Module 5—Federal Government Job Search and Application
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	Note to the Facilitator:
The topic of federal job search and application is very complex, in that each federal hiring agency has its own Web site with the possibility of slight differences in the procedures for searching for and applying to jobs. The U.S. Office of Personnel Management’s USAJOBS Web site is the clearinghouse of all federal government jobs and, as such, it serves as the standard-bearer for how to search for and apply to all federal government jobs. Using the USAJOBS Web site and associated tutorials during this class provides a walkthrough that will greatly enhance understanding and retention for participants. If a computer and projector are available, access the USAJOBS Web site to demonstrate resources referenced in the appropriate section of the module.  



	Goals and Objectives
At the conclusion of this module, participants will: 

· Know about eligibility requirements for federal government jobs
· Know how and where to look for federal government jobs

· Know how to apply online for federal government jobs

· Have learned how to construct a federal résumé and identify knowledge, skills, and abilities (KSAs) 
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Content Topics
· Federal Government Job Search

· Hiring Categories

· Veteran and Spouse Preferences
· Online Application Process

· Federal Government Job Application

· Reviewing a Vacancy Announcement

· Federal Résumés, OF-612, and Other Application Forms

· Identifying KSAs




	Participant Handouts
· Hiring Categories

· Veterans’ Preference
· Federal Job Listing Web sites
· How to Search for Federal Government Jobs
· How to Create an Account
· Resume Builder tutorial
· How to View Announcements and Apply for Jobs
· Using the Job Search Agent
· Schedule of CRMC workshops*

*Developed and maintained locally


	Facilitator’s Tools

· Chart paper
· Markers
Optional Tools
· Mil-Skills Translator™ offered by TAOnline at http://www.taonline.com/mosdot/
· Military Occupational Classification (MOC) Skills Translator offered by O*NET at http://online.onetcenter.org/crosswalk/
· Copy of VMET (Verification of Military Experience and Training), DD Form 2586
· Encourage active-duty participants to obtain prior to attending the workshop and bring them
· Work done by participants in the Identifying Transferable Skills section of the Job-Search Strategies class, for inclusion where appropriate in the federal résumé and/or KSAs



	Slide 1: Introduction and Learning Objectives
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	Focus: Introduce the topic

Employment with the federal government is an attractive option for many Marines, Sailors, and their family members. 
Knowing how and where to find information about these jobs and how to apply for them can be a challenge…one that this class will help you meet.

In this class, you will:
· Learn how to look for jobs with the federal government

· Learn more about hiring categories

· Understand veteran and spouse preferences

· Learn how to apply for a federal government job, including filling out federal government job applications

· Learn how to construct knowledge, skills, and abilities (KSAs) statements
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	Slide 2: How Federal Government Jobs Are Filled
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	Focus: Where to find information on federal government employment and background information on how jobs are filled 
The best place to obtain information about federal government jobs and the hiring process is USAJOBS.gov, the official job Web site of the U.S. federal government.  It's your one-stop source for federal jobs and employment information.
How does the federal government fill job vacancies?
· The Office of Personnel Management (OPM) is responsible for everything having to do with the entire process.
· Many federal agencies fill their jobs like private industry by allowing applicants to contact the agency directly for job information and application processing. 
· While the process is similar, there are significant differences due to the many laws, executive orders, and regulations that govern federal employment. 

Many years ago, applicants who passed the civil service exam were placed on standing registers of eligibles maintained by OPM. In addition, applicants had to complete a standard federal employment application form, the SF-171, to apply for all jobs. 
Today:
· OPM no longer maintains registers of eligibles. 
· Applicants can mail or fax their résumé, or apply online using their résumé in My USAJOBS.

· An optional application for federal employment, the OF-612, is also available for those who do not have a résumé.
· Job seekers do not need a rating from OPM to enable them to apply for nonclerical vacancies. 
· Only a few positions require a written test.
· The SF-171 is obsolete. 
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	Slide 3: Classes of Jobs
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	Focus: Federal government job classifications
There are two classes of jobs in the federal government: 

· Competitive service jobs are under OPM's jurisdiction.
· These jobs are subject to the civil service laws passed by Congress, laws that ensure that applicants and employees receive fair and equal treatment in the hiring process. They give selecting officials broad authority to review more than one applicant source before determining the best-qualified candidate based on job-related criteria. 

· A basic principle of federal employment is that all candidates must meet the qualification requirements for the position for which they receive an appointment.

· Excepted service agencies set their own qualification requirements. 

· These agencies are not subject to the appointment, pay, and classification rules in Title 5, United States Code. 

· They are subject to veterans' preference. 

· Some federal agencies, such as the Federal Bureau of Investigation (FBI) and the Central Intelligence Agency (CIA), have only excepted service positions. 

· Other agencies may have some divisions or even specific jobs that may be excepted from civil service procedures. 

· Positions may be in the excepted service by law, by executive order, or by action of OPM. 
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	Slide 4: Eligibility for Federal Government Employment
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	Focus: Who is eligible to apply 

This handout provides details on who is eligible for employment with the federal government.


[image: image10.wmf]Provide the Hiring Categories handout.
I’ll summarize and highlight the main points that apply to veterans and military spouses.
In filling competitive service jobs, agencies can generally choose from among three groups of candidates:

1. A competitive list of eligibles 

· This record lists the applicants (in rank order) who meet the qualification requirements for a specific vacancy announcement. 

2. A list of eligibles who have civil service status 

· This list consists of applicants who are eligible for noncompetitive movement within the competitive service. 

· These individuals presently or previously served under career-type appointments in the competitive service. 

· They are selected under agency merit promotion procedures and can receive an appointment by promotion, reassignment, transfer, or reinstatement. 

3. A list of eligibles who qualify for a special noncompetitive appointing authority established by law or executive order. 

· Examples of special noncompetitive appointing authorities include the Veterans' Readjustment Appointment (VRA), the special authority for 30% or more of disabled veterans, and the Peace Corps.

Agencies in the competitive service are required by law and OPM regulation to post vacancies with OPM whenever they are seeking candidates from outside their own workforce for positions lasting more than 120 days. 
· Agency, in this context, means the parent agency (e.g., Treasury, not the Internal Revenue Service).
· These vacancies are posted on OPM's USAJOBS Web site.

· Excepted agencies are not required to post their job announcements in USAJOBS. You must go to their Web sites to learn about their job opportunities.
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	Slide 5: Veterans’ Preference for Employment
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Note to the facilitator:
If a computer and projector are available, access the USAJOBS.gov Web site to demonstrate these resources.


	Focus: Eligibility of veterans for employment with the federal government 

Veterans' Preference
· Recognizes the economic loss suffered by citizens who have served their country in uniform in times of strife,
· Restores veterans to a favorable competitive position for government employment, and
· Acknowledges the larger obligation owed to disabled veterans.
Historically, Congress has reserved preference for those who were either disabled, served in combat areas, or served during certain periods of time.  

How do you determine your veterans’ preference category?

· Use the Veterans’ Preferences handout from the Veterans Employment and Training Service.
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[image: image15.wmf]Provide the Veterans’ Preferences handout.
· Use the Veterans’ Preference Advisor at http://www.dol.gov/elaws/vets/vetpref/choice.htm.
· Select “Determine your eligibility for Veterans’ Preference in hiring” to determine preferences.
· Use the Veterans’ Information Guide at http://www.opm.gov/veterans/html/vetguide.aspfor detailed information.
· Veterans information is also available at the http://jobsearch.usajobs.gov/veteranscenter/section of the USAJOBS.gov Web site.
Don’t forget that you can come into the CRMC and use the resources there, and that help is available from CRMC staff.
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	Slide 6: Spouse Employment
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	Focus: Information to help military spouses with federal employment eligibility, benefits, and application
What if you are a military spouse? Are there benefits and preferences available for you as well? If so, how does it work?
Military Spouse Preference
· Applicants who are spouses of relocating active-duty military members or DoD civilian employees may apply to job announcements regardless of the information listed under the “Who May Apply” section during 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 (VRA, reinstatement eligible, etc.).
· When applying, military spouses must be sure to enter the date of sponsor relocation and the location of the new duty station in the “Others” block under “Additional Information of My Resume.”
· As supporting documentation, you will also need a copy of your sponsor's Permanent Change of Station order or a copy of your most recent Notification of Personnel Action (SF-50), if applicable.
[image: image18.wmf] Next slide



	Slide 7: Where to Locate Federal Government jobs
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Note to the facilitator: 

Have participants review the list and provide an opportunity to ask any questions. If Internet access and a projector are available, customize the class by visiting various Web sites listed in the handout, then search for jobs.  


	Focus: Where to locate federal government jobs
Okay, we’ve covered some background information on employment with the federal government, including who is eligible to apply.

Let’s look at the best places to find federal government job openings. Here is a list of Web sites where you can find federal government jobs by agency. 
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[image: image21.wmf]Provide the Federal Job Listings Web Sites handout.
Also included in the handout are Web sites for more information about other topics related to federal government employment.
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	Slide 8: How to Search for a Federal Government Job
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Note to the facilitator: 

If Internet access and a projector are available, customize the class by visiting the Web sites to access the tutorial.  

Have participants review the tutorial and ask questions if needed.


	Focus: The job-search process
Now that you know where to look for federal government jobs, be sure to use the excellent tutorial on the USAJOBS Web site that takes you through the step-by-step process of how to search for federal government jobs. You can access the tutorial at http://www.usajobs.gov/firsttimers.asp or use this handout.
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[image: image25.wmf]Provide the How to Search for Federal Government Jobs handout.
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	Slide 9: How to Apply for a Federal Government Job: Creating an Account
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Note to the facilitator: 

If Internet access and a projector are available, customize the class by visiting the Web sites to access the tutorial.  

Have participants review the tutorial and ask questions if needed.


	Focus: Creating an account
Now that we know how to locate federal government jobs, we’ll look at resources to begin the application process, the first of which is creating an account on the USAJOBS Web site, which also includes creating your federal résumé.
The How to Create an Account handout provides detailed instructions.
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[image: image29.wmf]Provide the How to Create an Account handout.
Take a look at the steps in the handout. We will cover step 7, “Creating a Resume,” next, after reviewing all the steps in creating an account.
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	Slide 10: Building Your Federal Résumé 
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Note to the facilitator: 

If Internet access and a projector are available, customize the class by visiting the Web sites to access the tutorial.  

Have participants review the tutorial and ask questions if needed.


	Focus: How to create a federal résumé on the USAJOBS Web site
Federal government agencies have varying and unique application procedures to meet their hiring needs. 

One application format may be acceptable for one agency and not another. 

In the past, this proved to be frustrating for job seekers applying to multiple positions.
In an effort to drive the federal hiring process toward a universal application format, OPM gathered together several agencies from around the government to create one résumé format that would include all of the crucial data required for federal application.

The resulting product was the USAJOBS Resume Builder. The USAJOBS Resume Builder allows you to create one uniform résumé that provides all of the information required by government agencies. 
· Instead of creating multiple résumés in different formats, you can build your résumé once and be ready for all job opportunities.
· Although it is recommended that you use the USAJOBS Resume Builder, you can use an existing résumé or the OF-612 form to apply for jobs.

· The OF-612 form and information on how to fill it out are available by selecting the “Forms” tab on the main page of the USAJOBS Web site.

Use this Resume Builder tutorial, from the USAJOBS Web site, as a step-by-step guide in developing your federal résumé.
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[image: image33.wmf]Provide the Resume Builder Tutorial handout.
Review the tutorial and let me know if you have any questions.  We’ll cover tips on how to make your résumé and KSAs competitive next. 
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	Slide 11: Résumé and KSA Tips
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	Focus: Tips for creating a federal résumé and identifying KSAs
Next we will talk about tips on how to make your résumé and KSAs stand out.

First, if you need help writing a résumé for jobs outside of the federal government, consider attending the Résumé and Cover Letters class listed in this Schedule of CRMC Workshops.

[image: image36.wmf]Provide the Schedule of CRMC Workshops handout.
In the Résumé and Cover Letters class, you will learn how to utilize resources to help inventory your work history, particularly how to transfer descriptions of military jobs into civilian terminology. The following resources, in particular, will be of use in helping with the process:

· Mil-Skills Translator™ offered by TAOnline at http://www.taonline.com/mosdot/  

· Military Occupational Classification (MOC) Skills Translator offered by O*NET at http://online.onetcenter.org/crosswalk/
· Copy of VMET (Verification of Military Experience and Training), DD Form 2586
Pay attention to keywords.
· Stop and think about which keywords you need to add.
· You could be the most qualified person for the position, but you could be lost in a sea of applicants without the right keywords.

Study job announcements. This is the best way to determine important keywords. 
· Review several job announcements and their questions for your ideal position. The jobs don't have to be in your geographic target area. 
· Find skills, experience, education, and other credentials important in your field. You will probably find keywords frequently mentioned by different agencies. 
· Focus on the "requirements," "skills," or "qualifications" sections of job ads, and look for “buzzwords” and desirable credentials for your ideal job.
Remember:

· Just one keyword can have tremendous power and deliver a huge message.
· A single keyword communicates multiple skills and qualifications.
For example, when a recruiter reads the keyword "analyst," he or she might assume that you have experience in collecting data, evaluating effectiveness, and researching and developing new processes.



	Slide 11: Résumé and KSA Tips (continued)
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	Focus: Tips for creating a federal résumé and identifying KSAs (continued)
Be concise. 
· Don't confuse telling your story with creating your autobiography. 
· Recruiters are inundated with applications and are faced with weeding out the good from the bad. 

· As a result, they quickly skim through submissions and eliminate candidates who clearly are not qualified. 
· Your application needs to pass this skim test. Look at your résumé and/or KSAs and ask yourself:
· Can a hiring manager see my main credentials within 10 to 15 seconds?
· Does critical information jump off the page?
· Do I effectively sell myself on the top quarter of the first page?

Sell yourself.
· Because applications are quickly skimmed during the first pass, it is crucial that your résumé and KSAs get right to work selling your credentials.
· Your key selling points need to be prominently displayed at the top of the first page of the résumé and directly address each question asked in the KSA section.
· For example, if an advanced degree is an important qualification, it shouldn't be buried at the end of a four-page résumé. 
· If a KSA question asks about your writing ability, immediately detail your writing experience.

Be judicious.
· Take care in ensuring that your résumé does not include every single detail from your background and that KSAs only address the question at hand. 



	Slide 11: Résumé and KSA Tips (continued)
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	Focus: Tips for creating a federal résumé and identifying KSAs (continued)
Use numbers to highlight your accomplishments.
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           Ask participants: “If you were a recruiter looking at a résumé or an answer to a KSA, which of the following entries would impress you more?”
· Wrote news releases.

· Wrote 25 news releases in a three week period under daily deadlines.

Clearly the second statement carries more weight. Why? Because it uses numbers to quantify the writer's accomplishment, giving it a context that helps the interviewer understand the degree of difficulty involved in the task. 
Numbers are powerful résumé tools that help your accomplishments draw the attention they deserve from prospective employers. With just a little thought, you can find effective ways to quantify your successes on your résumé. Some good examples are where you have:

· Saved, earned, and managed money; 
· Saved time;
· Done things more efficiently; and/or
· Met deadlines.
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	Slide 12: How to View Announcements
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Note to the facilitator:
Have participants review steps 1 through 11 in the tutorial and ask questions if needed. If Internet access and a projector are available, customize the class by visiting the Web sites to access the tutorial, then demonstrate the process of viewing a job announcement.


	Focus: Viewing federal government job announcements
Now that we’ve learned how to create a federal résumé and answer KSAs, let’s go over how to view job announcements.  This tutorial from the USAJOBS Web site is a very useful resource to take you through the steps of viewing job announcements.
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[image: image42.wmf]Provide the How to View Announcements and Apply for Jobs handout.
Review steps 1 through 11, then stop. We’ll cover the remainder of the steps, on applying for jobs on the USAJOBS Web site, next.
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	Slide 13: Applying for Jobs Online
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Note to the facilitator:
Have participants review steps 12 through 21 in the tutorial and ask questions if needed. If Internet access and a projector are available, customize the class by visiting the Web sites to access the tutorial, then demonstrate the process of applying for a federal government job online.


	Focus: Applying for federal government jobs online
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Review steps 12 through 21, which provide details on how to apply for federal government jobs directly from the USAJOBS Web site.
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	Slide 14: Using the Job Search Agent
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Note to the facilitator:
Have participants review the tutorial and ask questions if needed. If Internet access and a projector are available, customize the class by visiting the Web sites to set up a Job Search Agent for  participants.  

	Focus: How to set up and use the Job Search Agent feature  

An additional job-search resource available on the USAJOBS Web site is the Job Search Agent, which was referred to in step 8 of the How to Create an Account handout.
This helpful feature allows you to identify the types of jobs and locations for employment you are interested in. The job agent will search the database of jobs for matches, and will also notify you when future jobs are posted that match your profile.
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[image: image49.wmf]Provide the Using the Job Search Agent handout.
Refer to the Using the Job Search Agent handout for step-by-step instructions on how to set up and personalize the Job Search Agent. 
Please take a moment to review the handout.


           Ask participants: “Does anyone have any questions about how to use the Job Search Agent?”
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	Slide 15: Summary and Lessons Learned
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	Focus: Wrap-up

Let’s take a moment to review what we have accomplished today. We have:

· Learned about eligibility requirements for federal government jobs

· Learned how and where to look for federal government jobs

· Learned how to apply for federal government jobs using the online federal résumé
· Discussed tips on how to construct a federal résumé and KSAs 

Please take a moment to list three things you learned in this module that will help your federal government job search efforts be more productive and successful.

END OF MODULE
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