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USAJOBS

"WORKING W FOR AMERICA"

USAJOBS®.gov is a free web-based job board enabling Federal job seekers access to
thousands of job opportunities across hundreds of Federal agencies and organizations.

As the Federal Government's official source for Federal job listings, job applications, and
employment opportunity information, USAJOBS.gov provides a variety of opportunities.

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

Step 1 — Create your Account or Log into your account.............cooeeeviviiiiinnnnn.. Page 3
Setting 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”

ghoNPE

Step 2 — Searching for JODS. ... e et Page 11

Search USAJOBS® database for thousands of available federal opportunities.

Step 3 — Applying for open POSItIONS. ... ..o e Page 12

Get all the information needed to obtain a position within the Federal Government.
You can also check on the application status for positions you have applied for
through your USAJOBS® account.

Note:
If this is your first time using the USAJOBS® program, please allow at least two hours

to get your application profile fully established within USAJOBS®. It is highly
recommended you prepare an account within USAJOBS® prior to searching for

open positions.

The following pages will assist you in navigating the process to apply for open vacancy

announcements.
/ ' \ Please read this guide thoroughly before attempting / ' \
e to apply for any open vacancy announcements. e


http:USAJOBS.gov
http:USAJOBS�.gov
http:USAJOBS.gov
http:USAJOBS�.gov

T
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The Federal Application Process

People get jobs in the Federal Government in the same way

they get most jobs in the private industry: by finding job

openings and submitting a resume or job application. You can USA OBS®
research and apply for government jobs online with a resume.

However, while the process is now very similar to that in private  "WORKING#® FOR AMERICA"
industry, there are still significant differences due to the many

laws, executive orders, and regulations that govern federal
employment.

The key to landing a Federal job is to thoroughly read the job/vacancy announcement
that lists everything required to apply for that position. You must complete and send all
requested information, in the specified format, for your application to be accepted.

Job/vacancy announcements for open Federal positions will describe all the information
you need to complete an application such as the description of the work to be
performed; minimum required qualifications; and how to submit your application and
the closing date of the announcement. All vacancy announcements have the option for
individuals to apply through online or fax procedures, which may require special forms
and instructions.

It is very important to read the entire vacancy announcement before addressing its
qualification requirements. Read the qualification requirements and related questions
carefully, highlighting key words or phrases describing the position responsibilities so
you remember to address those points in your responses.

Important Tip:
Within the Federal Government, a full and complete application package is to your benefit!

An incomplete application package often precludes an applicant from further consideration!

Plan ahead

The application process itself can take time. To improve your chances of getting a job, be
sure to allow plenty of time to thoroughly complete your application.

Creating Your USAJOBS® Account

Create your account by selecting the link “Create an Account® on the USAJOBS® home page in
the upper right hand corner. Complete the required fields, read the Terms and Conditions,
and click the “I agree” button.



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

To expedite the application process, candidates should create an account within USAJOBS®
prior to beginning the application process. To do so, follow the steps listed on the following
pages.

What do | need to have to get started on USAJOBS?

A valid email is required to create a USAJOBS® account. You will see the page below when
you attempt to create an account.

Creating Your USAJOBS Account
Create your account by selecting the link “Create an Account® on the USAJOBS® home page

in the upper right hand corner. Complete the required fields; read the Terms and Conditions;
and click the “I agree” button.

(
# Home « Search Jobs ~ My Account 4 Resource Center l

USA]OBS* ** REQUIREMENT**

"WORKINGW FOR AMERICA"
i A You must have an account established
s e | before uploading resumes and applying
im0 i for any open positions.
Individuals with Disabilitics | ¥eterans | Students and Recent Graduates | Senbor Excoutives
Homs  Search  MyAssount  Resource Canter Sign In

USAJOBS Create Account

Welcometo USAJOBS!
USAJOBS is tha official job site of tha U 5. Faderal Govarnmant. It's your one-stop sourca for Federal jobs and amploymant information C reate an ACCO u n t

With your new account you'll be able o

B moreup o e deiotrenmes v Follow the instructions on the main screen.

- Saveand automate job searches

- Saveand applyforjobs

- Search by Agancy, Occupation, Lacation
- Applyto Federal Agencies

T v You will receive an email with a link to confirm
e e and establish your account. Follow the simple
R et oy O T e D et b ety s, instructions to start your USAJOBS® account.

Primary Email

v' Document your Username and Password
e Bl Ercl for future reference!

Username

Input an E-mail and Username

What is your email format preference?

s-a::x;nai:Ti:gshlmkmLmasaggs.elm‘"rm”man;meycmmakgumugh Use a gOOd emall address to
Terms and Conditions establish your account and then type
0 S e in a username for your account.

iz system i ing and d cons it 10 review, monitoring and action byl authorzea
nforcament parsonnal. Whiks using this system your usamay ba monitorad, racorded and subject to audi

Unauthorized user attempts or acis to (1) acoess, upload, change. or delete or defaceinformation on thissystem. (2) modify thissystem, (3) deny accessto this system, (4} acorue resources for
unauthorized usaor (5) otherwisa misuse this system are strictly prohibited . Such attampts or acts ara subjact to action that mayrasuh in criminal, civi, or sdministative panshies.

I agree. Create my account.




You will receive an email that will look like what is shown below:

<accountinfo@usajobs.gov> [DO NOT REPLY] accountinfo@usajobs.gov

Dear Sample,

Welcome to USAJOBS® - The Federal Government's official one-stop source for Federal
jobs and employment information. You are one step closer to finding a new and exciting
career!

Below is your personalized link to access your account.

https://login.usajobs.gov:443/account/confirm?vid=9ad8eef4-blbl-4fd3-b2ad-
5d597e44ddd8&vcd=hC%2Fopi5u21iZ6DmOO%28M7ONqu%2F8AGIvaD(‘*vCHBZi88

Once you have confirmed your account, you will then be able to: \
Click on this link to
- Create a Profile establish your account
- Create or Upload a Resume within USAJOBS.
- Save Jobs

- Create Saved Searches
- Apply for Jobs

Good luck in your search!
Sincerely,
The USAJOBS Team

U.S. Office of Personnel Management
1900 E Street NW. Washington, DC 20415

. Keyword: ©@ Location:
Advanced Search =

&My Account James Smith
& Profile Lot Lol a2 A T After you receive a second email stating

your account within USAJOBS has been
B Resumes Last Profile Update: . . 9

10/01/2014 04:20 PM ET established, you can log into your “My
Qsaved Searches Account” and begin to establish your
Qinbox EXEN<— profile.
BsSaved Jobs Did You Know? . . o g
ome to your USAYOBS account] To start this process click on the blue “Edit

®saved Documents Did you know about all the USAJOBS resources to he| PrOfI Ie bUtton "

faster and smarter?

(#'Application Status
Here's just a few ways USAJOBS can help you:

= Visit the Resource Center for all types of infermation including job search tips, federal job
eligibility criteria, special hiring paths and how to use USAJOBS tools

= Join the conversation by visiting the USAJOBS Facebook page and following Twitter updates

= Learn about the latest USAJOBS enhancements to improve your user experience



mailto:accountinfo@usajobs.gov
https://login.usajobs.gov/account/confirm?vid=9ad8eef4-b1b1-4fd3-b2ad-5d597e44ddd8&vcd=hC/opi5u21jZ6DmoQ%2BM7ONqFg/8AGlyfUDCwCHBZi88
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https://login.usajobs.gov/account/confirm?vid=9ad8eef4-b1b1-4fd3-b2ad-5d597e44ddd8&vcd=hC/opi5u21jZ6DmoQ%2BM7ONqFg/8AGlyfUDCwCHBZi88
https://login.usajobs.gov/account/confirm?vid=9ad8eef4-b1b1-4fd3-b2ad-5d597e44ddd8&vcd=hC/opi5u21jZ6DmoQ%2BM7ONqFg/8AGlyfUDCwCHBZi88
https://login.usajobs.gov/account/confirm?vid=9ad8eef4-b1b1-4fd3-b2ad-5d597e44ddd8&vcd=hC/opi5u21jZ6DmoQ%2BM7ONqFg/8AGlyfUDCwCHBZi88

Profile Information Overview

Your profile includes personal and job eligibility information which becomes a part of your
applicant profile. This information is accessible when you apply for jobs using an agency’s
hiring system that connects with USAJOBS® data so keeping your profile information updated
is important.

To complete your profile, you will be asked to provide:

1. Contact information: email and address which are used to maintain contact with you
during the application process

2. Hiring eligibility: status of citizenship, Selective Service, Veterans’ preference, Federal
employment and Special Hiring Authority options (Schedule A Disabled, Military Spouse,
Veterans Recruitment Appointments, etc.) which recruiters use to determine the type of
jobs (competitive or non-competitive) for the job seeker

3. Other: voluntary job preference including travel, type of work, schedule and work
location used by recruiters help fit you with a position, if possible

4. Demographic: voluntary information on gender, ethnicity and race used to access
recruitment efforts

5. Account Information: username, password security questions and notification settings
used by USAJOBS only. You can also request to delete your account information from
this section

. Keyword: @ Location:

WORKING W FOR AMERICAS
Advanced Search =

1. 2 3. 4. 5

& My Account [¥Contact Information ([JHiring Eligibility ([JOther ([JDemographic [WAccount Information

l Please Mote: Fields with an (*) are required ﬁeldsl

& Profile
Legal Name @

@ Resumes Prefix First Name * Middle Name Last Name * Suffix
—Select—-[~] James Smith —Select—[ =]

Qsaved Searches

& Inbox Address @

ddress 1* 1234 South Main Street

& Saved Jobs Address 2

C try * United States
#1Saved Documents auntry [=]

Postal Code *  City/Town * State/Territory/Province *

(£ Application Status 57105 Sioux Falls South Dakota
Telephone @
Please Note: Fields with an Telephone 1 * | Mobile [=] 605-201-4321 Ext:
(*) are required fields Telephone 2 |- SELECT - B Ext:
Telephone 3 [-SELECT-  [+] Ext:

Email

rimary Email Address * james.smith.sample@gmail.com

To fully establish your account 7
you Wi” need to enter some \SMT;:n;a:yEEI;::r::dad;e:inail Address used for?
baSiC personal information intO © What is your email format preference? O HTML @ Text

Some email providers block HTML messages. Select "Text" to ensure your amails go through.

the Profile Section of your

account. you use is only accessible by you and the email account is properly secured.

Be advised that only one account can be created for each email address. Be sure the email account

Cancel Save Next



Hiring Eligibility: Recruiters use this information to determine your eligibility for jobs within
the Federal Government.

&My Account [#fContact Information  [Jiiring Clgibility [Jother [ [FAccount

‘Proﬂle Please Note: Fields with an (*) are required fiekds.
The following Hiring Eligibility Questions will help fedoral staffers determing if you are eligible - -
BResumes for Sampsiiv o nan Comoutie obswiththe qovermet Certain Federal jobs are only open

Qsaved Searches o b il to U.S. citizens.

2. Sedect the statement that best applies for your Selectiv

&aInbox

1 am a female, and therefore © am exempt from registering with the Selective Servion

1am a male barn on ar after January 1, 1960 and | have registered for the Selective Servce.

ESSaved Jobs
1 am a male born on or after lanuary 1, 1960, and | have not !&@R‘JIM for the Selactive Service,

@Saved Documents Bist | have an approved exemption.
1 am a male born on or after January 1, 1960, and [ have not registered for the Selectlve Service,

(& Application Status 1.am a male born before January 1, 1960 and therefore 1 am exempt from registering with the
Selective Service.

ﬂm. ¥ou a Vataran of the U5, Armad Forces o are you eligible for "dedved” prafaranca? * \ /
& ves Na

v S If you answer “Yes,” it is important to
e et e Nt e answer all of the questions and upload
G-paint Sole Survivorship Preference (5587 -

S Saner. . S any documentation (under the Saved
10-point preference based on & compensible service connected disability of al beast 10% bul bess DOCU ments tab) that Wl” Verlfy your

than 30% (CP)

10-point preference based on a compensable service connected disability of 30% or more (CPS) res po n Ses as it pe rtai ns to be i n g a

10-paint preference for non-compensable disabdity or Purple Heart (9}

10-paint preferance hased on widow/widower o mother of 3 deceassd vateran, or Epous of Vete ran.
mother of a disabled veteran [X8)

= Are you a veteran who was separated from the srmed lorces under honorable conditions:
alter completing an initial continuous Lour of duty of 8t least I years (may have been
released just short of J years)(VEOA)?
@ vos Mo

®

Military Start/End Dates:

= If you are a Veteran of the LS. Armed Forces, please indicats the start and and dates of
your military service.

For milikary members with a separation date in the near future, please enter the Start Date and
sefect the Future/TBO Release Date checkboox. If you have a break In service, please add your
additional service dates.

Start Dake: End Date:
0701see DB3072014 Future/TBD Release Date

Veterans' Document Upload:

When claiming veterans’ preference, preference eligibles must provide a copy of their DD 214,
Cartificate of Rédeass o rge from Active: Duty, ar other acceptable documentation.
Applicanits daiming 10 peint prefercnce will need to submit an SF-1%, Application foe 10-point

Far current sorvice membors who have nat yet boen discharged, a cortificatian lettor of expectod
discharge or rolease from active duty within 120 days under honorable conditions is requiced at
the time of application. Ensure your documentation roflects the character of discharge.

Veteran Document 11 g DO-214 - Sample DDZ14
| view | Delete  Date Uploaded: 10/6/2014

Document Tite:

Docurnent Type: @  Select Document:
DD-214 = [ Browse...

Files must be less than 3mb and can be In one of the following formats: GIF, PG, JPEG, FNG,
RTF, POF, or Word (DOC or DOCX).

Cancel

4. Please select the statement below which best reflects your federal employment status

(awmlitier.* © Former Federal employees may be eligible
® 1 am not and have never been a federal civilian employee. - -
L comenty s federl cifon emplonee for reinstatement, which allows reentry to
1 am a former federal civilian employes with penstatement eligibility, ) the Federal Workforce .
.

\_ 1 am a farmer federal dvilian employes but do not have reinstatement eligibiity.

ﬁiﬂl Hiring Options © \
Sediet fram aming the speial hiting authorities st below f which you ane eigibie,
g ol

e will require documentation of elfigibility prior to your appointment. )

/The Veterans’ Recruitment Appointment
any adverse treatment If you dedline to provide it. If you do not wish to volunteer this information at this - - - -
fime, you may st choos ta apstyfo Jobs, s they are announced, under any of these specal hing (VRA) is a special authority by which

authrities for which you are eligible. If you volunteer to provide information here about the spedal hiring
autherities for which you belleve you are eligible, then agendies who are searching for potential applicants to

hire urder one of these authorities may be able to kecate your resume through USAXCES and Invite you te agencies Can’ if they Wish, appoint

apply. Ctherwise, this information will be retained In the USAJOBS database and not dlsdnse:l. For 7. R L.
Tmrrnl:nﬂejluaheflhesuddhlﬂnemhna belew, please review the definitiens en cur Spedal Hirng ellglble Veterans WIthOUt Competltlon tO
Veterans Recruitment Appointment (VRA) po sitions at any g rade level th roug h

0% e bl Ve KGeneral Schedule (GS) 11 or equivalent.

Identification of efigibility for any special hiring authority is entirely voluntary, and you will not be subject to

0

S

Disabled veterans who have completed a VA training program

Military Spouse

Certaln former overseas employees
Schedule A Disabled

T -

(.




RS Other: This information is used to match

. The foveing questians arc aptionsl snd can be used by Agency offcials o dentify sppicants wth kil zcts
&Profile Job o ok ‘ncsing i
it

o ST e your job preferences with potential jobs.
Sihsitsely < These questions are optional, yet important

QInbox i
N 2 ~|.::wa<¢num ey wiling o sceot? © t 0 answer.
F1Saved Documents. @ Permanent

Tempocary

(# Application Status i

Detail

Presidertial Mansgement Fellows.

p— Demographics: This optional information

Intemshipe

— about gender, race and ethnicity is used to

determine if Federal recruitment efforts
are reaching all areas of the population.

3. What type of work schedule are you wiling 1o acoept? @

&y Accaint [ Contact Information [ Hiring Eligibikty (Z0ther [ZDemographic (¥Account Information

& Profile Plesse Note: Fiekds with an () ere required fields.
BResumes

YOUR PRIVACY 15 PROTECTED.
Qesaved Searches

i our e e

ing all segments

o the pooulation, consitent wth :
Slnbox are voiuntary. Your responses wil the panel rating the appl

n appicant fo 5 positon, or o atyans eise wh can sect your appicaton ot be placsd o
our Persanael fie nor il b provded 1 yous supensors in your smpioyng offce showd you be hired.
. he extont permited by low.

5. Are you wiling to relocate?

Yes B Saved Jobs

Se the Prvacy Act Satement below for more micematon.
* o
Saved Documents Completion of ths form is volurtary.

an your spsicaton 1 1o answer any of

6. Plase select your desired wark o

‘Swect Locatonis) |

2 person of Cuban, Mexican, Pussto Rican, South
\ o other Sparesh culture or ongin, reqantiess of

[FApplication Status

T wich to dechie to raspond to the demographic questions.

Account Information: The final section contains
your USAJOBS® security and notification settings
which are only used by USAJOBS®.

¥ Wihite - 3 person having origins in any of the original peoples of
Europe, the Middle East, or North Alrca

Create passwords that are hard to guess and don't use

personal information. Be sure to include uppercase
and lowercase letters, numbers, and symbols.

ven wher wearing glasses.

Tea, hand, o foot

complete paralysis (any cause)

(¥ Contact ion [WHiring ibility [V Other [¥Demographic [WAccount Information
- My Account
. Please Note: Fields with an (*) are rdquired fields.
& Profile
B Resumes Username * sample_jaNs_smith1 Username must be between 8

and 20 alphanumeric
Password * =swx=* Change Password characters, must contain at
Qsaved Searches least ane letter, at least one

number and must not contain

special characters except

& Inbox underscore(_), ampersand(8)
and period(.).

Tyou
3 Wor

& Saved Jobs

To help remembar and protect your password, supply some personal “hints” by selecting
three different Password Questions and Knowing this i ion can help you
ﬂa Saved Documents quickly reset your "MY USAJOBS" account using our automated account resetting tool.

Password Question 1* |- SELECT -

(£ Application Status
Your Answer * What is the name of the city/ftown where you were born? B Save [
R Who is your favorite comic book hero? e o . :

Password Question 2% |\wWhat is your favorite hobby?

. What was the name of your first school?
Your Answer \What is your all-ime favorite sports team?

R What is your father's middle name?
Password Question 3*  |\what was your high school mascot?
What is your mother's middle name?
Your Answer * What year did you meet your spouse/pariner?
How many bedrooms does your housefapariment have?
‘What was the name of your first pet?

Motification Alerts enable you to stay informed of changes to your application status.

Set up automatic email
notifications/reminders

Select the items that you would like to be notified of via your primary email. You may edit your
preferences and unsubscribe at any time.

1 when jobs I have started an application for have closed.

to stay updated on jobs
and applications.

[Z] when jobs I have saved are scheduled to close in three calendar days.

[Z]  When the status of an application I've submitted changes.

Previous Finish

Cancel
Account Delete: Please note that deleting your account will also delete all associated documentation with
your account including application history, resumes, saved searches, and all other materials. This operation
cannot be undone. I understand and wish to Delete My Account.

After creating your profile, you can come back any time and edit profile
information via the Profile section.

7



USAJOBS® — My Account Area

In your USAJOBS® account you can:

Build or upload a new Resume

Upload and save Documents required to support your application

Check your Application Status
Create Job Search Agents
Review any Saved Jobs

Once you’ve completed your profile information and established your account, you
can Build a New Resume or Upload a New Resume by selecting one of the options
in the Resumes section.

ﬁMy Account

& Profile

Qsaved Searches
& Inbox

& Saved Jobs
f#)Saved Documents

(&' Application Status

USAJOBS allows you to store resumes that can be used to apply online to government agencies. You may wish
to update your resume(s) before you submit the resume to a specific job opportunity announcement. Do not
include the following types of information in your profile or resume: classified information, as defined in
Executive Order 13526 (dated December 29, 2009); Social Security Number (SSN); or other personal or
sensitive information you do not wish be made visible to recruiters. PLEASE NOTE that including a photograph
of yourself may result in your resume/application not being accepted by the hiring agency.

If you make your resume searchable, your profile information and all resume information will be visible to
recruiters searching our resume bank.

Build New Resume Upload New Resume

You have created 0 of 5 possible resumes. You are able to upload and store 5 resumes to your My
USAJOBS account.

Tips
Searchable: Making your resumes searchable allows recruiters to find your resume during searches.

Renew: Selecting the Renew link resets the expiration of your searchable resume and allows your
resume to be searchable for an additional 18 months.

Acceptable files: Uploaded resumes must be less than 3MB and in one of the following document
formats: GIF, JPG, JPEG, PNG, RTF, PDF, or Werd (DOC or DOCX). Only text-based RTF, PDF, and
Word documents will be searchable by recruiters. Image files (GIF, IPG, JPEG, PNG) will not be
searched.

Note: Uploaded resumes may not be accepted by some agencies’ online application processes.

Sample Resume What to Include

From your “My Account” page, click
“Resumes” to open the available
options.

aMy Account

& Profile
BResumes
Q.saved Searches
& Inbox

&= Saved Jobs
#1Saved Documents

[# Application Status

USAJOBS allows you to store resumes that can be used to apply online to government agencies. You may wish
to update your resume(s) before you submit the resume to a specific job opportunity announcement. Do not
include the following types of information in your profile or resume: classified information, as defined in
Executive Order 13526 (dated December 29, 2009); Social Security Number (SSN); or other personal or
sensitive information you do not wish be made visible to recruiters. PLEASE NOTE that including a photogra)
of yourself may result in your resume/application not being accepted by the hiring agency.

If you make your resume searchable, your profile information and all res ation will be visible to

recruiters searching our resume bank.

Build New Resume Upload New Resume

You have created 0 of 5 possible resumes. You are able to upload and store 5 resumes ™ you
USAJOBS account.

Tips
Searchable: Making your resumes searchable allows recruiters to find your resume during searches.

Renew: Selecting the Renew link resets the expiration of your searchable resume and allows your
resume to be searchable for an additional 18 months.

Acceptable files: Uploaded resumes must be less than 3MB and in one of the following document
formats: GIF, JPG, JPEG, PNG, RTF, PDF, or Word (DOC or DOCX). Only text-based RTF, PDF, and
Word documents will be searchable by recruiters. Image files (GIF, PG, JPEG, PNG) will not be
searched.

Note: Uploaded resumes may not be accepted by some agencies’ online application processes.

Sample Resume What to Include

The “Build New Resume” option
/allows you to create or build a

resume using the USAJOBS®
Resume Builder.

The “Upload New Resume” option
allows you to upload your own
resume(s) from your computer,
flash drive, etc.

NOTE: You may store a total of
five resumes. These five may be a
combination of resumes you have
created or built using Resume
Builder, or uploaded.




Building a New Resume within USAJOBS®

& My Account 1 .

& Profile
Il(-.u.,mm-'ﬁ
Qisaved Searches
& Inbox

Bsaved Jobs

M Saved Documents

(£ Application Status

B Lperience + & Lducation * @ Referonces 9 Other O Preview and Finish

e Marne:

click on Add Work Experience to enter information related to your jobs.

1 do nat wish to provide work experience

1.

After selecting the “Build New Resume”
button, you will be redirected to the
“Experience” section of the USAJOBS®
Resume Builder. To build your work
experience, click “Add Work Experience”
button. You can add multiple work
experience to your resume.

& My Account 3

& Profile

B Resumes
Q.Lulvml Searches
G inbox

B Saved Jobs
tMsaved Documents

[# Application Status

B ixperience & & tducation » & References 8 Other O Preview and finish

Hesume Mame it
Click on Add Reference to add a professional or personal reference,

References avallable upen request

You may have up to § references,

3.

& My Account 2 .
& Profile

Resumes

Q,.‘G.wml Searches
QInbox

ES Saved Jobs
HSaved Documents

(& Application Status

B toperience s # Education = b References @ Other Tl Preview and finish
Resueme Hame P

READ THIS - important notice before listing your education!
Al oy list degrows frum scorwdived . y o

Click en Add Education to enter

ralated to your prog

Add Education

I do not wish to provide education

The next section you will see is the
“Education” tab. To create your Education
information click “Add Education” button.

The next section you will see is

& My Account 4 -

& profile

Resumes
Q.‘nwm! Searches
Qiinbox

B2 Saved Jobs
#15aved Documents

[# Application Status

&2 fxperience « # Fducation » & References @ Other O Preview and Finish
Resume Mame: o
Job Related Training @

Add Job Tralning

Language Skills

Add Language

Organizations/ Affiliations @

Add Affiliation

“References” tab. To build a list of your

References click “Add References” button.

& My Account
& profile
Resumes
Qsaved Searches
Qnbox

& Saved Jobs

) Saved Documents

(& Application Status

5 B8 tuperience o # Lducation o @ References 8 Other ) Preview and Finish

James Smith
1234 South Main Sreet
Secnsx Fadls, 5D 57105 U5
Mobile: 605-201-4321 - Bt
Email: james. smith. sample@amad.com

Availability: Job Type: Permanent

Work Schedule: Full-Time

Fon

5.

The final section allows you to “Preview”
and “Finish” your resume. You also have

Prutesional Public atiom.

Additional Information

?BH

The next section you will see is “Other.”
You have the opportunity to provide
information associated with:

* Any “Job Related Training”

* Any “Langquage Skills”

* Any “Specific Affiliations”

* Any “Professional Publications”

* Any “Additional Information”

the options to either print your resume or
email your resume.

1. Click “Previous” to edit information

2. Click “Finish” to complete your resume




Uploading a New Resume within USAJOBS®

You are able to upload and store five resumes to your My USAJOBS account. If the job accepts uploaded resumes,

then your uploaded resume(s) will appear in the list of resumes you can use to apply for a job. It is suggested
resumes be no longer than five pages.

Resume Uploader

# Required information

Upload a R @
U;:::iedare;:ri:l:must be less than 3mb and can be in one of the following formats: GIF, JPG, JPEG, PNG, Once on the Resume Uploader page’

RTF, PDF, or Word (DOC or DOCX). Only text-based RTF, PDF, and Word documents will be searchable by H H
recruiters. Image files (GIF, JPG, JPEG, PNG) will not be searched. you WI” see the dlﬁerent document

_ _ _ o o _ formats that are acceptable for
Do not include the following types of information in your profile or resume: classified information, as defined .
in Executive Order 13526 (dated December 29, 2009); Social Security Number {SSN); or other personal or upload | ng (e . g . dOC y dOCX y rtf, pdf,

sensitive information you do not wish be made visible to recruiters. PLEASE NOTE that including a

photograph of yourself may result in your resume/application not being accepted by the hiring agency. png ’ g |f, Jpg y Jpeg) .
Sample Resume What to Include

You are also able to view a “Sample
Resume” and tips on “What to
Include” in your resume.

Upload your existing resume by selecting a file below.

Please enter a unigue name for this resume {100 characters max) *

Select Document: *

rames 1. To upload your resume, you are required to enter a name (e.g.,
Resume-Mine2013) for each resume you upload.
2. Use “Browse” to select the resume you wish to upload.
Back to Resumes List 3- Cllck “Upload_”

Security Timeouts

After 30 minutes of inactivity on USAJOBS®, users will be timed out. Inactivity counts as
time not keying data into the system or actively searching for jobs. If a timeout occurs,

any unsaved information entered will not be saved and will be lost. Be sure to save often
and prior to leaving the computer for an extended amount of time. Timeouts are for your
safety and prevent information theft.

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.

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

Tips:

Searchable: Making your resumes searchable allows recruiters to find your resume
during searches.

Renew: Selecting the “Renew” link resets the expiration of your searchable resume
and allows your resume to be searchable for an additional 18 months.
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Step 2 — Searching for Jobs (Basic Search)

From the USAJOBS® main web page, you can perform a local search by entering “Sioux
Falls VA” in the “Keyword” field (shown below).

A Home 1 Search Jobs 1 My Account -/ Resource Center SIGN IN OR CREATE AN ACCOUNT

USAJOBS Remember to log into your

"WORKINGW FOR AMERICA" account before searching

Keyword: Location: fO r j (0] bS .
Sioux Falls VA [ st 29 o, or Counioy |

® u.g. Citizens Search

Federal Employees @
Advanced Search >

Individuals with Disabilities | Veterans | Students and Recent Graduates | Senior Executives

1. Once the page has
|Oaded, CIiCk the # flome . SearchJobs . My Account . Resource Center M

button that says “Jobs | USAJOBS e ou SR
for Federal prosrpmors
Employees” within the |moomamms—— mrwme e

red star area (%) e ] [eie e
either from the main R

page or the search

Sava dob | Mors Liks This

- UsberaneiAt tha Siowk Falle VA Haslth Care Syctem...information on the Dapartmant of Vabseans AT, go to hitp. . gvmn 1o currant Sioe Falls VAICS amplopses.. Working far the
Depsrtment of Veterans Altairs siters 3 comprehensive...

salary: $U9,A497.00 - §90,144.00 / Per Year Departnvent; Department Of Veterans Afars
I Series & Grade:  G5-018512/12 Agency: Weterars Affains, Vetersns Health Administration
res u ts pag e = Lo ation{x): Sioun Falle, South Dakota Position info: Full Time « Excapled Sarnce Pecmasent
Open Pariod: 10/6/I004 ta 3/ 15/2014 Wha May Apply:  Linited Santes Citirane
Annauncement VHA-428-15-KO0- 120 155%-00
. g > Department and Agency K urbrer:
2. Use this only if you T e
» Exclude These
are a Cu rrent O r Social Worker {Aberdeen CEOC) Sevedub | HorsLike This
¥You can also: § ns alls i " ik ion of Adfairs, hitp...geven i ‘alls VA nployees.. Workeng f
fo rm e r fed e ral D::::; :|\:'::-I:nc“rr.In\:’:ia.l:::v!l:.\::‘::r.. farmation on the Degartment of Vieterans Affairs, go to hitp, ven to cument Sios Fi VANCS employees... W reg for the
PR Ew—
employee or a b e i ot
Position Info: Full Tima - Parmnanant

Veteran. i

Who May Apply:  United States Gtaens

# Home 4 Search Jobs My Account I Hesource Canter SIGN I OR CREATE AM ACCOUNT
USA oas- Weyweard: @ tacation:
| iapworch, b T, Eaneral i, agwecy ||. State, 1P G, o Cousntry Search

“WORKING 8P FOR AMERICA L

Advanced Search =

Did you imesan: “siouy fallsT VA
You are curreatly searching on:
Keyword: Swous Falls W Bengye 1ta 3 of 3 results Sorl By: Helevance
Refine Your Resolls By: 2 = =z 3]
Social Worker - Community Nursing Home Program Coordinator o Agancy
Wha May Apply: N Job Tithe
2 1k O -« etesanaT;AL e Sioux Fale VA Health Care Syster...nfusmlon an the Departiment of Velirans Afais, go to hllp...gnven Lo current Sious Falls VAHCS emptbvele o sinimum
Foden ol Eveirpuens 3 Department of Veterans Affairs offers a comprehensive. . SE'EI’}‘ Mastirumm
Salary: $69,497.00 - $90,344.00 | Per Year Diepartment: Department Of Veterans Affairs.
Series & Grade: GH-0185-12/12 Agency: Veterans Affsirs, Veterans Health Administration
= Location(s]: Sioun Falls, South Dalkota Position Info: Full Time - Excepted Service Permanent
o A L Open Period: /2014 to 10152014 Who May Apply:  United States Citens
> ecation
» Department and Agency Numbrer:

» Posting Date

| 3. You can refine your search by
Social Worker (Aberdeen CBOC) selecting an item from this drop

You can also: @ wwVekerans?;AL the Seous Falls VA Health Care System,.infurmatron on the Department of Veberans Allais, -
Dcarenl of Vekgiais AFSIFS offers a comprehersive... down box. For exam p le, if you
Save This Search Salary: 447,523.00 - 475,376.00 / Per Year Department: Department - g
S kGt GOS0 plsaeyi vt ioge want to see a list of position that
Location(s): berdeen, South Dakota Position Info:  Full Time - P

Oomperod:  wn01aT0 DI Whe iy R et e are closing soon, then select the

Announcement  VHA-438-14-BOW1225473-BU

Numer “Close Date” item; and USAJOBS®
will redo your search.

0 Select the blue guestion mark button for information of that specific area.
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Step 3 — Applying for the open vacancy

# Home . Search lohs My Account 4 Hecource Center

SIGM 1M OR CREATE AM ACCOUNT

USAJOBS

"WORKING WP FOR AMERICAT

Tinda, ar Country Search

Did you imesan: “siouy fallsT VA
You are curreatly searching on:

Keyword: Swux Falls VA Benye

110 3 of 3 results

Advanced Search =

Sarl Ry: |Relevance -
Hidwamcn
Open Dale

Refine Your Resolls By:
Wha May Apply:

oo e Feann

g ATE DYRLEM.. UL U1 T8 DEpartme
Department of Veterans Affairs stters 5 co

mprehensive. .

Salary: $69,497.00 - $90,344.00 / Per Year Department:
> Pay Grade Series & Grade:  G5-0185-12/12 Agency:
Location(s]: Sinu Falls, South Dakota Position Info:

» Job Categories

Open Period: 10/ 2014 to 10142014
Announcement  VHA-438-15-KCB-121155%-BU
» Department and Agency i

» Posting Date

Social Worker (Abardeen CBOC)

You can aluwo: @

Veterars affsirs, Veterans HANth Administration
Full Time - Excepted Service
Who May Apply:  United States Citiens

Close Date

SavAgancy
Job Title
Latven b current Sioux Falls VAHCS =.m.-'w=.55|;“" i

Salary Mactimum

Department OF Vetrrans ANgirs

Once you find the open
vacancy you wish to apply,
click on the name of the

to curent Sioux

position. This will open the
vacancy announcement

waWelerans?; AL the Ssoux Falls VA Health Care Syst twn o the of Vet Allairs, gu o hitp...q
Department of Veterans Affairs sffers 3 comprehensive...
Save This Search Salary: 447,923.00 - $75,376.00 / Per Year Departmant: Drepartment OF Veterans Affsirs
Series & Grade: G5 01850911 Agency: veterans Affairs, Vrterans Health Administratian
Get RSS Fead Location(s): Aberdeen, South Dakota Position Info:  Full Time - Permanent
Open Period: 10/1/2014 to 101 7/2014 Who May Apply:  Urited States Citrens

Edit Search Criteria

Announcement  VHA-438-14-BGW1225473-8U

(shown below).

Number:
e Keyword: © Location:
"WORKINGWFOR AMERICA"

Overview 1( Duties 1( Qualifications & Evaluations “{Beneﬁts 8 Other Info “{ How to Apply I l

Veterans Health
Administration

An Equal Oppartusiy Emplaysr 1

VAcareers.va.gov

Job Title: Project Engineer

Department: Department Of Veterans Affairs

Agency: \Veterans Affairs, Veterans Health Administration

Job Announcement Number )

SALARY RANGE:

OPEN PERIOD:

SERIES & GRADE:
POSITION INFORMATION:
DUTY LOCATIONS:

$69,497.00 to $90,344.00 / Per Year

Monday, September 29, 2014 to Monday, October 20, 2014
G5-0801-12

Full Time - Permanent

1 vacancy in the following location:

Sioux Falls, SD
Applications will be accepted from the following hiring categories:
Current permanent employees of Sioux Falls VAHCS and
permanent Veterans Canteen Service employees, Status eligibles
- current career or career-conditional federal employees with
competitive status, reinstatement eligibles, 30% or more disabled
veterans, Veterans Employment Opportunity Act (VEOA) eligibles,
certain military spouses, persons with disabilities

Options for Applying

View Map

WHO MAY APPLY:

Applicants may apply electronically or by faxing
their application materials. We strongly
encourage applicants to apply electronically. The
process is much easier, more secure, and less
prone to error than faxing materials.

Advanced Search >

(=]
=

Go to section of this Job: Iz‘

Apply Online

Print Preview

Save Job

Share Job
Agency Contact Info

Job Announcement Number:

Control Number:

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.

Fax materials do not have the same image quality, must be manually verified by the OPM
processing center, can become separated from each other, and are more likely include errors
in the Vacancy ldentification Number (meaning the document cannot be matched up with

the announcement).

Status notifications are more limited.

12




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 five parts;

Owverview 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.

Duties

The “Duties” area covers 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 attention to these qualifications as they 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. This section covers material about what documents are required within the
application package to the instruction procedures to how to apply for the vacancy (either
online or by fax). This is the most important area to read prior to starting any
application package!
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Starting the Online Application Process
At the floating window on the right of the announcement, click “Apply Online”

- Keywards @ Location:
USAJOBS e P

TWWORKING W FOR AMERICA”

Adwvanced Search >
Dock
Overview Duties Qualifications & Evaluations Benefits & Other Info How to Apply

Go to section of this Job =1
Veterans Health

_——

[y ———e Apply Online
Job Title: Project Engineer m—
Department: Department Of Veterans Affairs Fint Preview
Agency: Veterans Affairs, Veterans Health Administration
Job Announcement Number: VHA-438-14-BGW1224896-BU = =

Share Job

SALARY RANGE: $60,497.00 to $90,344.00 / Per Year

OPEN PERIOD: Monday, September 29, 2014 to Monday, October 20, 2014 Agency Contact Info

SERIES & GRADE: GS-0801-12 Job Announcement Number:

POSITION INFORMATION: Full Time - Permanent VHA-438-14-BGW1224896-BU

DUTY LOCATIONS: 1 vacancy in the following location:
Sioux Falls, SD  view Map

WHO MAY APPLY: Applications will be accepted from the following hiring categories:
Current permanent employees of Sioux Falls VAHCS and
permanent Veterans Canteen Service employees, Status eligibles
- current career or career-conditional federal employees with
competitive status, reinstatement eligibles, 20% or more disabled
weterans, Veterans Employment Opportunity Act (WEOA) eligibles,
certain military spouses, persons with disabilities

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

Control Number: 382381400

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

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 all required application documents are received by 11:59 p.m. Eastern Time
(ET). by the closing date of any announcement, 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, 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.

Tip:

Review the "How to Apply" section and be sure to follow the specific instructions for that job,
or your application could be considered incomplete and ineligible. Be sure your resume
contains all the information requested in the vacancy announcement.

For announcements open to “Current or Former Federal Employees”, please ensure your
resume contains pay plan, series, grade, start and end dates (including month, day, and
year), hours worked per week, and a detailed description of duties for your Federal
employment.

Determining eligibility or qualifications for these positions is dependent on the above
information, and failure to provide all of this information may result in a finding of ineligible.
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Starting the Online Application Process

When a vacancy of interest is found on USAJOBS®, applicants simply click “Apply Online” to
begin the online application process. If not already signed into your USAJOBS® account, you will

be asked to do so.

The first screen you will see is the one that lists your resumes and any supporting
documents saved within your My Account. Any of these saved documents may be “highlighted”
and “selected” for submission with the current application package you are putting together.

Apply Online

You are applying b the following job:

Job Announcement Humber: Current position announcement number
JobTithe: Open job position title
lrade, Position grade(s)
Department: Department
Agency: Agency
Job Location; Job location
Clasing Date- Closing Date of position Select Résumé
Resume Click on the résumé you wish to submit.
Select one of your stared USAIOBS resumes to send [or first Save Job and Create, Edit, or Upload a resume):
@ Current Resume -
Select Any Supporting Documents
Attachment(s)

Click on the additional documents you wish to

Select one or more of your Saved Documents bo send [or first Save Job and Upload Documents) . su b m it

[ cOVER (Sample-Caver)
[7] DD-214 (Sample-DD214)
[ OF-306 (Sample-0F-306)

gmir}fts‘an;ggﬂ-wwl Click the required boxes to agree with the
- ample-
[0 5550 (Sampl=-6F50) statements (red stars *).

[] TRANSCRIPTS {Sample-Transcripts)

It is important 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.

Chuck the required documents necessary bo apply for this job

Uplaad Additional Doruments b your account

@ Please Hote: Fiekds with an () are ¢ HINT: Please follow these

e Tesume, The selected document includes the information | wish to provide with this application. * i n St ru Cti ons to t ran Sfe r yo ur

L Allery attach d hic information Lo the application. Review or update your demographic information i nfO rm atiO n tO Ap p I i CatiO n

L1 Deertfy, Lo the best of my knowledge and belief, all e information submitted by me with my application for employment & true, complete, and made in good Faith, and
that | |a\-eiruﬂ|fu||y and accurately represented my work xperence, knowledge, sils,abities and education (degrees, accomplishment, ). iderstand thatthe Man ager.
ok i lunderstand that P g my experience or educatian, or providing false or fraudulent Information in or with my
...... b cucishable b fica oc

g
applluhunmayhegluum.s Far nat hiring me e for ﬁnngnlua[luﬁ 1 begin work | sbso understand that False or fraudubent stat

imprisonment (16 US.C. 1007). ¥ | W Clicking on “Apply for this position now” will
e take you to Application Manager to apply for any
open position.

Option: Faxing supporting documents that you are unable to upload

Step 1: Fax all the required documents listed within the vacancy announcement you did not upload
within either “USAJOBS®” to this fax number 1-478-757-3144.
Step 2: Complete the fax cover page http://staffing.opm.gov/pdf/usascover.pdf when faxing your

documents.

Note: Files selected for an application in your USAJOBS “My Account” section automatically transfer to
Application Manager. The applicant can also select files to attach while in Application Manager.

After clicking the “Apply for this Position Now” button, you will be taken to Application Manager to
complete the questionnaire and submit the required application materials to apply for any open
position.
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USAJOBS The transition from USAJOBS® to Application Manager

One moment pleaze. .

W are now bringing you to the system used by the

Veterans Affairs, Veterans Health Administration

to complete your application process. You will be returned to USAJOBS upon completion. If you do not return to USAJOES, please remember to close your web browser for

security.

Your browser should automatically take you there in abaut 15 seconds, ar..

Take me there now

Completing Your Application in Application Manager

Applitation Manager.
e

Welcome to USA Staffing® Application Manager

Click Accept and Procsed to accept the Full Terms and Conditions of Use and continue with the apolication process

Check out our Quick Start Guide.

Accept and Proceed

Full Terms and Conditions of Use

Application Manager powered by USA Staffing® is a U. S. Government information system ta be used only in the
manner authorized. You are authorized to use this system's menus, controls, and features to do any and all of the
following as a job applicant or potential job applicant, subject to any limitations that may be imposed, such as due
dates and or any that a particular be leted personally by the job applicant:

 Prepare, complete, and submit application packages, questionnaires, and other assessments.
o View, print, modify, and save ires and and documents.
« View the status of application packages you have in progress and correspondence addressed to you

You are from or

ing to access this system of records it contains to access information

about anyone who has not given you permission to do so, because the data and documents on this system include
Federal records that contain sensitive information protected by various Federal statutes, including the Privacy Adt, 5

U.SC.§552a.

You are also prohibited from attempting to access, view, upload, change, or delete information on this system in any
manner not consistent with and supported by its own menu oplions and controls, even if that information pertains to
you. You are not permitted to modify the System, deny access 10 the system, accrue system resources for unautherized
use, or otherwise misuse this system, and if you do so, or try to do S0, you may face criminal, civil, of administrative
penalties.

If you use this system, that will be construed to mean you understand and agree to abide by these terms and
constitutes unconditional consent to review, monitor, record, audit, and take action by all authorized government and
Iaw enforcement personnel

l Vacancy ID: 299321

Biographic Information

Eligibility Information

Other Information

Annlication Manager

Assessment Questionnaire

Your information will be

Applicant Name: V4

When in Application Manager, you are
provided full terms and conditions of use
for the Application Manager system.

To move forward with the application
process, applicants must click “Accept and
Proceed.”

Application Manager is used to collect
online application and assessment
information for specific vacancy
announcements.

Where USAJOBS® is the warehouse of
available jobs, Application Manager is the
application process for open positions.

Within the system, the questionnaire is
displayed within the navigation box at
the left of the screen, to guide you
through the application process.

ob Title: Voluntary Services Sp#tialist
nnouncement Number: J#4-09-HA299321 USAJOBS Control Number: 1730335

XAMPLE Change Name

Section 1
pulled out of USAJOBS®. section 2
Section 3
Section 4
Section § Biographic Data
W Section 6 Address
Work City Al
: Section7 Room 131 Please make sure all
s ] 3 A :
o Pl biographical data is
it eUse Documents
Use Standard State Postal Codes. If you live outside the USA, fill in Country - -
- Make 3 Selection- v - Upload Documents CorreCt ThIS IS the
Submit My Answers - o
Work Zin ode ST ATSETE city information pulled from
= View/Print My Answers Y
Kansas City
£u your USAJOBS® account.
Work Telaphone Number \ / State
Use numbers only - no punctuation. Include area code if within United States Use Standard State Postal Codes. If you live outside the USA, fill in Country, leaving State blank
MO v
Extension Zip Code
64106-
A Telephone Number ) )
— Repeat for each section ofithe application:precess:n uni: st
Citizenship v
Are you a citizen of the United States?
®ves
OnNo

Save

Next l

16

Your work is saved when Next or Previous is clicked.



Re-using and Uploading Documents in Application Manager

Section § |

Section & Documents in Application Package for Vacancy:299321 . -

Section? _ h o e | This displays the documents
& - ) : ; submitted from your profile in

elise Documents | | veterara 0

USAJOBS®.

Upiaad Documents

Submit My Answers

View Print My Answers

These documents will be
forwarded automatically when
you click the “Submit” button in

Any documents previously submitted Application Manager

through Application Manager will be listed
under Documents Available for Re-use.

Documents Available for Re-Use

jeIeCt an{ -nl‘lz;:;;ﬂn Document Original File Name Sou
ocuments Package Type Vaca

to submit by =N T Resums zant Rerume. 2385

Checking the Yiaw Resume 2/13/2009 3:23:10 PM Upload Prafassiansl Gll.“&l.).‘.?h:_
bOX neXt tO | Re-Use Selected Documents ] i Hide Selected Documents ] [ UnHide All Documents
each item. = [Chee

The Upload Documents section of
Upload Documents the online application process
provides another opportunity to
submit any additional documents

; that are not within your USAJOBS®
e e account.

Other Informats
Applicant Name: CLARY FRAY

Assessment Questionnaire =
Change Hame
section 1 |

Vacancy 1D: 110114

At the “Upload Document” page, the

section 2 | — ; i
ecins | B Bl system will display the documents
= = that were brought over from the
section T | Upload D: ments .
Laction § 'i..‘f.l.”U'l Incluge prvacy mlarmaton. such a5 Secial Security Mumer, in Ipicaded gocumants USA\]OBS® My ACCOU nt. The Upload
e | |+ suecoommentrse e Document” page allows you to copy
G oy [ [basane e e electronic files (such as a PDF copy
ViWIPHa My ARSwWars 1 Chex Upload Upioad - - -

i Uploaded Documents move Eom Recewved-Pending Virus Scan 1o Processed within 1 hour Of a- transcrlpt) to Appllcatlon

. Famed Documents maylake 2.3 days to appear as Frocessed. Manager. The uploaded fileS Wi” be

Upload successhil.
Bolice to Applicants: Phease ensure rou kiep copies of all documents yeu uploaded of faxed, including your resums, as ad d ed to yo u r pac kag e fo r th at
WEll 5 Ay ROUNICANIoNS Sentio You. They will be deleted rom the System after 3 years of the closmg daie of the

announcement Vacan Cy -

thote: Documents begining with ~% are normaily teporary Bes and the system will not be able 1o process them

T e — e — e | Please follow the on-screen

Mo e (e Wi s | Instructions to upload additional
Covar Lattar 6/21/20124:15100.240 MM Uplead  Recaived-Pandisg Viru Scan Cover Latter.docx d ocuments | nto yo ur ap p I I Catl on.

The “Documents on File” will include all items sent from your USAJOBS® account.

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

Hint: 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. **
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Submit Application

¢ “Application Manager

Vacancy ID: 288321

Bicgraphic Indermanon Job Tithe: Voluntar S
Ligebility Information

User VAEXAUPLED

Announcement Numi 21 USAJOBS Control Humber: 1730338

e || Aoobcantme: 4 e (Change tame] To fully complete the
e Submit iy Answers application process, the
‘::: .I‘.c: ..;.-; o ..:'\ Angwera. provide any requived Supperting Documents and be sure e Acoicadon Packape Sialus pag !':—-‘-',.:"}'-.:::J'! complete applicant mUSt CIiCk the

“Submit My Answers” button.

You must click “Submit My Answers” to apply!

Note: You will receive a warning when 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 your submitted application package will appear.

I Vacancy ID: 112536

| Re-Uze Documents

Upload Documents

Confirmation of your Submission to USA Staffing® Application Manager

# Please be sure to review the How to Apply sectian of the job anneunczmentfar any addiional steps required 1o camplete the application procass. Once you have completed the application requirements, yo
can usually expectto rzceive a nofification of your eligibility 2dher by mail or elecironic email in abaut 2 weeks after the clasing date of the job announcament.

tfyou have guestions conceming this pastion orthe application process, please contact the person listedin the Tuestions?” area at the soflem of the (20 announcement TEST LAMGUAGE 4T THE
CLUSTOMER LEVEL CUSTOMER = HR OFFICE AF

Submission Details

Job Tile: Hurman Resourses Sped alist S l ' C C E S S 1

Job Announicemant Number: 13-112536-Test
vacancy I0Eifcation HumBer {YiNy: 112535

AIOBES Control Mumber, 304741 H H i+
USAIQES COrliC MRSt 04741100 You have successfully applied to this position!
SBubmission Date and Time: 324/2013 &:48:10 PM
Mame: MARY MACH

Aftar you have logged out of Application Manager, f you would llke to return later io che ck the status of this or any other US4 Siaffin ;'g application, access the URL below.
http =:ifmiy.usajobs gowAc count’Login

Felurn o US2 1085

J

\
Click View/Print My Answers \ Click here to return to USAJOBS®
on the Navigation Bar to see
and print your responses.

Tip:
Check the status of your application from the "Application Status" page on USAJOBS®.

Clicking on "More Info" for your application's status will direct you to the Application
Manager system for more detailed information.

Plan ahead and take time to carefully prepare your application.
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Checking the Status of Application Packages
Click on “Application Status” to see the status of all submitted applications.

. Keyword: Aocatiﬂn:

WORKINGWFFOR AMERICA’
Advanced Search

6 My Account IMPORTANT! Application Status jonly available if you submit your resume through USAJOBS using the
"Apply Online" button. Tracking#our application is not possible if your applications have been posted directly to

an agency's website or thrgfh any other job application method outside of your USAJOBS account.

& Profile

Each record will be gfeted 36 months after the Last Application Date. To hide applications you no longer wish

to view, select thgHide link beside the application status. You may want to print this page for future reference.
@ Resumes Click on colu eading to sort by that column.

Notifig#fion Settings
QSaved Searches Notij€ation Alerts enable you to stay informed of changes to your application status.

ect the items that you would like to be notified of via your primary email. You may edit your preferences and

ﬂlnbox ‘unsubscribe at any time.

[ when jobs I have started an application for have closed.

& Saved Jobs

[] When the status of an application I've submitted changes.

To hide applications you no longer wish to view, select the Hide link beside the application status. You may
want to print this page for future reference. Click on column heading to sort by that column.

(& Application Status

View Hidden Applications

Search: Sort By: | —Select-
Showing 1 to 1 of 1 entries Show [10 [=] entries
X | Details
fide  Project Engineer For detailed information regarding your
Job Number: VHA-238-14-BGW1224896-BU Job State: - - - @ - - ']
Pay Plan: S 080112 Close Date: application, click on “more information.
Location: US-South Dakota-Sioux Falls Last Apply:

This will take you to Details page within

S [ ot e Application Manager for more information
More Information... - -
—_— about your application.

Organization: Department Of Veterans Affairs, Veterans Last Status U,

Showing 1 to 1 of 1 entries

]

Application Manager
N ), | *

| Hee W Return to USAIOB

L

Application Package Status: Complete Wlthln Application Manager, the

Job Title: Human Resources Specialist

| Nt i T T oomeae 30 e e Details page provides information
Aopkcant. WAy WA about Assessments, Documents,
| Change My Answers | | Add Do:uments] [ Update Biographic lnfﬁmauan] | Wi /Prng My Ansteers M essag eS y and Appl |Cat|0n Processl n g
Most information below pertains fo the most recent version of your Application Package. (Explain This | Status .

Hotice 1o Appllcal!u‘. Please ensure you HEE'P COFEE! of all documents you lelDﬁﬂEﬂ or laxed, |III:|LIﬂiI\g your resume,
as well as any notifications sant to you, They will be deleted from the system after 3 years of the closing date of the
annouRcement.

Details | ghecklist

Assessments
MName Date Submitted Due Date
Complets Assessment Questionnaire  3/21/2013 4:56:3L PM
REMEMBER:
Documents

— Complete and up-to-date information
L Re-Use Drate . N
m ORI | SSEE | o ede, méiicieg TP RS about the status of your application

Fropaszed REsume USAIDES Test Applicart Resume

pr— Vases e - packages can be found 24 hours a day

Received-Pending

Yiew Propessed Do-214 US&I0BS :5 ‘et Doc H ke 7 H
aE—— — _— et - in your “My Account” section of

04143 FM

T - USAJOBS®.

Messages
Message Type Date Emailed
s Acknowledgement Letter 32172013 4:46:57 PM

Application Processing Status

Status Date Submitted

Complete VEL/2013 15631 FM
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USAJOBS® Mobile Apps

What is the USAJOBS mobile app?

The USAJOBS® mobile app is designed only to be a search companion for
job seekers. App users can search jobs, track application status and connect
to USAJOBS® social media pages while away from their computers. This app
is not meant to replace or act the same as the main website. You cannot
apply for a job using this app.

The mobile application is designed to keep you up-to-date on potential job
opportunities while you’re away from your computer. You can view and
identify opportunities which fit your search criteria.

The mobile application allows you to search with filters, save jobs and view
your application status while you are on-the-go.

Once you return to a computer, you can search and apply for jobs using all
of USAJOBS® functionality to help you find a job...easier.

How do | download the USAJOBS mobile app?

The USAJOBS® mobile application can help you view and identify job opportunities while
you are away from your computer. Download the app, from either the Apple store
(iTunes) or the Google Play store, and stay informed and keep searching for jobs while
you’re “on-the-go.”

What can 1 do on the USAJOBS mobile app?

While you are away from your computer, stay connected to USAJOBS®! The mobile app provides
you the following features to keep you informed:

v' Search Jobs: search through thousands of jobs by using filters such as keywords, location,
job category and agency to find the right opportunity

v' Searches: reflects the saved search criteria you have used to look for jobs of interest. You
can view your current saved searches and create new ones right from your smart phone!

v" Notices: stay informed about your USAJOBS® account and get information on your
application status

v Applies: view a list of applications that you have submitted

<\

Saved Jobs: review the jobs you have saved in your account

v’ Settings: review app settings and set your job searches to show status of positions, saved
search notifications and application status

Tl s:22em

Tl @ s:05em

Refine

%uﬁ 5104 pm
o

USAIC

manager

RN, Nurse manager, Rehabllitat...
USAJOBS Login it O Veterans Affairs

Las Vega: vada;United States;North America 0
| ' b i $72,395.00+
_ Nurse Manager (Emergency Dep...

Department Of Veterans Affairs (5]
MinneapolisMinnesata;Urited States;North Americ,
= $77.194.004
ol i, 1l
Rarved Supervisory Information Techno...
Department OF The Traasury (5]

Atlanta, Geargia;Urited States;North Americs; Florets;
$113.735.00+

b Financial Systems Manager
E nt OF Homeland Security 2

Wasl ton DC Metro Area,District of Columbialne
§123,756.00+

RN - Infection Control Program ...
Department Of Veterans Affairs n

| — s - -
| i
Help Help ;
| i il Your search returned 1230 jobs
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Alternative to Applying Online: Faxing Applications
If you cannot apply online:

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

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

Step 3: Read completely and also print out the vacancy announcement.

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

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 leave an item or questions blank, you do not need to respond to the question.

Step 6: The OPM-1203 FX can also 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.

Faxed documents submitted with missing information will not be processed.
Missing, incomplete, illegible, or invalid Vacancy ldentification Number

Missing, incomplete, or illegible Social Security Number or Name

It is recommended all characters be written in all capital letters and printed neatly.
Do not write on or outside the boxes.

Do not use special characters.

Use the following example as shown below.

ABCIDIEIFIGHITINIK[LIMIN[OP|Q RS
of\2[3Mslenf8[d] W™ S o

VVVVVYYVY

Where to Find Help

£ Home Search Jobs My Accou

USAJOBS RESOURCE CENTER Search

Res e Center

Main Page
USAJOBS Resource Center

Seek Advice on the following topics

* Federal Occupations

You may visit USAJOBS® Resource .
Center where you can find tutorials for w7

using different areas of USAJOBS® and L
information about Federal Employment, :
applying for Federal jobs, Veterans’ USAIOBE FAG

information, and other areas to assist Eiimecnm ape:yevac mslims: ateapmored A, s ikl omspen iy Aknit Bpyeitiios:
you within the application process. R

= Simply click Top Ten FAQ to find our list of most frequently asked quastions, or search for answers by a

What's New at USAJOBS

particular topic below.

Categories (Select one of the options below).

= Job Search
= Mobile Apps

= More General Information
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http://www.opm.gov/forms/pdfimage/opm1203fx.pdf

VA Defining

near | EXCELLENCE
CARE | in the 21st Century

Additional Sources of Information

USAJOBS

"WORKING W FOR AMERICA"

Federal Government job search database

http://www.usajobs.gov/

Search for Jobs
Create Resumes
Upload Documents

Veterans Health
Administration

VAcareers.va.gov

VA Careers web site

http://www.vacareers.va.gov/index.asp

The VA Careers web site is dedicated to
recruiting the finest healthcare employees to
care for our Veterans.

Sioux Falls VA Health Care System

Sioux Falls Human Resources web site

http://www.siouxfalls.va.gov/careers/index.asp

“VA Job Applications and Forms” section
Additional information on the job process
Link to Sioux Falls open positions

Sioux Falls VA Health Care System

Human Resource Management Service
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