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COMMON HIRING PROGRAM CATEGORY DEFINITIONS 
Please refer to the following information in determining whether you meet the "Who May Apply" and/or "Area of Consideration" sections of our listed job opportunity announcements. You will be asked to submit supporting documentation noted for each category prior to any final job offer being made. In some cases, documentation will be required at the time of application. Please refer to announcements for specific information. 
	Interagency Career Transition Assistance Program Eligible (ICTAP) 

	If you are a displaced civilian employee from a non-Department of Defense (DoD) Federal agency, you may be entitled to receive special priority selection under ICTAP. To receive consideration under this program, you must apply on a position within the same commuting area from which you are being displaced and be rated well qualified.  

To receive this priority consideration you must:  

1. Be a displaced employee from a non-DoD Federal agency. The following categories of candidates are considered displaced employees:  

a) Current or former career or career-conditional (tenure group I or II) competitive service employees who: (1) Have received a specific reduction in force (RIF) separation notice; or (2) Were separated because of a compensable injury, and whose compensation has been terminated, and whose former agency certifies that it is unable to place you; or (3) Have retired with a disability and whose disability annuity has been or is being terminated; or (4) Upon receipt of a RIF separation notice retired on the effective date of the RIF and who submit a Standard Form 50 that indicates "Retirement in lieu of RIF"; or (5) Have retired under the discontinued service retirement option; or (6) Have received a notice of proposed removal or was separated because he/she declined a transfer of function or directed reassignment to another commuting area; or 

b) Former Military Reserve or National Guard Technicians who are receiving a special Office of Personnel Management (OPM) disability retirement annuity under section 8337 (h), or 8456 of Title 5 United States Code.  

Supporting documentation: 

1a) A RIF separation notice; OR  

1b) A notice of proposed removal for declining a directed reassignment or transfer of function to another commuting area; OR 

1c) An SF-50 showing that you were separated as a result of RIF or declination of a transfer of function or directed reassignment outside the commuting area; OR  

1d) Official certification from an agency stating that it cannot place you and that your injury compensation has been or is being terminated; OR 

1e) Official notification from Office of Personnel Management that your disability annuity has been or is being terminated; OR 

1f) Official notification from the Military Department or National Guard Bureau that you have retired under 5 U.S.C. 8337 (h) or 8456; AND 

2. A copy of your last performance appraisal. Applicants who are eligible due to compensable injury or disability retirement need not submit a performance appraisal.  

· Be applying for a position at or below the grade level of the position from which you have been or are being separated. The position must not have a greater promotion potential than the position from which you are or were separated.  

· Have a current (or last) performance rating of record of at least fully successful or equivalent.  

· Occupy or being displaced from a position in the same local commuting area of the position for which you are requesting priority consideration.  

· File your application by the announcement closing date and meet all the application criteria.  

· Be rated well-qualified for the position. Well-qualified candidates are those who identify in their resume that they possess a majority of the knowledge, skills, and abilities (KSAs) identified for the position as described in the announcement information.  
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VETERANS' PREFERENCE

Since the time of the Civil War, Veterans of the Armed Forces have been given some degree of preference in
appointments to Federal jobs. Recognizing that sacrifices are made by those serving in the Armed Forces, Congress
enacted laws to prevent veterans seeking Federal employment from being penalized because of the time spent in
military service.

By law, veterans who are disabled or who served on active duty in the Armed Forces during certain specified time
periods or in military campaigns are entitled to preference over non-veterans both in hiring from competitive lists of
eligibles and in retention during reductions in force.

Preference does not have as its goal the placement of a veteran in every vacant Federal job; this would be
incompatible with the merit principle of public employment. Nor does it apply to promotions or other in-service actions.
However, preference does provide a uniform method by which special consideration is given to qualified veterans
seeking Federal employment.

Preference applies in hiring from civil service examinations, for most excepted service jobs, and when agencies make
temporary appaintments or use delegated examining authorities from the U. S. Office of Personnel Management.

General Requirements for Preference

Tobe entitled to preference, a veteran must meet the eligibility requirements in section 2108 of title 5, United States
Code. This means that:

. An honorable or general discharge is necessary.

. Military retirees at the rank of major, lieutenant commander, or higher are not eligible for preference unless
they are disabled veterans.

. Guard and Reserve active duty for training purposes does not qualify for preference.
. \When applying for Federal jobs, eligible veterans should claim preference on their application or resume.

Applicants claiming 10-point preference must complete form SF-15, Application for 10-Paint Veteran
Preference. The SF-15 is available online at: http:/fwww.opm.gov/forms/odf fill/SF15.pdf .

TYPES OF PREFERENCE:

5-Paint Preference

Five paints are added to the passing examination score of a veteran who served:
. During the period December 7, 1941, to July 1, 1955; or

. For more than 180 consecutive days, any part of which occurred after January 31, 1955, and before October
15, 1976; or
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. For more than 180 consecutive days, any part of which occurred during the period beginning September 11,

2001, and ending on the date prescribed by Presidential proclamation or by law as the last day of Operation
Iraqj Freedom; or

. During the Gulf War from August 2, 1990 through January 2, 1992; or

. In a campaign or expedition for which a campaign medal has been authorized, including El Salvador,
Grenada, Haiti, Lebanon, Panama, Somalia, Southwest Asia, Bosnia, and the Global War on Terrorism.

Medal holders and Gulf War veterans who enlisted after September 7, 1980, or entered on active duty on or after
October 14, 1982, must have served continuously for 24 months or the full period called or ordered to active duty. The
service requirement does not apply to veterans with compensable service-connected disabilties, or to veterans
separated for disability in the line of duty, or for hardship.

10-Point Preference
Ten points are added to the passing examination score of:

. A veteran who served any time and who (1) has a present service-connected disability or (2) is receiving
compensation, disability retirement benefits, or pension from the military or the Department of Veterans Affairs.
Individuals who received a Purple Heart qualify as disabled veterans.

. An unmarried spouse of certain deceased veterans, a spouse of a veteran unable to work because of a
service-connected disability, and

. a mother of a veteran who died in service or who is permanently and totally disabled.
PREFERENCE IN EXAMINATION

Veterans meeting the criteria for preference and who are found eligible (achieve a score of 70 or higher either by a
written examination or an evaluation of their experience and education) have 5 or 10 points added to their numerical
ratings depending on the nature of their preference. For scientific and professional positions in grade GS-9 or higher,
names of all eligibles are listed in order of ratings, augmented by veteran preference, if any. For all other positions, the
names of 10-point preference eligibles who have a compensable, service-connected disability of 10 percent or more
are placed ahead of the names of all other eligibles on a given register. The names of other 10-point preference
eligibles, 5-paint preference eligibles, and non-veterans are listed in order of their numerical ratings.

Entitlement to veterans' preference does not guarantee a job. There are many ways an agency can fill a vacancy other
than by appaintment from a list of eligibles.

FILING APPLICATIONS AFTER EXAMINATIONS HAVE CLOSED

A10-paint preference eligible may file an application at any time for any positions for which a non-temporary
appointment has been made from a competitive list of eligibles within the past 3 years.

In addition, a person who is unable to file for an open competitive examination because of miltary service may file after
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the closing date. In either of the above situations, the veteran should contact the agency that announced the position
for further information.

POSITIONS FOR PREFERENCE ELIGIBLES ONLY

Certain examinations are open only to preference eligibles as long as such applicants are available. These are
custodian, guard, elevator operator and messenger.

SPECIAL COMPLAINT PROCEDURES FOR VETERANS

Veterans who believe that they have not been accorded the preference to which they are entitled may file a complaint
with the U. S. Department of Labor's Veterans Employment and Training Service (VETS).

The Department of Labor's Office of the Assistant Secretary for Palicy and Veterans' Employment and Training Service
developed an "expert system" to help veterans receive the preferences to which they are entitled. Two versions of this
system are currently available, both of which, help the veterans determine the type of preference to which they are
entitled, the benefits associated with the preference and the steps necessary tofile a complaint due to the failure of a
Federal Agency to provide those benefits. The Internet address for the veterans' preference program is

http: fwww.dol.govielawsfvetspref.htm. (State Employment Service Offices have veteran representatives available to
assist veterans in gaining access to this information.)

DISABLED VETERANS AND OTHER VETERAN OPPORTUNITIES

Any disabled veteran can contact the Department of Veterans Affairs, Vocational Rehabilitation and Employment
Offices for information on veterans’ benefits and related employment services. Certain veterans may also be
considered under special hiring programs for disabled veterans with disability ratings of 30% or more or Vietnam
Era Veteran Readjustment Act opportunities. Federal agencies have the authority, by law, to give noncompetitive
appointments to any veteran who has a service-connected disability of 30% or more. Like the VRA, this authority
is discretionary with the agency.

WHO IS ELIGIBLE?
Tobe eligible, you must be a disabled veteran who has a compensable service-connected disability of 30% or more.
The disability must be officially documented by the Department of Defense or the Department of Veterans Affairs.

GRADE LEVEL OF JOBS THAT CAN BE FILLED
This authority covers all grade levels and occupations.

REASONABLE WORKPLACE ACCOMMODATIONS
Sometimes it may be necessary or advisable for Federal hiring officials to make "a reasonable workplace
accommodation,"if requested, in either the duties of the job, or where and how job tasks are performed.

The Department of Defense (DoD) established Computer/Electronic Accommodations Program (CAP) to
eliminate employment barriers for employees with disabilities. CAP serves as the government’s centrally funded
program to provide assistive technology and services free of charge to Federal agencies that have a partnership
agreement with CAP. CAP provides accommodations to individuals who are blind, have low vision, are deaf, hard
of hearing, or have a dexterity, communication, cognitive, or leaming disability.
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Examples of workplace reasonable accommodation include:
- Providing interpreters, readers, or other personal assistance.
Modifying job duties.
Restructuring work sites.
Providing flexible work schedules or work sites.
Obtaining accessible technology or other workplace adaptive equipment.

Such forms of accommodation make it easier to successfully perform the duties of the position. CAP supports
Federal employees throughout the employment lifecycle, including; recruitment, placement, promotion, and
retention of people with disabilities. In an effort to make the Federal government a model employer for peaple
with disabilties, it is important that you contact CAP to work together to provide real solutions for real needs.

Additional information on Veterans’ Preference is located at http:/iwww.opm.goviveterans/index.asp
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FEDERAL JOB LISTINGS
Official Office of Personnel Management
www.usajobs.opm.gov/ 
USAJobs

www.usajobs.com 
Federal Job Search (commercial site)
www.federaljobsearch.com 
Air Force Civilian Personnel

www.afpc.randolph.af.mil 
Army Civilian Personnel

www.cpol.army.mil 
Navy Civilian Personnel

https://chart.donhr.navy.mil/
FEDERAL JOB SEARCH
www.federaljobsearch.com (Great geographic search; free e-mails!)
www.fedjobs.com (Great database searches; free e-mails!)

FEDERAL PERSONNEL INFORMATION
www.fedguide.com (Get answers to federal employment questions)
HOMELAND SECURITY JOB AND/OR CAREER INFORMATION
APHIS (Animal Plant Health Inspection Service)
www.aphis.usda.gov 
Army Civilian Jobs
www.cpol.army.mil 
BCBP (Bureau of Customs and Border Protection)
Formerly known as Border Patrol
www.customs.ustreas.gov/xp/cgov/careers/
BCIS (Bureau of Citizenship and Immigration Services)
Formerly known as Immigration and Naturalization Service (INS)
www.uscis.gov/portal/site/uscis 

CDC (Centers for Disease Control and Prevention)
Training and employment opportunities

www.cdc.gov/train.htm 
CIA (Central Intelligence Agency)
Analyst and clandestine jobs

https://www.cia.gov/careers/index.html 
Coast Guard's Civilian Jobs
https://dothr.ost.dot.gov/Employment_Opportunities/employment_opportunities.html  
Customs
www.customs.gov/xp/cgov/careers/customs_careers 
DLA/DCMA (Defense Logistics Agency/Defense Contract Management Agency)
www.hr.dla.mil/prospective/apply/
DISA (Defense Investigative Service Agency)
Job openings

http://jobopps.disa.mil/scripts/odbic.exe/resume_guide.html 
DTRA (Defense Threat Reduction Agency)
www.dtra.mil 
Civilian openings

www.dtra.mil/be/employment_opp/index.cfm  
DHS (Department of Homeland Security)
www.dhs.gov/dhspublic/index.jsp 
http://www.usajobs.gov/homeland.asp  
DOJ (Department of Justice)
www.justice.gov/06employment/index.html 
Justice job openings

www.justice.gov/06employment/06_1.html 
USAJOBS

www.usajobs.opm.gov/a9dj.htm 
Department of Justice, Immigration, and Naturalization Service
Many Border Patrol Agents are being recruited for U.S. borders
www.justice.gov/06employment/index.html 
FBI, DEA, Border Patrol Agents, U.S. Marshal, Federal Bureau of Prisons
DON (Department of the Navy)
https://chart.donhr.navy.mil/
DOT (Department of Transportation)
Security screener qualifications
http://jobs.faa.gov/SecurityScreeningRequirements.htm 
EPA (Environmental Protection Agency)
www.epa.gov/ 
FAA (Federal Aviation Administration)
http://www.faa.gov/jobs/ 

FBI (Federal Bureau of Investigation)
www.fbijobs.com 
FBI Non-Paid Academy

www.fbi.gov/employment/academy.htm 
FEMA (Federal Emergency Management Agency)

Emergency management and disaster jobs

www.fema.gov/career/index.jsp 
HHS (Department of Health and Human Services)
www.hhs.gov/jobs/ 
NASA (National Aeronautics and Space Administration)
www.nasajobs.nasa.gov/ 
NIH (National Institutes of Health)
www.jobs.nih.gov/ 
NIST (National Institute of Standards and Technology)
www.nist.gov/public_affairs/employment.htm 
NRC (Nuclear Regulatory Commission)
www.nrc.gov/about-nrc/employment/nrcareers.html 
NSA (National Security Agency)
http://www.nsa.gov/careers/index.cfm 
PHS (Public Health Service)
www.usphs.gov/applynow/searchJobs.aspx  
Secret Service

www.secretservice.gov/opportunities.shtml 
USAJOBS

www.usajobs.opm.gov/a9usss.htm 
TSA (Transportation Security Administration)

www.tsa.gov/join/index.shtm  
USACE (U.S. Army Corps of Engineers)
www.usace.army.mil 
www.hq.usace.army.mil/cehr/index.htm 
USGS (U.S. Geological Survey)
www.usgs.gov/ohr 

FEDERAL PAY AND BENEFITS
Salary schedules: http://www.usajobs.gov/B5A.asp 
Federal benefits: www.usajobs.opm.gov/EI61.htm 
Outstanding Scholar program for students: www.usajobs.opm.gov/EI22.htm 

EXCELLENT FEDERAL EMPLOYMENT AND AGENCY WEB SITES
Sign up for free e-mails featuring new information on what's new in the federal government
www.govexec.com 
www.fendonline.com 
GOVERNMENT JOBS FOR STUDENTS
www.studentjobs.gov 
Okinawa Sites

MCB CHRO

www.mcbbutler.usmc.mil 
MCCS HRO

www.mccsokinawa.com 
Air Force CPO

www.kadena.af.mil 
18th Services HRO
www.18services.com 
MISCELLANEOUS SITES

Federal Jobs by College Major: www.usajobs.opm.gov/EI23.htm  

Federal Employment Information for People with Disabilities www.opm.gov/disability/  

Senior Executive Service Job Information: www.opm.gov/ses/ 


FEDERAL JOBS AND GOVERNMENT INFORMATION

The White House: www.whitehouse.gov/ 

FirstGov: www.firstgov.gov/ (a Web site where you can find most government service and program information)


Welcome to the USAJOBS Search Jobs tutorial!
Take a moment and go through this tutorial to learn how to search for open job announcements within the federal government.

	Step
	Action

	1.  
	What is Search Jobs? 
USAJOBS is the official jobsite for the federal government. Use Search Jobs to narrow the thousands of federal job announcements down to only the ones applicable to you!

	2.  
	Let's Start!
To begin, click the Search Jobs button.

[image: image6.png]SEARCH JOBS






 

[image: image7.png]A UsAI085
| Fle Edr vew Favortss Tods b

US SS” USATIOBS is the official job site of the United States Federal Government.
I¢= your ane-stop saurce for Federal jobs and employment information, /g
54

“WORKING WFOR AMERICA

HOME | SEARCHJOBS | MYUSAJOBS | FORMS

VETERANS
rewsrding Federal Career!

(_SEARCH JOBS ) (_CREATE ARESUME )
Explore the 15,621 Federal  Create and store a
jobs in the USAJOBS resume for applying to
database Federal jobs.

ta explare.

JOB FAIRS (520" 2ot View our schedule of events

Pt GO NEW TO USAJOBS? Click here
You may be the person we |your career in the U.S.

Working togather to arellookinof oy Government starts here!

Sunranias yourfoture, We MY

protect the retirement PEGC iHabla Espafiol? Para saber

million Amencan worksrs més de las oportunidades de

in mare than CAREER INTERESTS CENTER | empleo, iniciativas, y

py—————— - novedades.

Tnternet




	Step
	Action

	3.  
	Job Search Page:
On the Job Search page, enter criteria to identify the positions for which you are looking. The more specific you are with your criteria, the more targeted your results will be.

	4.  
	USAJOB Searches:
There are several ways to search through USAJOBS.

In this example we will go through the Basic Search; however, the following searches are also available:

- Agency Search

- Series Search

- Advanced Search

- Senior Executive Search

	5.  
	Agency Search:
Use the Agency Search to search only for job announcements within selected federal government agencies.

	6.  
	Series Search:
Federal occupations are grouped into series that are given a numerical code for identification. Use the Series Search to search by those codes.

	7.  
	Advanced Search:

Use the Advanced Search to search using a combination of specialized search criteria, including series and agency criteria.

	8.  
	Senior Executive Search:
Senior Executives administer public programs at the top levels of the federal government. Use Senior Executive Search to search for high-level executive job announcements.

	9.  
	Information Icon:

Notice the information icons located throughout the USAJOBS search process. Click these icons to bring up additional information.

	10.  
	Keyword Search:
Enter job titles and descriptions you would like to see into the Keyword Search field.

Keywords are words and phrases that describe your educational and professional experiences and skills. Type in various keywords to maximize your chances of retrieving job announcements that most accurately match your search.

	11.  
	Keyword Search:
For tips on using keywords, click More Tips.

	12.  
	Location Search: 

Select locations inside the Location Search box by clicking on your choices. For multiple selections, hold down the CTRL key (the Command key for Macs). 

You can select as many locations for each search as necessary.
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	Step
	Action

	13.  
	Job Category Search:
The Job Category selection allows you to target job announcements that are within the areas you wish to work. If you have no industry preference, you can choose Select all.

Select categories inside the Category Search box by clicking on your choices. 

Select as many Job Categories as necessary. For multiple selections, hold down the CTRL key (the Command key for Macs) while clicking selections.

	14.  
	Salary Range:

Type your desired salary into the Salary Range fields to search for job announcements based on compensation.

Note: The actual salary that an agency offers will depend on your qualifications.
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	Step
	Action

	15.  
	Applicant Eligibility:
Choose the selection that matches you. This information will enable USAJOBS to show you the jobs that are relevant to you.

	16.  
	Sort Results By:

Your list of matching jobs can either be sorted by date posted or by their key word relevance. Choose your preferred sorting method. 

	17.  
	View Description:
Your list of matching jobs can be listed in either a detailed view or a brief view. Choose your preferred view. 

Note: If you are unsure of which view to select, don’t worry. You can always switch views in the search results if you change your mind.

	18.  
	Let's Take a Look!

To view the results of your search criteria, click Search for Jobs.
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	19.  
	Search Results:
According to the tally shown on this page, there are 49 job announcements that match your criteria.

	20.  
	Refine Search:

To narrow your search further, type additional keywords into the provided field and click Refine.

	21.  
	New Search:

To start a fresh search, click the New Search link.

	22.  
	Search Agents:

If you have a USAJOBS account, you can save your search as a Search Agent. These agents automatically retrieve jobs matching your criteria and e-mail the results to you at a time period you select.To save a search, click Go.  


	23.  
	Detailed View:
The Detailed View displays the first couple of lines of the job description, job type, job status, and salary information. This view allows you to make a better decision on whether a job interests you enough to want to read its entire description. 

	24.  
	Changing Views:

To change views, click the Brief link.

	25.  
	Brief View:

The Brief view displays date, job title, company name, and general location.

	26.  
	View a Job Announcement:

To view any of the job announcements, click the Job Title.

	27.  
	Job Announcements:

The Job Announcement is the job description. Scroll through the posting to determine whether this is the right job for you!

	28.  
	Job Posting Information:
The job posting information is broken into logical sections. Be sure to read through the Major Duties and Qualifications Required before applying to a position.

	29.  
	Apply Online:

Do you qualify?

If you would like to apply online using your USAJOBS résumé, click the Apply Online link.

	30.  
	Print:

Create a hard-copy of your job announcement for your files by clicking the Print button.

	31.  
	Email a Friend:

Is your friend perfect for this position? Click Email a Friend to send him/her the job announcement!



	32.  
	Send Mail:

If the job announcement does not have an Apply Online link, you can apply to any job via postal mail. Write down the information available here to send a letter to your prospective employer.



	33.  
	Questions:

If you have any questions concerning this job announcement, contact the individual listed here.
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HOW TO CREATE AN ACCOUNT

Welcome to USAJOBS!
Take a moment and go through this tutorial to learn about your USAJOBS account.

	Step
	Action

	1.  
	What Is My USAJOBS Account?
My USAJOBS Account is your personal homepage on USAJOBS. Use this page to access your account profile, résumés, job search agents, and cover letters. 

You can modify any of your information as often needed.

	2.  
	Let's Start!

To begin, click the MY USAJOBS button near the top of the screen.
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	Step
	Action

	3.  
	Decision: Do you already have a username and password?

· Yes, I have a username and password.
Go to step 4 on page 14
· No, I do not have a username or password.
Go to step 13 on page 3

	4.  
	Log In:
Type your username and password into the provided fields. 

Click Log Me In when you are finished.

	5.  
	Your USAJOBS Account:

Let's look at some of the features that are available to you!

	6.  
	Search Jobs:
Once you create a résumé, you can search for jobs using your account. This enables you to attach your résumé to a posting each time you apply online!

	7.  
	My Résumés:

Create up to five searchable online résumés!

To create an online USAJOBS résumé, click Create a New Résumé.

	8.  
	My Job Search Agents:

Create up to five Job Search Agents!

A Job Search Agent is an automatic job hunter. Tell the agent what to look for, and it retrieves a list of jobs that match your criteria!

To create an agent, click Create New Agent.

	9.  
	My Letters:

Create up to five online cover letters!

To create a cover letter, click Create New Letter.

	10.  
	Account Profile:

Change your personal information through the Account Profile!

Click Click here to update your account information.



	11.  
	Log Out: 
When you are ready to leave the USAJOBS site, click Log Out.

	12.  
	Thank you for participating in this USAJOBS tutorial.

To learn how to create résumés, agents, and letters, check out additional tutorials!

End of Procedure. Remaining steps apply to other paths.

	13.  
	Become a My USAJOBS Member:

If you are new to USAJOBS, you do not have a username or password. To create one, click Create your account now!

[image: image14.png]Create your account now!
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	Step
	Action

	14.  
	Create a New Career Center Account:

To create a new account, you are asked to complete a short form. Type your information into the provided fields.

Note: Fields marked with a red asterisk ( * ) are required.

	15.  
	Username and Password:

You need to come up with both a Username and Password. You will use these to log into your account each time you visit USAJOBS. 

Note: Your username should be unique and something that you can remember. Also use a password that you can easily remember and write it down. 

	16.  
	Password Question:

The Password Question is not required. It is a good idea to create one in case you forget your username or password.

Note: If you select any question from the PASSWORD QUESTION menu you must complete the YOUR ANSWER field.
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	Step
	Action

	17.  
	Are you a U.S. Citizen?
Specify whether you are a U.S. Citizen or not by using the toggle buttons. If you are not a U.S. citizen, you must enter your country of citizenship in the field below. 

Note: Most federal jobs require United States citizenship.
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	Step
	Action

	18.  
	Veterans’ Preference:
By law, veterans who are disabled or who served on active duty in the Armed Forces during certain specified time periods are entitled to preference over nonveterans.

If you have veterans’ preference, choose the most appropriate choice. Otherwise, select No.

	19.  
	Submit:

When you are ready, click Submit.

	20.  
	Your USAJOBS Account:

When you submit your form, you are automatically logged into your USAJOBS account.

Let's review the features available to you!

Go to step 6 on page 14


 

Welcome to the new USAJOBS Résumé Builder tutorial in text format
	At any time during the résumé-building process, you can preview your résumé.  The new résumé builder has changed from a 16-page process to a 4-page process.  We now only ask you to enter the information that’s most relevant to federal recruiters.

	You can choose to make your personal information confidential.  This will hide your contact information and current employer if you choose to make your résumé searchable.


 

[image: image19.png]Edt

View

Favortes  Tools Help

Resume Builder |

1. Getting Started
2/ Experience
3 Related Information
4. Fiishing Up

Preview
your Resume
a5 you buid it

PLEASE NOTE: your
Social Security Number
is required Information for
government use and s only
available to authorized
Federal personnel,

Learn more!

TIP: Creating a new
resume! Wondering what
Federal recruiters will see?
View a sample resume
before creating your own.
Take a look!

& Clicktoseea
Sample Resume

(e seareea ) Experience. ) _Rsiisd information .. iishing Up

PLEASE NOTE:

s withan asteisk () re required filds. Gl o the @) atr achttefor mora Information

Confidentiaity @

Select confidential to hide your contact information, current job, and references from recruiters
performing resurme searches. Leai more

& Non-Confidential © Confidential

Candidate Tnformation @

Mot fyour resume iscorfidantial, thi information will not b isible o racruitrs performing resum searohes.
Leam more,

* Name your resume whatis iy
* First Name

Middle Name

* Last Name

Wit equired?

* Home Address

Home Address 2

ity Town

* State/Provi

ce St — =

* PostalZIP Code

* Country United States <]

* Email

+ [owyemene =]

Evenig e =]





	In the getting started section, you’ll be asked to enter your profile information.
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	If you have ever been a federal employee, answering “yes to the Federal Employee Information Section will expand a new section where you can enter this information.


	The second tab is for recording your Experience and Education.
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	Salary is not a required field, but many federal recruiters may want to know the salary history of applicants.
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	You can manually type in the résumé builder, or you can cut and paste from an existing document.
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	You may edit or delete Work Experience at any time.

	You can continue adding more work experience or continue on to the next section.


 

[image: image27.png]A USAJobs Resume Builder - Microsoft Internet Explorer =18 x|

[l e von Fats Took teb |

nce®) Related Information ) _Finishing Up J=—

PLEASE NOTE: el wih n asersk () ae required iads.  Clck o the @) after each e for more Information.

. Getting Started | “Exp
Resume Builder

. Geting Started
2. Experience

b mrraien | Work Experience @

©Finising Up Mot yout rsume i onfcetial, work expaience wih a end date ofpresent wil ot b visbe o reantes

peroming resume searhes. Leatn moe.

— * Employer Name

jour Resume

:W * Employer CityTown
* Employer State/Province  [#uizons
* Job Title I
* Start Date Jenwary =] [2004 =]
* End Date Presert =] [2004 =] -

Salary fs00,000 UsD v [Per vear v

Average Hours per week

May we contact your € Yes CNo
supervisor?

© Yes & No

Is this a Federal Posi

* Duties, Accomplishments and Related Skills

=
I |
(max. 3000 characters)
4 ADD WORK EXPERIENCE
Employer Nare City/State_ Job Title Start Mo. Yt End Mo, Yr.
American Corporation  Anytown 5 Prograrn Manager Jan Jan 02004 /R

—Oor

I I have no relevant work experience.





 

[image: image28.png]A USAJobs Resume Builder - Microsoft Internet Explorer

[ Fie et vew Fovortes Toos Help

=181

Resume Builder

. Geting Started
2. Experience
3 Related Information
4 Finishing Up

Preview
your Resume
a5 you buid it

Geting st )T et iormaton ) riniing Up =

PLEASE NOTE: el wih n asersk () ae required iads.  Clck o the @) after each e for more Information.

Work Experience @

Note: I your resume is corfidartial wok experience with an end date of ‘present will not be visible to recruters
performing fesume searches. Leain more
* Employer Name. [united Corporation

* Employer

Town [arytown

* Employer State/Province [Comectiout

* Job Title [Progrem Assistant

* Start Date ey =] [2002 2]

* End Date Decemver =] [2004 =]
Salary 5000 [0 =] [Fervew =]

Average Hours per week [z

May we contact your CYes CNo
supervisor?
Is this a Federal Posi CYes @ No
* Duties, Accomplishments and Related Skills
Completed projects as assigned for Progrem A =

Programs Used: Internet, Ewail, Microsoft Office]

(max. 3,000 characters)

4 ADD WORK EXPERIENCE

Employer Nare City/State_ Job Title Start Mo. Yt End Mo, Yr.
American Corporation  Anytown 5 Prograrn Manager Jan Jan 02004 /R

—Oor

I I have no relevant work experience.





	After entering your work experience, you’ll need to enter your education background.
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	As in the Work Experience section, the information entered is added to your list. You Can continue to add more education or continue to the next section.
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	Information on the relevant information tab may be required for different jobs. Check each job announcement for specific instructions.

	By adding your references in advance, you will save time later on when applying for positions.
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< ADD AFFILIATION

Professionl Publications &

Enter any professional publications in the space provided
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* Organization Name
* ffiliation/Role

< ADD AFFILIATION

Professionl Publications @

Enter any professional publications in the space provided

Additional Tnformation @

Supplemental Information
Use this secton o include supplemental information requested in  speci jab announcement,such 2 responses to
Knowledges, Skils, and Ablfies (KSA). Be sur to review each job announcement to determine i additonal

infarmation i tauested. Submision of yout resume wihout including requested supplemental information may not

mest application requirements.

(max, 22,000 characters)
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Professionl Publications @

Enter any professional publications in the space provided

Additional Tnformation @

Supplemental Information
Use this secton o include supplemental information requested in  speci jab announcement,such 2 responses to
Knowledges, Skils, and Ablfies (KSA). Be sur to review each job announcement to determine i additonal

infarmation i tauested. Submision of yout resume wihout including requested supplemental information may not

mest application requirements.

(max, 22,000 characters)
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	Enter any publications in which your work has appeared.

	The Additional Information section has been expanded from 3,000 to 22,000 characters to accommodate KSAs requirements. Check each job announcement for specifics. 
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Nota: Including thisinformation wll provide recnuites with addiional detai on the ype of positon you are sesking. It
will not xclude yout resume fiom oonsideration

What type of work will you be willing to accept?

2 Permanent ™ Temporary I Term I~ Intermittent
I™ Detail I™ Ternporary Promation I~ Summer I™ Seasonal
I™ Federal Career Intern I™ Student Career Experience

What type of work schedule will you be willing to accept?

 Full Time ¥ Part Time I shift Work
I intermittent 1 Job Share

Desired Locations @

Note: Inluding this information wil provide recruiters with additional detail on the type of position
49U are saeking. Tt wil not exclude your resume from considaration.

Please select the Target Location(s) you are willng to work in
(For multiple locations, hold doun the key (PC) or key (Mac) 5 you select)

Choose State then Locale(s) Click arrow to add ¢x to delete)
oS Az Frizons ~Tamon
labama Flagstsff LN
Hioska Proens ol
Caiforria =
Colorad =

Show lacatians for this region
United States | Africa | Asia | Europe | North America | South America | Australia

Caribbean and Central America | Middle East

(Gaenevious) (saveronuarends) ( wext )





	This information is only used for federal recruiters searching for candidates in USAJOBS.

	Again, this information is only used for federal recruiters searching for candidates in USAJOBS.

	You can select multiple work schedules if desired.

	This information is only used for federal recruiters searching for candidates in USAJOBS.
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	Quality counts! Be sure to spell-check your résumé. 
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(g seLLcHECK

Make Searchable @
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ACTIVATE RESUME () )

—or

Keep your resume hidden during resume searches by saving for later. To make changes to
your resume, click Manage Resurmes on your My USAIOBS homepage

SAVE FOR LATER )

(@)





	Correct any errors, if necessary.
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	By activating your résumé, it will become searchable to recruiters looking to fill positions.

	You may also save your résumé inside your account without making it searchable by recruiters.


 

HOW TO VIEW ANNOUNCEMENTS AND APPLY FOR JOBS

Welcome to the USAJOBS Search Jobs tutorial! 
Take a moment and go through this tutorial to learn how to view job announcements and apply to jobs online.

	Step
	Action

	1.  
	What is a Job Announcement?
The Job Announcement contains complete details for the open position. Scroll through the posting to determine whether a posting is the right job for you!

	2.  
	Let's Start!
To view any of the job announcements, click the Job Title.
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T¥5 your ane-stop source for Faderal jobs and employment information.

"WORKING FOR AMERICA'

PR T PRIVACY POLICY | HELP T SHETIAP
HOME | SEARCHJOBS | MYUSAJOBS | FORMS

Refine Search with Add

[Training Refine

[ New Search ]

Save this search and email me jobs o

Jobs 1 to 49 of 49 Show Jobs Opening: [l Jobs <

Sort: Opening Date | Relevance view: Brief | Detailed
Opening
o Job Title Agency Location

Jan 23, 2004 TRAINING AND CURRICULUM SPECIALIST  Air Force US-NV-LAS
Personnel  VEGAS NEVADA
Center INC

Jan 23, 2004 TRAINING SPECIALIST Veterans US-MIN-
Affairs, Minneapalis
Veterans
Health
Administration

Jan 20, 2004 TRAINING SPECIALIST Mine Safety  US-CO-DENVER,

andHealth O
Administration

Jan 15, 2004 GUIDANCE COUNSELOR Field Operating US-CO-HQ FT
Office CARSON DPTM

Tnternet




	Step
	Action

	3.  
	Job Announcement:
Some of the job announcements can be quite lengthy, but all the information listed is important to the open position.

Scan the job announcement for details that help you decide whether you are qualified.
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	Step
	Action

	4.  
	Job Posting Information:

The job posting information is broken down into logical sections. Be sure to read through the Specialized Experience and Education required before applying to a position.

	5.  
	Application Information:

Find information regarding how to apply to a job at the bottom of each announcement. Some features available to you include the Apply Online, Print, and Email a Friend links.

Note: Not all job announcements have an Apply Online link. Many positions do currently include a link to federal agency sites to apply online for positions.

	6.  
	Print:

Create a hard copy of your job announcement for your files by clicking the Print button.

	7.  
	Email a Friend:

Is your friend perfect for this position? Click Email a Friend to send him/her the job announcement!

	8.  
	Send Mail:

If the job announcement does not have an Apply Online link, you can apply to any job via postal mail. Write down the information available here to send a letter to your prospective employer.

	9.  
	Questions:

If you have any questions concerning this job announcement, contact the agency listed here.

	10.  
	Related Job Links:

Not all job announcements offer the ability to apply online through USAJOBS. For those that do not, be on the lookout for a Related Job Link. Click the Related Job Links to visit an agency site where you can most likely apply online.
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	Step
	Action

	11.  
	Job-Related Links:
Job-related sites will vary according to agency and location. When you open a job related site, look for employment opportunities and apply as instructed.

Note: You may need to create an account and a résumé to apply for positions on agency sites. We are working to integrate the application process to make USAJOBS the single place to apply for all federal positions.

	12.  
	Apply Online via USAJOBS:

Let's find a job that has an Apply Online link!
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	Step
	Action

	13.  
	Apply Online Link:
If an Apply Online link is available, it will always appear at the bottom of the job announcement to the left of the print and e-mail buttons.

	14.  
	Job Announcement Information:

Be sure to read the job announcement and follow all instructions when applying for a position. Many positions require submitting additional forms. Incomplete applications may not be accepted.

	15.  
	Do you qualify?

If you would like to apply to a job announcement online using your USAJOBS resume, click the Apply Online link.
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	Step
	Action

	16.  
	Cover Letter:
To attach one of your saved Cover Letters to your résumé, select one from the listbox.

Note: Many federal agencies do not require or accept cover letters. Review the job announcement for application instructions.


 

	Step
	Action

	17.  
	Your Résumé:

Your Résumé is automatically selected. If you have more than one résumé, you would be able to select the most appropriate one here.

	18.  
	Apply:

When you are ready, click Apply for this position now!
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	Step
	Action

	19.  
	Search Again:

To conduct a new search and apply for more jobs, click the Click here to search again link.

	20.  
	Track Applications:

To track your applications online, click the Click here to track your job applications with us link.

	21.  
	Job Application History:

Use your Job Application History page to view jobs to which you have applied and to track your application status. USAJOBS shows all applications that have occurred within the past 18 months.

Note: The Status will update based on your movement through each organization's recruitment process.


 

USING THE JOB SEARCH AGENT

Welcome to the USAJOBS My Job Search Agents tutorial!

Take a moment and go through this tutorial to learn how to create and manage your Job Search Agents.

	Step
	Action

	1.  
	What is a USAJOB Agent?

If you have a USAJOBS account, you can create up to five Job Search Agents. These agents automatically retrieve jobs matching your criteria and email the results to you at a time period you select.

	2.  
	Let's Start!

To begin, click the My USAJOBS button.
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	Step
	Action

	3.  
	Log In:

You must be a USAJOBS member to create job search agents. Type your username and password into the provided fields.

Click Log Me In when you are finished.

[image: image53.png]Log Me In!





Note: If you do not have a USAJOBS account, sign up for free today! Simply click Create your account now!

	4.  
	My Job Search Agents:

To create a Search Agent, click Create New Agent.
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	Step
	Action

	5.  
	Create Job Search Agents:

To create an agent, you need to select a series of job search criteria.

Complete the Job Search Agent form to the best of your ability. Keep in mind that the fields marked with a red asterisk ( * ) are required.

	6.  
	Job Locations:

Select the Locations in which you are willing to work. You can select as many locations as necessary.

	7.  
	Job Categories:

Select all the Job Categories in which you are willing to work

	8.  
	Occupational Series:

Do you know your desired Occupational Series? Refine your search by selecting it from the menu box.
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	Step
	Action

	9.  
	Agencies:
If you want to limit your job search to specific agencies, select them using this menu box.

	10.  
	Salary Range:

Type your desired salary into the Salary Range fields to search for job announcements based on compensation.

Note: The actual salary that an agency offers will depend on your qualifications.

	11.  
	Senior Executive:

Looking for a Senior Executive position? Mark this checkbox to search for high-level executive job announcements.

	12.  
	Applicant Eligibility:

Choose the selection that matches you. This information enables USAJOBS to show you the jobs that match your experience.

	13.  
	E-mail Notification:

How often do you want to receive e-mail notification?

Your selection determines when you will receive e-mails in the mail account stored in your USAJOBS account profile.

	14.  
	Position Type:

Select the type of position you prefer.

Note: You may select both Part-Time and Full-Time.

	15.  
	Search Keywords:

Type job titles and descriptions into the Search Keywords field. Keywords are words and phrases that describe your educational and professional experiences and skills. Type in various keywords to maximize your chances of retrieving job announcements that are right for you.

Note: Keywords can also include job title, pay plan, occupation code, and/or appointment term.



	16.  
	Agent Title:

Type an Agent Title that describes the type of job announcements your agent will retrieve. Be specific in order to distinguish between agents if you create more than one.

	17.  
	Save Agent:

When you are ready, click Save Agent.
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	Step
	Action

	18.  
	Manage Job Search Agents:

The Current Job Search Agents page shows a list of agent titles and the dates and times each was originally created.

Manage your Job Search Agents through the view, edit, and delete functions.

	19.  
	View Job Search Agents:

The View function runs job searches based on the agent criteria. To run a search, click the View link.
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	Step
	Action

	20.  
	Edit Job Search Agents:

To make a change in your Job Search Agent criteria, click Edit.
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	Step
	Action

	21.  
	Delete Job Search Agents:

Is your job search agent irrelevant? Click Delete to permanently remove an agent from your USAJOBS account.

	22.  
	Thank you for participating in this USAJOBS tutorial!

To learn how to create résumés and letters, check out our other tutorials!
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YOUR HIRING PROGRAM CATEGORY IS…. �






IF YOU MEET THE BELOW DEFINITION(S). You may be eligible for more than one. �
�
Current Permanent �



You are eligible for this hiring category if you are a current, permanent competitive service civilian �
�
Federal Civilian �
employee of any Federal agency. �
�
Employee �
Note: You may check your competitive service status by viewing your latest Notification of Personnel Action, SF-50, Block 34, Position Occupied.  If you are currently working on a temporary or term appointment for the Federal Government, you are NOT eligible for this hiring category. Supporting documentation: Copy of your most recent Notification of Personnel Action, SF-50.  �
�



Current Permanent Department of Defense (DoD) Civilian Employee �



You are eligible for this hiring category and the hiring category of Current Permanent Federal Civilian if you work as a current, permanent competitive service civilian employee of any of the following Department of Defense (DoD) agencies: • U.S. Navy • U.S. Marine Corps • Department of the Army • Department of the Air Force  • Other Department of Defense Agency (e.g., WHS, DLA, DFAS, DISA, DODDS, Defense Commissary, etc.)  Note: You may check your competitive service status by viewing your latest Notification of Personnel Action, SF-50, Block 34, Position Occupied.  If you are currently working on a temporary or term appointment or are an applicant serving on active duty in the U.S. military service in any of the above agencies, you are NOT eligible for this hiring category. Supporting documentation: Copy of your most recent Notification of Personnel Action, SF-50.   �
�



Reinstatement Eligible �



You are eligible for this hiring category if you: • Are a former Federal employee who previously attained career status in the competitive service (identified as Tenure I on block 24 of your last SF-50, Notification of Personnel Action), or • Are a former Federal employee with veterans' preference who previously attained career-conditional status in the competitive service (identified as Tenure II on block 24 of your last SF-50, Notification of Personnel Action), or  • Are a former Federal career-conditional employee in the competitive service (identified as Tenure II on block 24 of your last SF-50, Notification of Personnel Action) without veterans' preference who separated from Government service within the past three years.  Supporting documentation: Copy of your most recent Notification of Personnel Action, SF-50.   �
�



Executive Order 12721 Eligible �



You are eligible for this hiring category if you worked overseas as an appropriated fund Federal employee while a family member of a civilian, non-appropriated fund, or uniformed service member serving overseas, for an accumulated total of 52 weeks and received a fully successful (pass) or better performance appraisal. This appointment eligibility is effective for a period of three years following the date of return from overseas to the United States to reassume residence.  Supporting documentation: (1) A copy of a Notification of Personnel Action, SF-50 showing completion of 52 weeks of creditable overseas service; AND, (2) A copy of your most recent annual performance appraisal; AND, (3) A copy of your Permanent Change of Station Orders used to return you to the United States.    �
�









Postal Service/Peace �



Applicants who are one of the following: �
�
Corps and Other Unique Authorities �
Postal Career Service/Postal Rate Commission - Eligible when serving under an appointment without time limitation, successfully completed a probationary period, and has no break in service. �
�
�
VISTA/ACTION Volunteer - Eligible within one year of having completed 12 months of community volunteer service under the Peace Corps Act or as a VISTA volunteer under the Economic Opportunity Act of 1964 or the Domestic Volunteer Service Act of 1973. Peace Corps - Eligible within three years after serving at not less than 36 months without a break in service of three days or more of continuous service under the Peace Corps. Foreign Service Officers and Employees - Present or former career officer or employee of the Foreign Service, appointed under authority of the Foreign Service Act of 1946, as amended. Commissioned Corps of the Public Health Service - Eligible within three years after returning from overseas if at least 52 weeks of service in an appropriated fund position were completed. National Oceanic and Atmospheric Administration - Eligible within three years after returning from overseas if at least 52 weeks of service in an appropriated fund position were completed. Panama Canal Commission - Eligible after at least one year of continuous employment under non-temporary appointment in the Panama Canal Commission located in the United States. General Accounting Office - Eligible upon completion of one year of continuous service on a non-temporary appointment that began on or after one Oct 80. Administrative Office of the U.S. Courts - Current/former employees are eligible with completion of at least one year of continuous service under non-temporary appointment. Employees appointed to high level positions under 28 U.S.C. 603 or a position of confidential or policy-making nature is not eligible under this authority. Supporting documentation: Proof of employment from appropriate agency. �
�
Spouse of Relocating �
Applicants who are spouses of relocating active duty military members or DoD civilian employees may �
�
Military Member or DoD �
apply to job announcements regardless of information listed under the Who May Apply section during �
�
Civilian - Appointable �
the 30 days preceding through the six months following their sponsor's relocation to the activity's commuting area. To be eligible, spouses must meet another hiring category specified in this table (e.g., VRA, reinstatement eligible, etc.).   Please enter the date of sponsor relocation and the location of the new duty station in the Others block under Additional Information of My Resume. Supporting documentation: A copy of sponsor's Permanent Change of Station order or copy of your most recent Notification of Personnel Action, SF-50.   �
�
Military Spouse �



If you do not meet any other hiring categories, and are the spouse of an active duty military member, �
�
Preference Eligible  -�
then you may still be eligible for Military Spouse Preference (MSP). To be eligible you:  �
�
No Status �
• Must have been married to your military sponsor prior to reporting to the new duty assignment, and  • Must have accompanied your military sponsor on a permanent change in station (PCS) move, and  • The position for which you are applying must be within the commuting area of your military sponsor's new permanent duty station.  • Please enter the date of sponsor relocation and the location of the new duty station in the Others block under Additional Information of My Resume. Supporting Documents:  Be prepared to submit a statement requesting MSP and a copy of military sponsor's PCS orders.    


�
�
Interchange Agreement �
You are eligible for this hiring category if you are a current non-appropriated fund (NAF), Defense �
�
(NAF, DCIPS, etc.) �
Civilian Intelligence Personnel System (DCIPS) or other Interchange Agreement eligible employee who served continuously for at least one year under a permanent appointment, OR Former Interchange Agreement eligible (e.g., NAF, DCIPS, etc.) employee who served under an appointment described above, and who were involuntarily separated within the past year without personal cause (i.e., not because of unacceptable conduct or performance). For further information and a list of other Federal agencies that are under Interchange Agreements, please check www.opm.gov/employ/html/sroa2.asp Supporting documentation: Copy(ies) of applicable personnel actions verifying the above criteria.   �
�












Veterans' Recruitment Appointment and/or 30% or More Disabled Veteran �



Veterans' Recruitment Appointment (VRA):  You may be eligible for this appointing authority if you are a: • disabled veteran; or, • veteran who served on active duty in the Armed Forces during a war or in a campaign or expedition for which you received an authorized campaign or expedition badge or medal; or, • veteran who, while serving on active duty in the Armed Forces, participated in a United States military operation for which you were awarded an Armed Forces Service Medal (AFSM); or, • veteran who have separated from active service within the last three years.  NOTE:  The highest grade level you may be appointed under this authority is GS-11 or equivalent. See www.usajobs.opm.gov/ei4.asp for additional information. Supporting documentation: DD-214(s) showing type of discharge.  You may request copies of your military personnel records online at vetrecs.archives.gov/. Additionally, veterans claiming 10-point veterans' preference will need an Application for 10-Point Veteran Preference, SF-15, and applicable supporting documents as noted on the form.  To obtain a copy of SF-15, go to www.opm.gov/forms/pdf_fill/SF15.pdf. 


�
�
�
30% or More Disabled Veteran: Individuals who have retired from active military service with a disability rating of 30% or more; or, who have an official statement, dated 1991 or later, from the Department of Veterans Affairs or from a branch of the Armed Forces certifying as having a compensable service-connected disability of 30% or more.  Supporting documentation: DD-214(s) showing type of discharge.  You may request copies of your military personnel records online at vetrecs.archives.gov/. Additionally, veterans will need an Application for 10-Point Veteran Preference, SF-15, and applicable supporting documents as noted on the form. To obtain a copy of SF-15, go to www.opm.gov/forms/pdf_fill/SF15.pdf. Veterans' preference information may be located on web sites such as www.opm.gov or www.dol.gov/elaws/vets/vetpref/choice.htm. �
�



Veterans' Employment Opportunity Act Eligible �
You are eligible for this hiring category if you are a preference eligible or a veteran who separated from the Armed Forces under honorable conditions after substantially completing an initial 3-year term of active service. Supporting documentation: DD-214(s) showing length of active duty service and type of discharge.   You may request copies of your military personnel records online at vetrecs.archives.gov/. Additionally, veterans claiming 10-point veterans' preference will need an Application for 10-Point Veteran Preference, SF-15, and applicable supporting documents as noted on the form. To obtain a copy of SF-15, go to www.opm.gov/forms/pdf_fill/SF15.pdf. Note: Veterans' preference information may be located on web sites such as www.opm.gov or www.dol.gov/elaws/vets/vetpref/choice.htm. 


�
�



Persons with Disability �
You are eligible for this hiring category if you are an individual with mental retardation, a severe physical disability, or a psychiatric impairment which has been certified by a licensed medical professional, vocational rehabilitation specialist or any other Federal, State or District of Columbia agency that issues or provides disability benefits.   Supporting documentation: Documentation in the form of letters, records or statements issued from a licensed medical professional, vocational rehabilitation specialist or any other Federal or State agency that issues or provides disability benefits.  Certification of job readiness may also be requested.   


�
�



Current Student �
You are eligible for this hiring category if you are a full or part-time student enrolled in high school, vocational institution, college, or university. Supporting documentation: Proof of enrollment. 


�
�
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