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Course Overview
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U.S. AIR FORCE

« Create a USAJOBS profile

« Create/upload application documents
« Search for jobs

* Review job announcement

* Prepare application in USAJOBS

e Submit application to agency

« What's Next?

* Tips & Tricks
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T Create Profile

U.S. AIR FORCE

USAJOBS .3 2 e

Goto
Click Create Profile

SHAPE AMERICA'S FUTURE

Find your fit in the Federal Government

The Create

Account page displays.

Primary Email address

e You will then have to click on the Create Account under
the sign in button.

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

 To continue, click the Create Profile button.

usaoess & 2. USAJOBS

o
0 Profile

o )
EuGBILTY Contact Information

DEMOGRAPHICS

« Complete profile pages which include: Contact,
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
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- Once the profile is complete, create/upload application
documents to the account.

- To access the Resumes page, click Documents on the top
menu of the page. USAJOBS

Home Profile Documents Preferences

 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 begin, click the Upload or build resume button.
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U.S. AIR FORCE

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

. . USAJOBS
 To begin, click the Upload - [E—
d ocum ent button . o n T e s o e
 The Add Document page will
display. Use the browse tool to 2 T
select the document from its saved @ =
location.
- Once selected, choose a
Documen .
ocument type R
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- Use the View button to review all uploaded documents.

USAJOBS - 2 8

Documents

DOCUMENTS

eeeeeeee

tiploadied D236 tinkoaded (8/23/18

- IMPORTANT: Verify documents are correct and
legible or risk being screened-out from
consideration.
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U.S. AIR FORCE

® From USAJOBS homepage, begin searching for job
announcements using keyword(s) or by location.

m Make sure you are logged into your account first!

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

USAJOBS

USAJOBS

SHAPE AMERICA'S FUTURE

Find your fit in the Federal Government

Create Profile

Create a USAJOBS Profile Federal Application Process Explore Opportunities
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Job Announcement
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m Once a job is found, review the announcement
carefully for position detalls, qualifications, and
application requirements before proceeding.

m Click the Apply button to start the application process.

Slg nln Help Search
Cre tart ild your profile, create or upload resumes and apply for jobs.

Contract Serwces Monitor, GS-1101-09
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U.S.AIR FORCE

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

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

Welcome to the USAJOBS Application Process
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How to Apply

m Header highlights each step of
the application process.

1) Select Resume

2) Select Documents

3) Review Package

4) Include Personal Info

5) Continue Application with
Agency

m Click Save & Continue to
progress to each page

m Click Save & Continue to
progress to each page

Integrity - Service - Excellence

USAJOBS o R s

Select Resume

° Application Progress Saved
Your application progress has been saved to My Account > Application Status

Select Documents

Instructions

Acceptable Formats -

Do Not Include in Resume

Your Documents

v v

Encrypd d digitally signed
docunm
0 Helpful Links
Sampis Resume
What to Include
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U.S. AIR FORCE

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

m The Continue to Agency message will appear as
the application transfers sites.

USAJOBS RN T

Continue to Agency

Continue Application with Agency

*1
inl

ienice,

USAJOBS

cccccc

Continue to Agency Site
([T
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m \WWelcome page appears and displays a bar showing the
application is retrieving information from USAJOBS.

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

m Click Continue to complete the application.

Continug
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U.S. AIR FORCE

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

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

UNITED STATES OFFICE OF PEFSONKEL MANGGENENT Applicare

Position Titbe  Frogram dnalszt
Agercy  CHfce of Forsomnel (Mdocagement
Annowrcement Number  DEST TDI0CTST 10 1B
Cpen Pertaod  Tuesday, Jule 15, 2015 50 Moaday, by 25, 2090

Applicadon Packoas Status’  Apglication ncomplets

Fow smiomily poon pomen, pleasm smlecl o s le aneh shaw od Biint by anel winte Vhim Deest Do gt ol gz Socied Serraity Nommbs
Uy oF Lirth

- S0t -
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How to Apply
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® Review and complete S5m0
the Biographic
Information page.

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

m [tems that are grayed
out can only be
modified in the
applicant’s USAJOBS
account.

Arcguncement Number  © 1CoMda57
- [}

m Click to Continue.
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U.S. AIR FORCE

m Answer all questions on the Eligibilities page.

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

[ Review & Submit © Help Center = & Karen Barret Eligibilities

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT

Application Progress

Position Title

Asency

Anneencement Numser
Open Perlod

Eligibilities

CFS 10 point 4 tumpensatile s oo

il oligibiley rigth o v duly wrvice and type of clinelia el

ur fate:

r of ey

ch toclud

ané the

ency hiring for thiz

OLA and Privacy e frusag
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m The Preferences page is populated from items listed on
the questionnaire and varies by job announcement.

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

m Answer all questions and click to Continue.

Preferences
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U.S. AIR FORCE

m Next, complete the assessment.

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

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

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

m Click to Continue.
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- On the Documents page, assign uploaded documents to an Accepted
Documents name using drop downs.

« Documents marked as Required on the
Supporting Document page will display
required in red text next to the document
type. i e i 52 s PP

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

Are you missing 3 document?

* Click to Continue.
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U.S. AIR FORCE

m Once Available Documents are
assigned, view using the View link
to the right of the document name
or delete using the X in front of the
document name.

Please assig pporting dec 2 you imported from opriate document ty, d b F the document yoi
need was not imported from USAJOBS, you may wpload it directly into this application.
m Documents can on Iy be R s R N RN i
L
deleted before an ap pI Ication e e smm—
Resume (required x Progeah Anavel Resams

IS submitted. Once application ...
IS submitted, all documents |
become a permanent part of

the application record.

m Click to Continue. T —

Are you missing 3 document? Program Ana ver Leth
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m Use the Review and Submit page to ensure all sections of
the job application are correct and complete.

one & Assessments & Cocoments &

* Incomplete items will be
marked with a red X.

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

Annouscement Number  DEST 10708

* Applicants can click on the ol
section titles to go back to any T s
section of the application for
review or modification. :

« When finished reviewing, click
Submit Application.
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U.S. AIR FORCE

m 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

UNTED STATES OFFICE OF PERSONNEL MANAGENENT

Return te USAJOBS

Integrity - Service - Excellence 22
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USA Hire Assessment
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« USA Hire measures general competencies and soft skills
critical to the job providing a “whole person” assessment.

* Reasoning skills
» Decision-Making Ability
« Math Skills
* Reading Comprehension
« Soft Skills
* Interpersonal Skills
« Stress Tolerance
« Accountability

Integrity - Service - Excellence
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USA Hire Assessment
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« After completing their application in USA jobs, applicants
are invited to take their USA hire assessment after
submitting an application.

« Applicants can choose when and where they take their
assessment. This assessment takes up to 3 hours to
complete.

« Assessments are automatically scored and attached to
the job application.

* Not all positions require the additional assessment.
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U.S. AIR FORCE

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

USAJOBS

Search

@ Program Analyst
Office of Personnel Management
Mulliple Locabons
O Closed 7/25/2046
Welcome Karen siou

rofile is complete and you're able to apply for jobs on USAJOBS

Application Status

Your application has been receaved far processing,

SAVED JOBS SAVED SEARCHES

Locations

@ Goulder, Colursdo
Q Fairfax, Virginia

Q Sealile, Washington
Work Schedule

Full Time - Permancar

Serles & Grade Salary Range
GS5-0240-9 $25,000.00 Lo 535,000.00 / Per Yem

Additional Application Information
@ Program Analyst

Offica of Forsannal Management # Erulljobsnnouncement B Achive @ Help

Mulliple Lovslior

O Closed 7/25/2016 Lzt updated 7/20/2016
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What’s Next?

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

1) Application Received
2) Application Reviewed

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

USA Staffing action triggers for applicant status updates on USAJOBS

USAJOBS notification towch point updates accur when certain reports

Status Title

Received

Applica

Incomplcte

Application Status Not
Available

Reviewsd

Cancelled

Not Relerred
Referred
Not Selected

Selectad

"

are generated in USA, SLaff

USA Staffing Trigger

Applicant has dicked the “Submit My Answers” button in Application IFlanager, The system
automatically e-mails the Acknawledgement letter.

Application is started but nat submitted (PC status) o application s submitted but missing required

documents (PF status).

Applicant did not complete the ransition from USAJOBS Lo Application Mansger.

wihen Notice of Results are sent, applicants will be net@iad that their applicatson has been reviswsd,

When Cancellstion Letters are sent due to the vacancy being cancelied.

When Notification Letters or Referral Letters are sent, those sppbcants who were sligible fo
consideration but not referred ta the selecting official will reccive this status.

When Notification Letters or Referral Letters are sant, thase appicants who have bean referrad to

zelecting official will receive this status.

When Dispasition Letters are sent after certificate is audited, applicants with 3 Recarc Status Cede
of AR, N, or SS will receive this status,

When Disposition, Tentative Offer, or Final Offer Letters are sent after 3 certificate is audited,
applicants with a Record Status Code of HA, HC, or HH will receive this status.

ng as explained in the table below.,

Status Definition

Application "package” is complets, Questionnaire and “required” documentation is received

Application *package” has not been completed. Applicant fadled to complets slectronic process or

did not submit “reguired” documentation £.g., resume, transcripts, ctc

Applicant did nat transitian to Application Manager te bagin the application process, therefore
o applicant record has been established,

Application has besn reviewed
All applicants who hawe started or completed the application process will receive this status.

Applicant meets minimum gualilicetGon requirements but is nol determined Lo be smong the best
quallfied, s¢ Is not referrad For selection consideration

Applicant’z name was referred to the selecting official For Further consideration.

Certificate audit indicates spplicant was not selected and was not referred on any additional
certificates,

Certificate audit indicates applicant was selectad with a return status of Selected

Integrity - Service - Excellence
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U.S. AIR FORCE

m After an announcement closes, agency reviews applications, makes
gualification determinations, & issues a certificate of eligible candidates
to the hiring official .

m Hiring official has 15 calendar days to make a selection. However, they
can ask for an extension of additional 10 days.

m Allows time for interviewing and reference checks.
m May take longer depending on the number of applications.

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

m Practice interviewing with tools such as the OhioMeansJobs.com
practice center

Integrity - Service - Excellence



UNCLASSIFIED

A 4
\.;./ Tips & Tricks

U.S. AIR FORCE

m Use the Online Help tool available on USAJOBS or call the number

under the Contact section at the bottom of the job announcement.
USAJOBS LN 2

Air Force Materiel Command

Job title, dept., agency, series, or occupation

Department of the Air Force

Air Force Materiel Command

SHAPE AMERICA'S FUTURE Contact .
Find your fitin the Federal Government HR Specialist DPIDOE Civilian Personnel
Phone: (937)257-1494 DO NOT EMAIL
Create Profile Email : NOT ACCEPTED DPIDOE@WPAFB.MIL Dayton

OH

m Always review applications after submission.

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

m Don’t forget a required document!

m Ensure uploaded documents can be opened and are legible.
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N Tips & Tricks

U.S. AIR FORCE

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

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

m 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.”

m No page limit, but tailor resume to include only relevant job
Information.
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U.S. AIR FORCE

m 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 N e

R
search.
% Remove al flters

Department of the Air Force % [l Wright-Patterson Air Force Base, Ohio X e ronen
a search.
* Remove all filters
Viewing 1-9 of 9 jobs rt Relevance Top filters
Viewing 1-9 of 9 jobs Sort by Top filter:
3 i op filters W Save this search. We'll email you new jobs as they become available. s
......... h
searc Selectal
R Open to th

M Save this search. We ) email you new jobs as they become available. Hiri th
Inng pa vequired B Notification frequency o
save Job
Management Analyst GS-0343-12 selectall q ‘ 0343-WPAFB weeldy 4 | © Federatemployees s
Air Force Materiel Command Starting at $62,722 (GS 12) O O Open'to m © veterans:
Department oftheAirForce ~ Permanent « Full Time e =
Multiple Locatiois O @ Federal ¢ @ individuals with disabiitie
@ e @ e 1 € veterans Management Analyst GS-0343-12 _— © Former overseas employe:

3) Name the search and choose a naotification frequency.
4) Click Save.
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Questions?
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