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Overview

 How to search for a job

 Resume Building

 Application process

 What to expect



Job Search

 You can modify your searches by using the filter section on the right 

side of the screen.



Job Search

Each vacancy will be linked to a hiring path. You can use these to determine if you would meet the 

Area of Consideration. ** read full announcement for any further defined Areas of Consideration.

USAJOBS Job Announcement



About the position

You will want to review the information on the announcement before you get started.



Qualifications

 Max Rank for position

 Compatible AFSC/MOS (Although not disqualifying factor, applicant 
must be able to obtain it.)

 General and Specialized Experience. Any special 
certifications/licenses required

 Education Requirements



Questionnaire

This link will show you the full online assessment questionnaire. You can use 

this to tailor your resume and ensure you have provided full justification.



Example of 

assessment 

questionnaire



Building your Resume



Building your resume

 You may use your own format, or utilize USAJOBS to create your 

resume.

 Name and contact information ( a good day time phone number 
and email address).

 Work experience: Employer, location, position title, start and end 

date, average hours worked per week, responsibilities and 

accomplishments. It is optional to include your Supervisor’s name 

and contact information.



Be Concise

 Provide as much detail as possible, but be concise. Wordy or 

irrelevant information will only confuse the reader. 

 When tailoring your resume, delete education or experiences that 

do not relate to the position.

 Do not assume the reader is familiar with organizations in your 

resume. 

 Provide context when appropriate, and avoid acronyms. Omit 

unnecessary details.



Education

 Schools attended, degrees obtained

 Include basic information about all schools attended and 

coursework completed.

 If you wish to substitute education for experience to qualify for a 

job, you must include the information about coursework in your 

resume. To ensure that you receive appropriate credit for your 

academic credentials, you should provide as much information as 

possible.

 You MUST submit your transcripts in order to receive credit for your 
education. (Pay attention to the vacancy announcement, you may 

be required to submit an official transcript.)



Additional information

 Include any classes, seminars, coursework, certifications, or trainings 

you have completed that relates to your professional development 
and the position description.

 Highlight any leadership role and volunteer experience you may 

have had, to the extent that it relates to the job description.

 You may wish to touch on skills, awards, leadership activities, public 

speaking engagements, volunteer experience that did not fit within 

your previous job duties or education. 



Step 2. Select Documents

Upload any supporting documents. (i.e. transcripts, DD 214s, additional justification sheet, etc.



Step 3. Review your package

Last chance to ensure you have all your supporting documentation.



Step 4. Include Personal Info

Double check your personal information. Pay special attention to your contact information as this 

is what the selecting official or HR Specialist will use to contact you.



Step 5. Continue Application with 

Agency 

You will be taken to the application system to complete the online assessment.



Application Process

You will now finish the application process. Throughout this section you will enter your 

demographic and personal information, answer the questions on the assessment and have 

an opportunity to upload any additional documentation before submitting your application.



After you apply

Each agency is required to notify you during four points in the process.

 When your application is received

 If you meet basic qualifications

 When your application is referred to the selecting official

 If you are offered the position



(1) You application is received

Most likely an e-mail from USAJOBS.

Will be sent to the e-mail address 

you used to create your USAJOBS 

account.



(2) If you meet basic qualifications

Mostly likely an e-mail.



(3) If you are referred

Most Likely an e-mail.

If you were qualified and not referred it 

could be due to one of the following:

-you were not qualified at the highest 

level. (i.e. 7/9/11) 

-you were not in the first referred Area. 

(see vacancy announcement.)



(4) If you are offered the position 

 This will be either the HR Office or the Selecting Official.

 Some agencies will send a written offer with instructions to accept or 

may be a phone call.

 Some agencies may send those not selected an automated email, 

or may not contact you at all.

 NDNG will be a phone call from the Selecting Official. Non-selected 

applicants will receive a phone call as well.



Recap

 Read the announcement all the way through before you being the 

application process.

 Ensure you have all the supporting documents ready.

 Be concise and specific with your information.

 Proof read your resume.

 Follow the process in it’s entirety.

 Watch for the e-mail notifications. Do not delete them until the job is 

filled.



Resume writing tools

 https://www.youtube.com/watch?v=8YX7o1PBoFk

 https://www.usajobs.gov/Help/how-

to/account/documents/resume/build/

 https://www.usajobs.gov/Help/how-

to/account/documents/resume/

https://www.youtube.com/watch?v=8YX7o1PBoFk
https://www.usajobs.gov/Help/how-to/account/documents/resume/build/
https://www.usajobs.gov/Help/how-to/account/documents/resume/


Example



Example



Example of incorrect dates

By law, this is only 1 day of experience. 

31 December 2016- 1 January 17

By law, no credit is awarded.



Example of not enough information

The duties are extremely vague. Not tailored to 

specialized or general experience. Does not address 

the competency statements.

*these were the only duties on the resume.*



Example of not enough information

What data?

What are you entering data into? (Excel, 

Access, etc.)

How are you keeping records? What file 

system do you use? What information are 

you keeping? What regulations are you 

following by keeping these documents?

What are you proof reading? Do you do 

it for others (leadership, co-workers, 

subordinates)? What are you editing? Do 

you write policies, memorandums, 

newspaper, blogs, Facebook posts?


