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COURSE OVERVIEW



Benefits



* Paid Vacation, Sick, and Holidays

* Federal Employees Health Benefits (FEHB)

* Federal Employees Group Life Insurance (FEGLI)

* Federal Employees Dental & Vision Insurance  Program (FEDVIP)

* Flexible Spending Accounts (FSAFEDS)

* Federal Long Term Care Insurance Program (FLTCIP)

* Federal Employee Retirement System (FERS)

* Thrift Savings Plan (TSP)

Visit https://www.soche.org/federal-employment/

for additional information on Government benefits.

Benefits

https://www.soche.org/federal-employment/


• Go to www.usajobs.gov

• Click Create Profile

• Once clicked, the Create
   Account page displays, click create account 

• 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

http://www.usajobs.gov/


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

• To continue, click the Create Profile button. 

• 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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CREATE PROFILE



• 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. 

9

DOCUMENTS

• 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.



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

• To begin, click the Upload 
document button.

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

• Once selected, choose a 
Document type. 



• Use the View button to review all uploaded documents.

• IMPORTANT: Verify documents are correct and 
legible or risk being screened-out from 
consideration.

 1
1

DOCUMENTS



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

• Make sure you are logged into your account first!

• Use search filters located along the right side of the 
page to further refine search results. 
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JOB SEARCH



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

• Click the Apply button to start the application process.
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JOB ANNOUNCEMENT



• “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.
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HOW TO APPLY



• 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

• Click Save & Continue to 
progress to each page
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HOW TO APPLY



• 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.
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HOW TO APPLY



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

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

• Click Continue to complete the application. 
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HOW TO APPLY



• 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. 
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HOW TO APPLY



• Review and complete 
the Biographic 
Information page.

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

• Items that are grayed 
out can only be modified 
in the applicant’s 
USAJOBS account.

• Click to Continue. 
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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.

• Click to Continue. 
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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. 

• Answer all questions and click to Continue. 
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HOW TO APPLY



• Next, complete the assessment.
• All questionnaire items display on 

screen; must scroll to see and 
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



• On the Documents page, assign uploaded documents 
to an Accepted Documents name using drop downs.
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HOW TO APPLY

• Documents marked as 
Required on the Supporting 
Document page will display 
required in red text next to the 
document type.

• IMPORTANT: Any Available 
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. 

• Click to Continue.



• 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. 

• Documents can only be 
deleted before an 
application is submitted. 
Once application is 
submitted, all documents 
become a permanent part of 
the application record. 

• Click to Continue.
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HOW TO APPLY



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

x
• Incomplete items will be 

marked with a red X. 
• Complete items are marked 

with a green check-mark.

• Applicants can click on the 
section titles to go back to 
any section of the 
application for review or 
modification.

• When finished reviewing, 
click 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.  
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SUBMIT APPLICATION



• Monitor application status in your USAJOBS account.
• Click on the + next to the job title for additional details.
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WHAT’S NEXT?



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

1) Application Received
2) Application Reviewed
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WHAT’S NEXT?

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



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

• Hiring official have 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 or you can do a mock interview with fa person of your 
choice.

• Other recruiting platforms and methods:
• Recruiting events 
• Job boards posting 
• LindedIn and Indeed 
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WHAT’S NEXT?
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OTHER EMPLOYMENT WEBSITESem

.



• Use the Online Help tool available on USAJOBS or call 
the number under the Contact section at the bottom of 
the job announcement.

• 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 & TRICKSem



• 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.”

• There’s NO page limit, but tailor your resume to include only 
relevant job information.
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TIPS & TRICKSem



• 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.

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

33

TIPS & TRICKSem



88th Air Base Wing

Aim High… Fly – Fight – Win

88 FSS/FSCA
Security, Civilian Personnel
Wright-Patterson AFB OH

Security Fundamentals
Mr. Ray Scriven

26 September 2022



Objectives
_________________ Aim High … Fly – Fight – Win!    _________________

• Understanding the Security Clearance Process

• Actions required to obtain a security clearance

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


What is a Security Clearance? 
_________________ Aim High … Fly – Fight – Win!    _________________
A security clearance is a status granted to individuals allowing them access to 
national security information which also includes access to restricted areas. To 
become a Federal Government Employee, you will go through a thorough 
background check. The type of clearance investigation will be based on the 
position and the need to know.

The U.S. Government conducts background investigations to determine if 
applicants or employees meet the suitability or fitness requirements for 
employment, or are eligible for access to Federal facilities, automated systems, or 
classified information. 

All persons must be properly investigated and favorably adjudicated to hold a 
position as a Federal employee, consultant, volunteer, contractor personnel or 
military personnel. Investigations and favorable determinations are also a 
requirement for being issued a credential and access to classified information.

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


Process
_________________ Aim High … Fly – Fight – Win!    _________________

The type of the position will determine the clearance level and the type of 
investigation that is required for the position based on the responsibilities and 
duties.  The type of clearance required can be found on the Job Announcement. 
Once a job candidate receives a conditional offer of employment, the candidate 
will receive documentation required to initiate the investigative process.

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


Process
_________________ Aim High … Fly – Fight – Win!    _________________

A security clearance is a tiered status.

• T1 - Confidential clearance: This type of security clearance is the least 
restrictive. It provides access to information that can cause damage to 
national security if it is disclosed without authorization. 

• T3 - Secret clearance: Provides access to information that can cause serious 
damage to national security if disclosed without authorization. 

• T5 - Top secret clearance: This type of security clearance is most restrictive 
and provides access to information that can cause grave damage to 
national security if disclosed without authorization. 

• T5/SCI - (Sensitive compartmented information) involves 
intelligence-related methods and sources. This clearance is typically 
granted only after rigorous SSBI and adjudication processes, and only in 
compartments with their own specific requirements and clearances 

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


Suitability
_________________ Aim High … Fly – Fight – Win!    _________________
All Candidates will go through the suitability process.

Suitability - Refers to a person’s identifiable character traits and/or conduct that 
may have an impact on the integrity or efficiency of the service.

Suitability Determination – A decision that a person is suitable or is not suitable 
for employment in a covered position within the Department of Defense.
As such, a determination based upon a person’s character and conduct is 
necessary for an individual to perform work for or on behalf of the government.

Suitability determinations are based on a review of applicant documents

• OF 306 - Declaration for Federal Employment
• SF 86 - Questionnaire for National Security Positions
• Fingerprints

**HONESTY**

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


Suitability Guidelines
_________________ Aim High … Fly – Fight – Win!    _________________

• Misconduct/Negligence in Employment
• Criminal/Dishonest Conduct
• Material, intentional false statement, or deception or fraud in 

examination or appointment
• Refusal to furnish testimony 
• Alcohol abuse, without evidence of substantial rehabilitation
• Illegal use of narcotics
• Knowing and willful engagement in acts or activities designed 

to overthrow the U.S. Government by force
• Any statutory or regulatory bar which prevents the lawful 

employment of the person involved in the position in question

**HONESTY**

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


Suitability Factors
_________________ Aim High … Fly – Fight – Win!    _________________

• Nature of the position 
• Nature and seriousness of conduct
• Circumstances surrounding the conduct
• Recency of the conduct
• Age of the person involved at the time of the conduct
• Contributing societal conditions
• Absence or presence of rehabilitation or efforts toward 

rehabilitation
• Other relevant information

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


SF 86 - Questionnaire for National Security Positions 
_________________ Aim High … Fly – Fight – Win!    _________________
The Standard Form 86, “Questionnaire for National Security Positions” 
is intended specifically for use in requesting investigations for persons 
seeking to occupy positions designated as National Security 
“Sensitive.” 

The SF 86 is a permanent document that may be used as the basis for 
future investigations, eligibility determinations for access to classified 
information or to hold a sensitive position, suitability or fitness for 
Federal employment, fitness for contract employment, or eligibility for 
physical and logical access to federally controlled facilities or 
information systems. Your responses to this form may be compared 
with your responses to previous SF 86 questionnaires.

**HONESTY**

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


SF 86 - Questionnaire for National Security Positions 
_________________ Aim High … Fly – Fight – Win!    _________________

The scope and type of background investigation varies 
depending on the duties and access requirements for the 
position, as does the amount of time it takes to be 
completed. 

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


SF 86 Preparation
_________________ Aim High … Fly – Fight – Win!    _________________

Questionnaire an extensive and most often, invasive process. It will  be extremely helpful 
to be prepared and have documents ready when needed to provide information.

Documents needed:
• Proof of citizenship status for yourself and your immediate family, spouse or 

cohabitant, if applicable, such as: 
▪ U.S. Passport  
▪ Consular Report of Birth Abroad (FS240)

• Or proof of Legal Status within the U.S., please include expiration date of these 
documents.
▪ Permanent Resident Card (Green Card I-551)
▪ Employment Authorization Card (EAD Card I-766)
▪ U.S. Visa
▪ I-94

• Employment history
▪ Current and previous work location addresses
▪ Supervisor names, addresses, and contact information

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


SF 86 Preparation continued…
_________________ Aim High … Fly – Fight – Win!    _________________

• Personal residence(s)
▪ Name, address, and phone number of a person who knew you at each 

address.
▪ Note: All contact information must include a physical address. PO Boxes 

are unacceptable. APO/FPO is allowed. For assistance in locating 
address information refer to: http://maps.google.com

• Three personal references

• Educational Institutions
▪ Dates of Attendance
▪ Address
▪ If attendance was within the last 3 years, you will need a name address 

and contact information for a person who knew you at the school

• Relatives’ citizenship information (see above for list of applicable 
documents), aliases, employers, and foreign activities

• Selective Service ID number, if applicable. If you need your Service Number 
call 1-847-688-6888 or visit http://www.sss.gov to obtain it

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


SF 86 Rejections
_________________ Aim High … Fly – Fight – Win!    _________________

Applications may be rejected bac to applicant if information is incomplete or if 
there are errors.
Notable errors include

• Incomplete information for employment history
• Gaps in dates for residence, employment, and education
• “People Who Know You Well” who are listed ANYWHERE else on the 

form
• Incomplete contact information for references in sections:

“Where You Have Lived”
“Where You Went To School”
“People Who Know You Well”

• Full name for supervisor Must be listed
• Failure to provide spouse or co-habitant SSN
• All relatives Must be listed

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


Rejections continued …
_________________ Aim High … Fly – Fight – Win!    _________________

The optional comment is your friend

• Explaining estranged family members
• Explaining unique circumstances
• Articulating that all efforts were taken to obtain information but 

proved unsuccessful

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg


eQIP Tips
_________________ Aim High … Fly – Fight – Win!    _________________

Listed below are tips for finding information to assist in filling out your questionnaire in eQIP

• Contact reference/relative to obtain information
• Use other Other Sources:

▪ Internet
▪ Social Media (Facebook…etc)
▪ Address information - http://maps.google.com/ 
▪ Zip code lookup - http://zip4.usps.com/zip4/welcome.jsp 
▪ Area code- http://www.nanpa.com/area_code_maps/ac_map_static.html 
▪ Selective Service information - http://www.sss.gov  

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg
http://maps.google.com/
http://zip4.usps.com/zip4/welcome.jsp
http://www.nanpa.com/area_code_maps/ac_map_static.html
http://www.sss.gov/


NOTES
_________________ Aim High … Fly – Fight – Win!    _________________

Filling out all the required documentation may seem like it’s a daunting task 
and can become frustrating.  Please read the instructions thoroughly.

If you have questions, do not hesitate to contact your security specialist and 
ask any questions.

Remember, Honesty will prevent having potential future issues.

Additional Information on How to Obtain a Security 
Clearance:

https://www.youtube.com/watch?v=1HmAsmTdHfw
or

Visit https://www.soche.org/federal-employment/

http://www.wpafb.af.mil/shared/media/ggallery/webgraphic/AFG-061211-028.jpg
https://www.youtube.com/watch?v=1HmAsmTdHfw
https://www.soche.org/federal-employment/


Questions?

50

Q&Aem

Visit 
https://www.soche.org/federal-employment/

for quick access to federal employment 
portals, additional resources, and video 

recording of the presentation.

https://www.soche.org/federal-employment/

