOTLIGNTS

Once you find the open
vacancy you wish to apply for
then just click on the name
of the position and this will
open the full vacancy

... @announcement (shown
below).

SIGN IN OR CREATE AN ACCOUNT

Search Jobs

@ where:
| D

USAJOBS

"WORKING W FOR AMERICA"

< Back to Results

Overviewl(Duties \|_(Qualiﬁcation5 & Evaluations HBeneﬁts & Other Info \l_(How to Apply I

Veterans Health Administration

Job Title: Housekeeping Aid

Department: Department Of Veterans Affairs

Agency: Veterans Affairs, Veterans Health Administration
Job Announcement Number: VHA-438-12-RIM486725

SALARY RANGE:
OPEN PERIOD:
SERIES & GRADE: WG-3566-01

POSITION INFORMATION: Full Time - Permanent

PROMOTION POTENTIAL: 02

DUTY LOCATIONS: 2 vacancy(s) - Sioux Falls, SD United States View Map
WHO MAY BE CONSIDERED: Status Candidates (Merit Promotion and VEOA Eligibles)
JOB SUMMARY:

$10.38 to $13.38 / Per Hour
Monday, February 06, 2012 to Friday, February 24, 2012

Vacancy Identification Number (VIN): 5938373 (Please include on all documents)

*¥¥¥APPLY ONLINE OR BY FOLLOWING THE FAXING INSTRUCTIONS LOCATED IN THE "HOW
TO APPLY"™ SECTION***

THIS POSITION IS RESTRICTED BY FEDERAL L AW TO PERSONS ENTITLED TO VETERANS'
PREFERENCE.

WHO MAY BE CONSIDERED: Applications will only be accepted from the following hiring catagories:
Current permanent competitive service employees of Sioux Falls VA Health Care System and
permanent Veterans Canteen Service employees, Status eligibles - current career or career-
conditional federal employees with competitive status, reinstatement eligibles, Veterans Recruitment
Authority (VRA) eligibles, disabled veterans with a 30% or more disability, Veterans Employment
Opportunity Act (VEOA) eligibles, certain military spouses, persons with disabilities.

Qur mission: To fulfill President Lincoln's promise - "To care for him whao shall have borne the battle,
and for his widow, and his arphan” - by serving and honoring the men and women who are
America's Veterans.

YOU CAN MAKE A DIFFERENCE

How would you like to become a part of a team providing compassionate care to Veterans?
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Advanced Search =

|Gnm section of this Job: V|

Agency Information:

VHA Sioux Falls HCS
Department of Veterans Affairs
2501 West 22nd Street

Sioux Falls, SD

57105

USA

Questions about this job:

Job Announcement Number:
VHA-438-12-RIM486725

Control Number:

308008200

The vacancy announcement contains all
the information about the open position.

The following page will break down the
vacancy announcement to give you a
better understanding of the information
contained within the vacancy
announcement.



How to read the vacancy announcement

The most confusing part of any federal vacancy announcement is understanding the vacancy
announcement. Each vacancy announcement is broken down into 5 parts;

Overview Duties Qualifications & Evaluations Benefits & Other Info How to Apply

Overview

The “Overview” area covers the general information about the agency placing the
announcement, general position information, pay plan information, and the “Who May

Be Considered” area. Please pay attention to this area as it will describe who may apply
for the position.

What is meant by “Status” candidates?
A “status” candidate means the position is open to all current and former federal
employees, and veterans with preference. If the announcement states “Open to
all US Citizens” then everybody may apply for the vacancy position.

Duties

The “Duties” area covers the what the position will be performing. It is important to
review this area carefully and apply this information into your resume. You could have a

better chance of being considered if your resume relates, in some part, to the information
within the “Duties” area.

Qualifications & Evaluations

The “Qualifications & Evaluations” area covers the requirements for that position. These
standards are used to evaluate the minimum qualifications required for the position.

Please pay special to these qualifications as the will inform you of the experience and
education requirements for any position.

Benefits & Other Info

The “Benefits & Other Info” area covers general information about the benefits offered
by the federal government. Federal employees can review current information about
health, dental, vision and life insurance, flexible spending accounts, and long term

care insurance. This information can be found at the Office of Personnel Management’s
web site (www.opm.gov).

How to Apply

The “How to Apply” area contains all the information needed to apply for any open
vacancy. From what information is needed within the application package to how to
apply (either online or by fax), this is what this area will advise you. This is the most
important area to read prior to starting any application package!
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http://www.opm.gov/�

Starting the Online Application Process

At the floating window on the right of the announcement, click “Apply Online”:

SIGN IN OR CREATE AN ACCOUNT
9 where:

#n» Home 4 Search Jobs 4 Resource Center

USAJOBS

FOR AMERICA"
= Back to Results

-4 My Account

Search Jobs

Advanced Search =

Dock

| Go to section of this Job- v|

| Apply O I

Overview Duties Qualifications & Evaluations Benefits & Other Info How to Apply

Veterans Health Administration

Job Title: Operations Clerk

Department: Department Of Weterans Affairs

Agency: Veterans Affairs, Veterans Health Administration
Job Announcement Number: VHA-438-12-RIMO0O2VCS

Share Job >

Agency Information:

VHA Sioux Falls HCS
Department of Veterans Affairs
2501 West 22nd Street

SERIES & GRADE: VC-0303-06 :
POSITION INFORMATIOMN: Full Time - Excepted Service Permanent Sioux Falls, 5D
PROMOTION POTENTIAL: o6 3;;05

SALARY RANGE:
OPEN PERIOD:

%$11.11 to $13.07 / Per Hour
Monday, December 05, 2011 to Friday, December 16, 2011

DUTY LOCATIONS: 1 wacancy(s) - Sioux Falls, SD United States View Map

Important Notice: Do not apply using someone else’s account. This may lead to
incorrect information being submitted with your application.

If you have an existing USAJOBS® account
« Enter your username and password
« If you have forgotten your username and password click “Forgot Password” and follow
the instructions (Note: you will have to return to the vacancy announcement and click
Apply Online to restart the application process)

e Click Log In

Select Résumé and Any Supporting
Documents

Please Note: If you are resubmitting or updating a previous application you must re-submit all

required documents!
Apply Online to the following job:

Job Title:
Agency:
Job Location:

Voluntary Services Specialist
Department of Veterans Affairs, Department Of Veterans Affairs
Washington DC Metro Area, District of Columbia

Resume - Select one of your stored resumes to send:

[Select

test
TestUpload
mediabridge
title 38

Attachment(s) - Select one or more of your attachments to send:

Select
Other (2850a)

wdedoe aod baliaf ol b foc

mplete, and made in good faith, and that I
ric ex ce, wledge, skills, abilities and education (degr

d that the in formation prov wd:d may b’ e ated. I understand that mi
ce or educ pri g fi information in or
t hiring me or for firing me after I beg
L-z punishable by fin (1

Srimorien

Click the “Apply for this position now” button

After clicking on “Apply for this position now”
will take you to USA Staffing® Application
Manager via a page where you click “Take me
there now” button or wait and browser will

automatically take you there.
16

with my application may be g
1 also understand that false or fraudulent statemen!
1)

Click on the title of the résumé you
wish to submit

This will highlight the title in blue
Click on any additional documents
you wish to include in your
application

Click the box by the certification
statement to agree with the
statement

It is important that you select the
items you want to be included with
your application package, if you fail
to select your material it will not be
uploaded within the Application
Manager program

OBS

FOR AMERICA"

WORK\NGJ

One moment please...

We are now bringing you to the system used by the
Department of Veterans Affairs
to complete your application process. You will be returned to USAJOBS upon completion.

If you do nmot return to USAJOBS, please remember to close your web browser for
security.

Your browser should automatically take you there in about 5 seconds, or...

Take me there now »




What is Required within an Application Package

To apply for any open vacancy announcement, you must provide a complete application
package. You need to insure that all required application documents are received by 11:59
p.m. Eastern Time (ET), by the closing date of any announcement, in order to be considered
for any position. If you do not submit the required documents your application may not be
considered for the applied position. Please review the “Required Documents” section of the
vacancy announcement, if the materials apply to you then you will need to submit this
material. If this material does not apply then disregard these documents.

HINT: It is highly advised to print out the vacancy announcement and refer to it while
preparing your application package.

Below is a listing of material that could be required in any vacancy announcement.
All Applicants please submit:

1. Complete and current resume or CV.

2. OF 306, "Declaration for Federal Employment. You must complete this form to determine
your suitability for Federal employment. (Please sign this form on page 2, question #17a)

3. Occupational Questionnaire. (This is located in the Application Manager program after you
click the "Apply Online" button)

4. Copy of Unofficial transcript. (If required within the qualifications section of the vacancy
announcement)

Current and former Federal Employees please submit:

1. Copy of latest performance evaluation - All current and previous Federal employees must
provide their most recent performance evaluation with their application package.

2. SF-50 “Notification of Personnel Action” - All previous and current Federal employees must
provide their last or most recent SF-50, “Notification of Personnel Action”.

Veteran Applicants applying for preference please submit:

1. If a veteran: Veterans Preference eligible's, including 30% or more disabled, must submit
a legible copy(ies) of ALL MEMBER 4, DD-214's showing dates of service and character of
service (honorable, general, ect.).

2. Disabled Veterans and other Veterans eligible for 10-point preference must submit an SF-
15 with current proof of a service-connected disability. 10-point preference can only be
given when this form is submitted.

3. VA Civil Service Preference Letter - If applying for 10-point Veterans preference using an
SF-15 (as stated in item #2 above) you must also include a copy of your VA Civil Service
Preference Letter. A VA Civil Service Preference Letter can be obtained from the nearest
Veterans Benefits Administration Regional Office.

Veteran's Preference:

When applying for Federal Jobs, eligible Veterans should submit all documentation of past military
service by submitting legible copy (copies) of ALL MEMBER 4, DD-214's showing dates of service
and character of service (honorable, general, ect.). More than one DD-214 may be submitted to
show all dates of active military service If you are a veteran and do not know what your status
would be then please review the Department of Labor's Veterans Preference website

at http://www.dol.gov/elaws/vetspref.htm to determine your current status.
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The transition from USAJOBS to Application Manager

USAJOBS o :
e EER e AppllC&tIOﬂ Manager is a separate system from

e T Bleare:t USAJOBS®. It is used by many Federal agencies
to collect online application and assessment

Department of Veterans Affairs information for specific vacancy announcements.
p Where USAJOBS® is the storehouse of jobs,
Application Manager is the application process for

P ST P ERCATY SRl YoM SR I 900E S enie. 2 vacancy announcements.

A{)plicationﬂManqger

Welcome to USA Staffing® Application Manager!

If you have already created an Application Manager account, please log in on the next page.

Ifthis is the first time USAJOBS has sent you to Application Manager, to continue the job application process, you will need to
create an account.

Application Manager, hitps:f/ApplicationManager.qov, is a completely separate system that some agencies use to collect
applications online; itis not a part of bttp:www USAJOBS . gov. This means you need a separate account with Application
Manager to continue the online application process. In Application Manager you will answer detailed job-specific questions that
go beyond what you have done in USAJOBS, and you can attach documents to your application package, including your
USAJOBS résumé. See the Application Manager Quick Start Guide for an overview.

Completing Your Application in Application Manager

1. If you have previously created an
account in Application Manager you ,_
will be routed to the BiOgI"aphiC Welcome to USA Staffing® Application Manager

X < M ~ b 3
Application Manager
X A T

I nfOI’mation SeCtion Of the Existing Account? Log In Here:

Assessment. (Please continue to vservame: [ T T ¥ou s st 158
- H - assword: | it subject to Terms and Conditions.

page 19, the Biographic Information . | S T

SeCtlon) Eorgot User Mame or P word Problems Logging In?

2. If this is your first visit please click

on “Create an Account” and follow Croots e Neaane
the informational instructions on Creste one now — It fast, convenient and sasy to use all these Anplication Lisnager features!
each web page screen. St T

Instructions on howto apply for 3 job without using Application llanager

~N N =
r

P Appiitation 4
ication Manage
RO R

* Create an Account

Be advised that only one account can be created for each email address. Be sure the email account you use is
only accessible by you and the email account is properly secured.

Before you create an account, it is important to verify that you do not already have one on file. Creating a duplicate Ente r you r e mai | ad d reSS - Th is iS to Ve rify
account will keep you from completing the application process at a further step. . .
that you do not have an existing account.

Please enter your email address. You will be able to check multiple addresses.

This is a U.S. Government System.

Eull Terms and Conditions
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%plicationﬁMan?ger L Creating a new account

* Create an Account
1 If no account is found, click “I'm
Be advised that only one account can be created for each email address. Be sure the email account you use is d O n e C h eC k i n g fo r aCCO u n ts ”
only accessible by you and the email account is properly secured.
Before you create an account, it is important to verify that you do not already have one on file. Creating a duplicate
account will keep you from completing the application process at a further step. .
Pleass enter your email address. You vl be able to check multipie addresses. If the address you want to use is not
listed (for example, you made a typin
( ple, y yping

N ey ‘ error), return to the login page and
lo account(s) found for: vaapplicant@va gov . .

(m done checking for accounts ] start over by clicking Create Account.
Then repeat the steps above.

This is a U.S. Government System.
Eull Terms and Conditions

Click Create account with this address

Application Manager
R W

Make up a user name for your
account. This is the name you will | Create an Account

use to access your account in the ;M—_J> m‘}
future. This must between 6 and 8

characters in length

Create a user name for youl Application Manager account.

User Name

Enter this user name and then

click Create user name Hint:
When creating a user name the easiest
IMPORTANT! “——————{ user name would be to put the first letter
1. Document your User Name and Password of your first name and your full last name
for future reference! or the first part that will fit.

2. You will be prompted to edit your user
name if it is not unique

e

| Applitafion Manager
N N A

Create an Account

e Complete the requested
information (password and

You have successfully created your Application Manager account! Click proceed to enter Application Manager. ) answer to secret q uestio n) .

[ 1 Proceed to Application Manager ]

Click Proceed to Application Manager

This is a U.S. Government System.
Full Terms and Conditions

IMPORTANT!
To apply, you must complete the Assessment in Application Manager

= This will ask you for your biographic information and information about your training
and experience
» Take care to answer all questions correctly
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Biographic Information
This will open the Biographic Information section of Application Manager

The Navigation Bar in the " * “Application Manager
upper left corner indicates

h . fth Vacancy ID: 299321
what section of the P 1
A Biographic Information || Job Titie: Voluntary Services Specialist
Assessment you are in and | Euomiidy information | Announcement Number: DVA-08-H4299321 USAJOBS Control Number: 1730335
h I f Other Information .
ow many are e t to Assessment Questionnaire Applicant Name: VA EXANPLE ShEngaeme
complete Section 1
Most of the Biographic e i
- - Section 4
Information will be pulled Section § Biographic Data
Section 6 A
out of USAJOBS®. Please el ddress
i A Section 7 Room 131
review that the info was Section 8
RelUse Documents
pulled over correctly.
Upload Documents
Work City Submn M‘, Answers
) View/Print My Answers Gity
Kansas City
Work State {
Use Standard State Postal Codes. If you live outside the USA, fill in Country I\ / State
- Make 3 Selection - ¥ Use Standard State Postal Codes_ If you live outside the US4, fill in Country, leaving State blani
MO v
Work Zip Code =
Zip Code
54106-

Work Telephone Number

Use numbers only - no punctuation. Include area code if within United State: Telaptions Number

Use numbers only - no punctuation. Include area code if within United States
by

Extension

Repeat for each section of the Assessment

Citizenship
Are you a citizen of the United States?

®ves
@ Click Next on each section , clicking next will save your information on each screen

Re-using and Uploading Documents in Application Manager

Section §

Section & I Documents in Application Package for Vacancy:299321 Any documents preViOUSly

| A I T ETN T b mitted through Application

cressad
[ ReUse Documents l

Sades bocuments Manager will be listed under
Iptoad Document: .
[ Submitay Answers ' Documents Available for Re-use

ViewPrint My Answers

Vaterans Documentation

This displays the resume
submitted through USAJOBS®
and any supporting documents
you chose in the above steps.
T These documents will be
forwarded automatically when

you click the Submit button in
Documents Available for Re-Use

Add to Application Manager
Package
= ]

Kawme ot vasmanesmea: | Galact any documents to submit
yiaw Aesuma 2/13/2009 3:23:10 #M Upload VA Professional Resume Exipie R

< » by checking the box next to

[ Re-Use Selected Documents | [ riide Selected Documents | [ Untiide &Il Documents them, If you want to add any Of
these documents to your

application package.

15 are lisled in this table in order from
he order by clcking on the column heading

Previous s
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The Documents in Application Package will include the resume you created in USAJOBS®

.. * “Application Manager
Vacancy ID: 299321 -

Biographic Information Job Title: Voluntary Serices Specialist
Eligibility Information

Announcement Number: DVA-09-HAZ99321 USAJOBS Control Number: 1730335

[ SR This is the Upload Documents section
sessment Questionnaire . . .
of the online application process
Section 3
Section 4. ||  Upload Documents
Section 5 1. Select Document Type: - Selecta Document Type - &
Section &
+ - 2. Click "Browse” to locate afile and click "Open” to attach it Browse.
Section 7
| sections 3. Click "Upload upload
|| Reuse Documents .
S Uploaded Documents move from Rece/ved-Pending Virus Scan to Processed within 1 hour. Documents may be up|0aded as described
Submit My Answers Faxed Documents may take 2-3 days to appear as Processed H H
View/Print My Answers In previous steps.
Documents On File
[DocumentType _Trecovod____[Souce [Sats___——_—_—__[Origina i ame
e 21305010 3.58.18 DM 1ISA1ARE Demrazman
Note:

You do not have to upload documents in Application Manager if you have already
uploaded the documents in your account in USAJOBS.

Note: Refer to the “Required Documents” area of the “How to Apply” section within the
vacancy announcement for a complete list of required documents

** Failure to submit all applicable required documents may result in your application
package not being considered for the open position. **

Application Manager

Submit Application

Vacancy ID: 299321

Bicgraphic Infarmation Job Tithe: Valuntary Seniess User VAEXAMPLEDT
By

IMPORTANT! P

Announcement lumber. O 1 USAJOBS Control lumber: 1730335

Applicant Name: va EXAUPLE | Shange Nams |

Submit My Answers
i ords f INTWErS 10 De processed &

You must click

“Submit My Answers”

Relse Documents

Upinad Bocuments

tO apply! P —

ViewPrint My Answers

Note: If you receive a warning that a section of the assessment is incomplete, return to that
section using the Navigation Bar on the left and complete all required information.

A confirmation of
submission message will
appear.

Vacancy ID: 299321
e

s

* Click View/Print My Answers on
the Navigation Bar to see your
answers

» Click the Main button to view
the Status of your Application
Package

* Click Logout to exit Application
Manager

SUCCESS!
You have successfully
applied to this position!




Checking the Status of Application Packages
Sign-in to My Account at USAJOBS®

Sign-in using the user name and password you created for your USAJOBS® Account
Click on Application Status to see the status of all Application Packages

For detailed information regarding your application, click on “more information.” This will take
you to Application Manager for more detailed information about your application.

\e Application Status v

Initial Last USAJOBS
fitial Job ast Application Uploaded
Application Job Summary Status plication e
Date date Status
Status@
9/30/2009 Deputy Program Director {Operations) Closed  11/13/209 Application Mone
Office Of Personnel Management Job Announcement i more
Number: 09-343-LMW more information...

Pay Plan: G5-0343/14
Location: US-DC-Washington DC Metro Area

information...

The “My Application Packages” box on the main Application Manager page contains all the
information about all Application Packages you are working on or have submitted and any
messages sent to you by the HR Staff.

FPowerep 8y LUSA STa

Tpticatiunﬂl‘ﬂanag&r _

Within Application

My Application Packages Mana_lger, you can click the
(CHEK & roww 9. sea & chacklist of ail fhe frame you need to complets vair spplcslicn packspe, and the status of sach ) Details tab to view
additional information on

acancy [0 | Joh Tilo | Clasing Date | Mudifiod Date Assessments, Documents,
Incormplete 161189 Supportng Documents Test QLS 2007 gi/oafzo0r Messages and AppllcatiOn
Incomplets igiied Supparting Dacuments Tes D LSI007 0108 Z007 k ! .
Incornpleta 101139 Supporting Dooumants Tast Q312007 g1/osfzo07 Pac age HIStory
Cormplate 181290 Testing Ticket 100 alfzef 2007 pi/osfz007
Complete 101199 Supporting Daouments Test 0315 2007 01/0% 2007
Job Title: Voluntary Services Specialist R E M E M B E R :
v : 299321 Closing Date: Friday, May 14, 2010
Announcemaent Number: DVA-09-HAZG9321 Caontact: Offica of the Coardinater - (913)758-9691
USAJOBS Control Number: 1730335 Viaw ANNoUNcamant
Anlnncam: VA EXAMPLE . of J Complete and up_to_date
Change My Answers | | Add Documents Update Biographic Infarmasion v Print My Answers . -
Mostinformation below Dtﬂalnaijlhc maost recent version of your Application Package. (Explain This | Informatlon On the Status Of
Dotaits | Chockiin your application packages can
Assessments be found 24 hours a day in
you’re “My Account” section of
Documents USAJOBS® and your Application
= Status . Document Type | Source Date Original Fila Nama Manager account

oived

SR o 10 e
Socumentation  Uplosd QUILI0I0 g qpumae doc

Application Package Status: Complete

Job Title: AUDITOR (CONTRACT AUDIT)

Vacancy Identification Number: 207966 Closing Date: Saturday, August 28, 2010
Announcement Number: PH-RC5-207966 Contact: Philadelphia Services Branch - (215)861-3074
USAJIOBS Control Number: 1663560 View Announcement

CheCkl |St Page Applicant: APPLICANT N THREE

[ Change My Answers J lncd Documents ] [updutc Biographic Information ] l View/Print My Answers j

The checklist tab provides more detailed Mostinformation below pertains to the most recent version of your Application Package. (Explain This |

information on the status of your Details | Checktist/ ]
application package. & L — L= (B
Vo . s
Below is a breakdown of the information |7iees i prmmeneer i
on the listed on the screen. v ole Teanseript
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Remember this information...

Complete Assessment
Questionnairein
Application Manager
and submit all

Checkyour
Application Status
before and afterthe

Create USAJOBS and
Application Manager
Accountsifyou
haven’tdoneso
already

Carefully review Job
Announcement and
instructions provided
inthe How to Apply
section

required supporting
documents online or

closingdate ofthe job
announcement
via fax \

\

N \

Ip
Resource Center

You may visit USAJOBS®’ Resource Center where you can find tutorials for using different
areas of USAJOBS® and information about Federal Employment, applying for Federal jobs,
Veterans information, and other areas to assist you within the application process.

US ! : BS,, Search Jobs © where:
"WORKINGJFOR AMERICA" Advanced Search >
Resource Center Accessible Version
BROWSE ADVICE ON: Tutorials
USING USAJOBS M The Job Search
FEDERAL EMPLOYMENT

Using Keywords to Maximize Your Search Results
APPLYING FOR A FEDERAL 30B
Security Center
SPECIAL INFO FOR:
INDIVIDUALS WITH DISABILITIES
VETERANS

STUDENTS AND RECENT GRADUATES

SENIOR EXECUTIVES

CReTlE LA Frequently Asked Questions

Spotlight

Find and view answers to our most freguently asked questions, or search for answers by a
particular topic or keyword(s).

% Department of
Veterans Affairs
An Equal Opportunity Employer

Contact Us

If your question is still unanswered, or yvou hawve a comment or suggestion, contact us. We will
get back to you as soon as possible. Your interest and patience are appreciated.

Pharmacists: Start The Career
of a Lifetime at VA
Now s your time to _join forces with over
6,000 VA pharmacisis working fo advance
the care of our Nartion's heroes
read more...

WVIEW ALL SPOTLIGHTS
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Alternative to Applying Online: Faxing Applications
If you cannot apply online:

1. Please review the "Required Documents' area to ensure that all the required
documents are faxed together with your application package.

2. Print the OPM Form 1203-FX form to provide your response to the occupational
questionnaire.

3. Fax the completed OPM Form 1203-FX along with all required documents to (478) 757-
3144. Your 1203FX form needs to be placed on top of all materials being faxed and wiill
serve as a cover page for your fax transmission.

4. Keep a copy of your fax receipt in case verification is needed.

To fax supporting documents you are unable to upload:

1. Complete the fax cover page. You must use the USAJOBS fax cover sheet in order for
your documents to be matched with your online application.
2. Fax your documents to (478)757-3144.

Faxed documents submitted with missing information will not be processed. Itis
advised that on the fax cover page and the OPM FORM 1203-FX that you print neatly and with
capital letters to ensure your application package materials are properly received. The
following will prevent your documents from being processed:

» Not using the special cover page mentioned above.
» Missing, incomplete, illegible, or invalid Vacancy ldentification Number
» Missing, incomplete, or illegible Social Security Number or Name

For optimum accuracy:

» It is recommended that characters be written in all capital letters and printed neatly to
ensure the faxed material is uploaded properly.

Do not write on or outside the boxes.

Do not use special characters.

Use the following example as shown below.

Y V V

BICID|E[FIGH|T|N[K|LMIN[OP QR
of\2[3Mjslenfefa] W™ 5

o |»

S
ol

USAJOBS App.:l_nic_:ation Manager

"WORKING W FOR AMERICA" ;4
http://www.usajobs.gov/ https://ApplicationManager.gov/
Search for Jobs Apply for open positions
Create Resumes View application status
Upload Documents View previous applications

For more information about the Application Manager, please visit
http://eshelp.opm.gov/webhelp/appman/appman001.htm
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