APPLICATION TRAINING

Aim High... Fly — Fight — Win

Ms. Nicole (Nicki) Dilley
Civilian Personnel Flight

Wright-Patterson AFB, OH
nicole.dilley@us.af.mil (937) 904-2615



COURSE OVERVIEW &7
* Create a USAJOBS profile

» Create/upload application documents
» Search for jobs

* Review job announcement

* Prepare application in USAJOBS

* Submit application to agency

* What's Next?

* Tips & Tricks
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CREATE PROFILE

USAJOBS oot 2 e

nnnnnn

« Go to www.usajobs.gov

e Click Create Profile

* Once clicked, the Create
Account page displays

« When this page is complete, USAJOBS will ——
send a confirmation message to the Primary = »
Email provided.

» Click on the link in the e-mail to activate the
account and create a password and security
questions/answers.
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http://www.usajobs.gov/

CREATE PROFILE

* Log with username/e-mail and newly created password.

 To continue, click the Complete Profile button.

USAJOBS ity USAJOBS

o T
T Profile

mmmmmmmmmmmmmmm

Eligibility, Demographics, and Preferences.

* Once the Profile pages are complete, create and/or
upload a resume and add supporting documents, as
appropriate.
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DOCUMENTS

* Once the profile is complete, create/upload application
documents to the account.

* To access the Resumes page, click Documents on the
left menu of the page. =

 There are two ways to add a resume:
1) Create a resume using the USAJOBS Resume Builder.
2) Upload a resume that meets the acceptable file
requirements.

* To begqin, click the Upload or build resume button.
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DOCUMENTS

» Upload supporting documents such as transcripts, DD-
214, SF-50, etc. from the Other Documents page.

USAJOBS

©
i Documents

document button. P

Dhelp

 The Add Document page will
display. Use the browse tool to
select the document from its saved
location.

Upload document

DDDDDD

DoCUMmEnt type
Cover Letter

! veteran Soher

Caher

* Once selected, choose a
Document type. ey g
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DOCUMENTS ﬁ

« Use the View button to review all uploaded documents.

USAJOBS e 8

KKKKK

legible or risk being screened-out from
consideration.
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JOB SEARCH:!

 From USAJOBS homepage, begin searching for job
announcements using keyword(s) or by location.
« Make sure you are logged into your account first!

oL i
I'rk r| \'-.'lr'*

» Use search filters located along the right side of the
page to further refine search results.

4tates govemment us. AJ OBS 5?\,-, H?p Seith

USAJOBS S

Keprords Locaton

% Beroyesllfiters

Viewing 1- 10 of 36 jobs

M Sayethis search. We'll email you new jobs as they become available.
4 : i Location Greb

Human Resources Assistant (Recruitment/Placement) Distance within

Starting at $36,702 (G5 06-07) omi 200mi
1 Department of Veterans Affairs Agency Employees Only » Full Time .
§ Dayton, Ohio 25 miles
Open 06/20/2017 to 06/27/2017

Find your fit in the Federal Government

Create Profile

Create a USAJOBS Profile Federal Application Process

Explore Opportunities

Social Services Representative (Housing Specialist), GS-187-9

Department of Veterans Affirs
§Dayton, Ohio

© Open 06/12/2017 to 07/03/2017

MANAGEMENT ANALYST, G5-0343-13

Air Force Materiel Command Starting at $87,703 (GS 13)
Department of the Air Force Permanent « Full Time
9 Wright-Patterson AFB, Ohio @

Open 06/23/2017 to 06/30/2017

Physician (Emergency Department)

|| Offers relocation assistance (7

Appointment type Qs
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JOB ANNOUNCEMENT

* Once a job is found, review the announcement carefully
for position details, qualifications, and application
requirements before proceeding.

-t

. WL
Ty B .;_'—'r-*

* Click the Apply button to start the appllcatlon pProcess.

USAjOBS A &8 &

t to get started — build your profile, create or uplead resumes and apply for jebs

Contract Services Monitor, GS-1101-09

Open & dosing dates Salary This job is open to
0000000 -30 to 2017-07-07 $50, [
@ deral employees
'ay scale & grade Series Current or former competitive servi ice
employess. Includes merit promation,
5.4 AP, ICTAP, tranef
ency positiol

Appointment type Work schedule
eeeeeeeee ull Time
Job announcement number Control number
------------------------- 338920
Locations
Few

fewvacancies
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How To AppLy &Y

* “Welcome to the USAJOBS Application Process” pop-
up will appear, click Start Application to continue.

» Note: Applicants can turn this feature off by checking the “Do
not show this message again” box.

Welcome to the USAJOBS Application Process

This step by step process will help vou select your resume 2ad dacumens [if requiree) far submissicon ta the agerey hiring
for this prsition. Orce you have reviewed poar applicatizn, we will serd yootaan agenoy syszem where yau will ©
it
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How TO APPLY ﬁ

e et
Aty n.«._cf- o
@ Q

USAJOBS &

* Header highlights each
step of the application
process.

1) Select Resume Selechbeslnle S =
2) Select Documents S
3) Review Package Select Documents T
4) Include Personal Info ki TSR RE -
5) Continue Application sz |

with Agency Your Documents

 Click Save & Continue k
to progress to each page

T Transcnp,. MPA CU
2016 Transcript T30/ 2016
i Wiew | Delet
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How To AppLy &Y

« At Step 5, continue application with agency, by
checking the certification statement and clicking
Continue to Agency Site.

* The Continue to Agency message will appear as the

application transfers sites.
USAJOBS

Continue Application with Agency

% | cerlily, i e Beslol my knowledee aid beliel 2l e
ir i i

USAJOBS

perieics,

i
I
[}
imprisor 18 U.5.C 1004),
< Continue to Agency Site >
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How TO APPLY ¢

* Welcome page appears and displays a bar showing the
application is retrieving information from USAJOBS.

iy
. W
I'rk i \'-.'lr' h

* The green bar in the middle of the page will indicate
Done when the information retrieval is complete.

 Click Continue to complete the application.
- ...._________________________________"vv ovt

Fasition Title
GETEY
Announcement Kember
Dgezn Paried 2016
plicat E: —
Welcome Karen Barrett!
If pare are Aak Karen Harralt pleace refum b D98 TS
lemas
w
u Frr qram casifiny
next Few o erify and ot port F r
|'| el I sith appdirs i | q
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How To AppLy &Y

* The first time an applicant applies to an organization,
the Personal Security Information page will display.

» Applicant must enter a month and day of birth and the
last 4 digits of the Social Security Number to continue.

USITED SETATES OFFICE OF PEFSDHKEL MANAGERENT Applicacen P

Pasition Tk Frogram Snzlest
Ageacy CHHoe of Porsoone! Masagement
Annourcamert Humber IEST-TDOQEssT E
Qpen Pedad  Tuesday, Jule 15, 2015050 Honday, uls 25, 2006

Appliczdan Packege Status!  Spplicatisn complet

Fersonal security Inbormation:

Few weiawily e, pdease splenl grss et Al daw el Lintls, aml el The e Decaligiles al see S’ Saoaily Mol

-
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* Review and complete
the Biographic
Information page.

* This data is retrieved
from the applicant's
USAJOBS account.

* |ltems that are grayed
out can only be modified
In the applicant’s
USAJOBS account.

» Click to Continue.

Kaires

Aim High... Fly — Fight — Win
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U.5. AIR FORCE

70, How To APPLY !

» Answer all questions on the Eligibilities page.

 This verifies the applicant meets at least one of the
Who May Apply criteria of the job announcement.

Progress

Positien Title

Agency
Anneen camenk Number KF - Wrpaink prefenence Far non-come
Qpen Period F Y e T 30 syt

F 2 dzabled

2d o widoah

Apphcation P

s (Bl furspuarsal L

et Pialaisn

wrans! Pratens

& Surdtveezhip Preference

# hased o alive duty

-

AP - 10-poink preference For non-comoe

e lirks: Eha 2] g

plepne bawed wna

E. R0 gt

or mother of 2 di=abled w
wxiw (Al

I, EP- -paoine profes d o wido

fu €Ps

el L

wleimin e basd

Z i you 2 veteran who separsted From octive duty under honorable conditiors and you: o _c'"" bdpifrioniniy

pererans Affales showing a compensable service-connscted

szbility of JU% or morc OR

cquired o submi
<3 Fropase

For mere Information, reviaw o

supporting docume

we milEary servics ity ratieg of JU% or mare

uty, D214

Py indicating characker of 5
he disabll er fram the Depatment of
rence, ¥andard form 15,

v of your
oof of your service which
wed ervicz and the

arge from Aotive

tion in Force (o
d Form

deral employea?

y e aqenicy hinng Far this posklon?

* Click to Continue. e
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How TO APPLY ¢

* The Preferences page is populated from items listed on
the questionnaire and varies by job announcement.

 This page will not display for applicants if there are no
Preference questions.

i
. W
I'rk i \'-.'lr' h

« Answer all questions and click to Continue.

- >
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How TO APPLY ¢

« All questionnaire items display on ===
screen; must scroll to see and Gad
respond to all questions.

* The assessment portion of the
job announcement is used to
determine if applicant is among
the best qualified.

« Responses must be supported by
the applicant’s resume and
supporting documentation
(i.e., transcripts, certs, etc.)

* Click to Continue.
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How To AppLy &Y

« On the Documents page, assign uploaded documents
to an Accepted Documents name usmg drop downs

 Documents marked as
Required on the Supporting
D O C u m e nt p a g e Wi I I d i S p I ay I:‘l,l';‘:;?!ir‘;.:i'm“::;iﬂ“!fl?ﬁ::iﬁ:i‘;’:i;.?,’.T;.‘:ff’i:‘Zi,“,';f.;‘?n“.‘"'.1;2“3:,".?:’..“;1‘." doeumet types Fied bl e document e

You MUST assign ak Least one supparting decumant For each required document type ia ardar to sobmit your applisation.

required inred text nexttothe == -

document type.
 IMPORTANT: Any Available
Documents not matched to one of .
the Accepted Types will not
transfer to USA Staffing and will C ===
not appear as part of the
applicant's record.

* Click to Continue.
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How TO APPLY &

* Once Available Documents osesms=
are assigned, view using %N E
the View link to the right of
the document name or

delete using the X in front  =smecmrmrimsmimmme e
Of the dOCu ment name. ;::n:::.jnm.r:.a...-.,.;p..mgmm:m..;.::...r .......................................
* Documents can only be e T —
deleted before an

application is submitted.
Once application is
submitted, all documents

become a permanent part — —
of the application record. it e
* Click to Continue. Cme=n D
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SUBMIT APPLICATION !

» Use the Review and Submit page to ensure all sections
of the job application are correct and complete.

[8] Resiew b Submit

s
L\
I.l'& rl.\l_lr'

sment = I Bocuments

e Incomplete items will be
marked with a red X. X

 Complete items are marked
with a green check-mark. ¥

* Applicants can click onthe = ™
section titles to go back to :

any section of the B

application for review or = i

modification.
* When finished reviewing, -

click Submit Application.
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SUBMIT APPLICATION &%

* Once application is submitted, three confirmations
appear:
1) Application Progress Bar will be full.

2) Application Package Status will show Application
Submitted.

3) A statement that the application is being processed will
appear.

UMITED STATES OFFICE OF PERSOMNEL MANAGENENT

Return to USAJOBS
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WHAT’S NEXT?

« Monitor application status in USAJOBS account.
 Click on the + next to the job title for additional details.

USAJOBS

& Program Analyst
Offica of Personne]l Management
Muliiple Localions
@ Cheed TEA5A00E

Frofile Welcome

Complete

Appcation Stats

Yo applicatinn has been rocosecd far processing.

SAVED JOBS SAVED SEARCHES

Lecatians

@ Buulder, Calorado
¥ Fairfax, Wirginia

@ Saalile, Washington

3 Netifications
Wark Schedule

Eull Time - Prrmanont

Serles & Grade Salary Range
&R G5-0340-8 52500000 Lo 535 000.00 / Per Yea

Additional Application |nformation
@ Program Analyst

Office af Borsannal Management # [ Recetved Erulljob annvuncement B Achive @ Help

Mullipls Liscalione,

O Closed 7252006

Aim High... Fly — Fight — Win
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U.5. AIR FORCE

<F

WHAT’S NEXT?

 Hiring agency sends notice of results at each step of
the application process.

1)
2)

Application Received
Application Reviewed

3) Referred/Not Referred
4) Selected/Not Selected

USA Staffing action triggers for applicant status updates on USAJOBS

LISa MRS motification fouch poind if clates accur when certaln repers are e nerabed in LS8, "-'.—'-.:\'l'l:] as eaplainsd in the table below,

Seatus Title

Received

Application
Incomplete

application Status Mot
Available

Raviaiwed

Cancelled

Mat Relferred

Referred

Hat Selected

Selegned

U5 Staffing Trigger

Apphcant has dicked Lhe “Subsmik My Arswers” bolbon @ Applicatian iHanager, The syilem
automatically e-mails the Acknowladgement letter.

Apphication is siamed bk naat sighmmitied {PC '\:nlll'g.:l o .-||'||:|i| atien &= sufimicted bt miasang |'|-:|'|||i||-l\.|
documents [PF status).

Agphicant did rob complete the rarmition brom USAJOES Lo Application Mansger,

Withian Mot e of Resylis are s WL, applicants will b netfied thar thai applicatsn has b reyiswmnsd,

When Cancellstion Letters are sent due to the vacency being canceli=d.

Withen Motication Letlers or Relerral Letiars are sent, Lhoss appboants who were eligible [
consideration but not referred ta the selacting afflcizd wilk recelve this skatus.

Wihen Motification Lettess ar Referral Letrars are sant, thase appizans who have besen referad o
selecting officisl will recedie this stabus.

When Disposition Letters are sent after certificate is audited, applicants with a Racard Skabus Code
al A8, I, or 55 will receive this status,

When Disposition, Tentative Offes, ar Final Offer Lettess are sent sfter s cetificate i audited,
applicanis with a Record Stabus Code of HA, HC, or HH will receive this stabus.

Sxatus Definition

Applicalicn "package” @ (amplels, Juestiornaire and “reguired” doogmenlation i received
Apphcation "|:.a-. I\.ﬂl]l-:-' has mal been Comps PI(-I\.|..|:'.|'||_||i:'ﬂ|.I Fadled r||<|l|n|_1|llll-|4'|-| TR process ar
did nat submit “reguired” documentation e.q., resume, transcripts, etc

applicant did nat transitian bo Applicagian Manager to bagin the application process, therefore
e applicant record has been established,

Apphicalion has heen reviawend,
All applicants whe hewe started or completed the application process will recsive this status.

Applivant meets minimom gualificaton requirements but is ol determined W e smong the best
qualified, s Is nok referrad For selection consideratian

Applicant's name was referred to the sebecting official bar further consideration

Cartificate audit indicates applicant was not selected and was not refarred on ary addithonal
certificstes,

Cortificate audit indicates spplicant was selecved with a requrn status of Se=lected

Aim High... Fly — Fight — Win

24



WHAT’S NEXT?

» After an announcement closes, agency reviews
applications, makes qualification determinations, &
iIssues a certificate of eligible candidates to the hiring
official .

» Hiring official has 25 calendar days to make a
selection.
 Allows time for interviewing and reference checks.
« May take longer depending on the number of applications.

* The interview can be a panel, in-person, video, or
phone interview and there may be more than one.

* Practice interviewing with tools such as the
OhioMeansJobs.com practice center
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TIPS & TRICKS

» Use the Online Help tool available on USAJOBS or call
the number under the Contact section at the bottom of

the job announcement.
USAJOBS S' e Air Force Materiel Command

=~} Department of the Air Force

Air Force Materiel Command

SHAPE AMERICA'S FUTURE Contact Address

- - HR Specialist DPIDOE Civilian Personnel
Find your fit in the Federal Government B ey A DO MOT EMAIL

L Email: NOT ACCEPTED DPIDOE@EWPAFB.MIL Dayton
OH

« Always review applications after submission.

* Applicants can make changes to an application up until the
announcement closes.

« Don’t forget a required document!

* Ensure uploaded documents can be opened and are
legible.
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TIPS & TRICKS

» Use a narrative format with specific contribution, action-
based statements when building a government resume.

* Avoid vague statements such as, “Over 5 years managing
budgetary programs”

« Use narratives to describe the duties performed such as,
“Over 5 years managing budgetary programs to include
conducting assessments to determine overall financial
emergency in accordance with business policies and
regulations. Advise on the different types of loans and grants
available. Prepare financial budgets for standard loans.
Update customers personal and financial data into database.
Prepare checks for disbursement.”

* No page limit, but tailor resume to include only relevant job
information.
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TIPS & TRICKS !

i i - .ﬁ'\.‘."
B st

 Utilize the USAJOBS “saved search” feature to avoid
missing job opportunities
1) Start a job search by entering a keyword or location in the
search box and click Search.

2) Click Save this search on the search results page above
the search results.

=

USAJOBS ) USAJOBS R )

Permanent « Full Time —
Federal ¢ ( ivi ith disabili
@ 9 @ o 1 @ veterans Management Analyst GS-0343-12 e ) € Formeroverseas employe

3) Name the search and choose a notification frequency.
4) Click Save.
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TIPS & TRICKS

Questions?

Aim High... Fly — Fight — Win
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