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FIND YOUR FIT

Is there a military service requirement?

No. AFCS employees support the Air Force Mission
alongside our men and women serving in uniform.

Are there internship opportunities
available with AFCS?

Yes. AFCS promotes paid internships for
students and recent graduates through the
Pathways Program.

Does the Air Force hire individuals
with disabiliti

Yes. Individuals with disabilities are hired

for many professional, administrative, and
technical jobs for which they are qualified.

In accordance with Federal Law the Air Force
will also provide reasonable accommodations
as appropriate.

a private
sume?
Yes. Federal resumes should be longer, go into

more detail, and feature key words as well as
detailed accomplishments.

Visit: www.airforce.usajobs.gov
to build your resume using a federal
resume template.

For more Information and ® find fobs that maich your career goals, please wsit:

www.AFCivilianCareers.com/
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APPLICATION TRAINING

Shanquita L. Anderson
Civilian Personnel Flight

Wright-Patterson AFB, OH
Shanquita.anderson.1@us.af.mil (937) 904-3472

Aim High... Fly — Fight — Win
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* Federal Employee Benefits Overview (Michael Cole)
* Create a USAJOBS profile (Shanquita Anderson)

 Create/upload application documents (Shanquita Anderson)

CouRrseE OVERVIEW

« Search for jobs (Shanquita Anderson)

* Review job announcement (Shanquita Anderson)

* Prepare application in USAJOBS (Shanquita Anderson)
« Submit application to agency (Shanquita Anderson)

« What's Next? (Shanquita Anderson)

 Tips & Tricks (Shanquita Anderson)

» Security Clearance Process (Ray Scriven)

* Questions (All)
Aim High... Fly - Fight — Win 4



Benefits &2

Please use this space for fallow-up information,
comments, and additional note taking:

BENEFITS CAREER OPPORTUNITIES

PAID TIME OFF Administration Aircraft Maintenance
10 Federal holidays Auditing Civil Engineering
13 sick leave days Communlcat‘lon Contraf.tlng .

Cyber Security Education/Training
PAID VACATION TIME Financial Management Human Resources
Based upon length of employment Information Technology Intelligence

International Affairs Medical
Sl =18 Coye e san U ko 26 Program Management Public Affairs We have great career opportunities—
COMPETITIVE SALARIES Pesthaon Sjonce & Engineeing from entry level to skilled professionals.
Salaries are competitive and compare well Sty Soen Se e Opt-in for e-mail job notifications that
in the employment marketplace We have over 600 different occupations. match your skills and other preferences.
INSURANCE AFCivilianCareers.com

No waiting period to qualify for health JOBS |N ALL 50 STATES

insurance for you and your family
Pre-tax Flexible Spending Accounts With opportunities in Germany, Guam, ltaly, Japan, Korea, Portugal, Turkey, and the United Kingdom.
for out-of-pocket health care

Dental & Vision Program

Group Life Insurance

Long Term Care Insurance

RETIREMENT

Immediate coverage by the Federal Employees

Retirement System (FERS), part of a three tiered
system which contains:

Basic Benefits Plan

Social Security

Thrift Savings Plan (TSP), similar to a 401 (k)
You can transfer or roll-over money from an
existing retirement plan into your TSP account.
Automatically receive 1% agency contributions
and up to 5% matching.

mous on Linked m

www. linkedin.com/company/air-force-civilian-sendce

Aim High... Fly — Fight — Win



Benefits 8-

* 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.

Aim High... Fly — Fight - Win


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

* When this page is complete, USAJOBS will l |
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

Aim High... Fly — Fight — Win 7


http://www.usajobs.gov/

CREATE PROFILE

U.S. AIR FORCE

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

* To continue, click the Create Profile button.

USAJOBS 2 o a USAJOBS

o
T Profile

o o
ssssss Ly Contact Information

=

« 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.

Aim High... Fly — Fight — Win 8
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DOCUMENTS

* Once the profile is complete, create/upload application
documents to the account.
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* To access the Resumes page, click Documents on the
top menu of the page.
USAJOBS

Home Prce Documents  references

* 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.
Aim High... Fly — Fight — Win 9




DOCUMENTS

e

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

USAJOBS

xxxxxxx

]
& Documents

* To begin, click the Upload
document button.

wwwwwww

OHelp

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

Upload document

OOOOOO

 Once selected, choose a
Document type.

Aim High... Fly — Fight — Win
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U.S.

DOCUMENTS

» Use the View button to review all uploaded documents.

USA]OBS . 2

. AIR FURE
Emeenar

KKKKK

DDDDD Tran:

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

Aim High... Fly — Fight — Win
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70 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!

.w’
£ e
Alp B \,\-,

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

1States government USAJOBS ;‘:‘, H?p SeaQrch

USAJOBS L 2

Keywords Location

W Save this search. We'll email you new jobs as they become available.

More filters
OHelp

Location

Human Resources Assistant (Recruitment/Placement) Distance within
Vet FFail inistrati ta 6,702 (GS 06-07) omi el

Department of Veterans Affairs —_—

SHPEAMERC'S FUTURE o E

] Offers relocation assistance (7

Find your fit in the Federal Government

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

S Department of Veterans Affairs rees Only « Full Time @Help
Create Profile 4 i oyees Only Full Tim Work schedule
9 Dayton, Ohio
© Open 06/12/2017 fo 07/03/2017 |J Full-tim
[ Parttim
MANAGEMENT ANALYST, GS-0343-13 |J Intermittent (1)
Air Force Materiel Command Starting 6S13) [ Multipl
Department of the Air Force
9 Wright-Patterson AFB, Ohio fa) Show options ith Oiobs
Open 06/23/2017 to 06/30/2017
Appointment type Ot

Create a USAJOBS Profile Federal Application Process Explore Opportunities Physician (Emergency Department)

Aim High... Fly — Fight — Win



JoB ANNOUNCEMENT ﬁ

* 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 appllcatlon process.

USAjOBS P
o get started — build your ate or upload resumes and apply for jobs.

Open & closing dates Salary This job is open to
-06- -07- $50, Yy
@ Federal employees
Pay scale & grade Series rent or former competitive service
6s General Business And Industry e:'p’" e,"::’d i
agency positions.
Appointment type Work schedul
Permanent Full Time
Job announcement number Control number
AFMC. X-SAW 4733892 00
Locations
Few ing lo

Aim High... Fly — Fight — Win



How To APPLY

<&

* “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

ueresume 2ad daciwenss jif required) for submizsicn ta the agancy hiring
AN APADAY AYSe

yau selact yourres agency 2
viewed yourapplizatizn, vee will sard you ta an agency system where you will complese

Aim High... Fly — Fight — Win 14



* 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

How To APPLY ﬁ

%5 »
Alp B \,\-,

USAJOBS & 0

Select Resume _
Application Progress Saved

Yaour application progress has been saved to My Account = Application Status.
Select Documents | esoanes 4
Instructions Acceptable Formats &

Do Not Include in Resume

Your Documents

v Pe ormation
Encry g igned
documents
' A o Helpful Links
Sample Resume

= o i B

Aim High... Fly — Fight — Win 15
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How To APPLY ﬁ

U.S. AIR RCE 7
L= s

» 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 B

USAJ-=~

l Continue to Agency
,I,lr Ryt

Continue Application with Agency

* 1 cerlil
i

USAJOBS

Apperieicy,

ir
b
t
imprizon . 1001].
< Continue to Agency Site >

Aim High... Fly — Fight — Win 16



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.

wen Barre

Aim High... Fly — Fight — Win 17




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.

UNMITED STATES OFFICE OF PEFRSONNEL MANGGENENT Applicaten Progieds

Position Titbe  Frogram Anzlszt
Agercy  CtHce of Fersornel Macagement
Annouscement Number  DEST 1000&05T gl:
Cpen Perlod  Tocsday, Juls 15, 201600 Wonday, Juls 25, 2090

Appliczdon Packaae Status:  Apglication ncomplete
Personal Security Information:
Foe sstomily por poses, pleae selurl g e le anl tlay ol ki Al wnbe Tl bt T aliggits ol gnon Socie® Seonily Romlbos

Aim High... Fly — Fight — Win 18
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* Review and complete
the Biographic
Information page.

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

* I[tems that are grayed
out can only be modified
In the applicant’s
USAJOBS account.

» Click to Continue.

Aim High... Fly — Fight — Win 19



U.S. AIR FORCE
1

* Answer all questions on the Eligibilities page.

* This verifies the applicant meets at least one of the

Who May Apply criteria of the

Position Title

Asency

Anncencament Number
Open Perlod T

2016 bo fonday, Ju
Eligibilities
1 Do you ¢leim Wetwiwn Proleivocs?
A ) Wetmrans' Protemics.
&b zhip Prefe:
TR S paint prederence bacwd on active o s
E wioalide seivioe connee | f 1 oocase, Bt less than 30 percses
! 3 dzabled

e s il Lo sabanit ol
wiigth il e e ity st vic s ard Lype ol

Jjob announcement.

Eligibilities

1 Do you claim Vetwiwn’ Profumsncs?

Profersice,

hip Pref

< agency hifng

* Click to Continue.

Aim High... Fly — Fight — Win

© Terms of Use

& FOIA and Privacy 1 UsA0BS.gov

20



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.

fax WA

Aim High... Fly — Fight — Win 21




7
vl How To ApPLY

* Next, complete the assessment.
« All questionnaire items display on SEE=_E==E==
screen; must scroll to see and i
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.
Aim High... Fly — Fight - Win 22



How To APPLY

A =
* On the Documents page, assign uploaded documents
to an Accepted Documents name using drop downs.

ocuments

* Documents marked as
Required on the Supporting
Document page will display T
required in red text next tothe  — —
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.

OpenPeriod  Tuesdsy, July 19, 2016 to ionday, July 25, 2

* Click to Continue.
Aim High... Fly — Fight - Win 23
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How To APPLY ﬁ

U.S. AIR RCE 7
L= s

* Once Available Documents
are assigned, view using
the View link to the right of
the document name or

Ncuments
[} [}
Please assign the supporting decuments you imperted from USAJOBS to the appropriate documaent types Gsted below, If the document you
naed was not importad F rom USAJORS, you ma; ¥ wpload it directly into this application.
f t I I t Youw MUST assign at least ane sepporting document For each required documant type in order to submit your application,
: e : Cul I I E I I I la E = Ascepted Documents  Avad Aable Cocume s
Resume (reavired + < Pioge 1T ARSREL o Bl
 Documents can on y be
over Lecte
deleted before an e

application is submitted.
Once application is
submitted, all documents

become a permanent part of ~— Erera—
the application record. ne |
* Click to Continue. e D

Aim High... Fly — Fight — Win 24



SuBmIT APPLICATION

A =

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

ion * ™ Assessment « ™ Docoments [a Reviey & Subeit

* Incomplete items will be
marked with a red X. 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 | E= o
modification. e
* When finished reviewing, -

click Submit Application.

Aim High... Fly — Fight — Win 25



SuBMmIT 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.

UNITED STATES OFFICE OF PERSONNEL MANAGENENT

Return to USAJOBS

Aim High... Fly — Fight — Win 26



WHAT’s NEXT?

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

USAJOBS

@ Program Analyst

Office of Personnel Management
Mulliple Lucsbivne

O Closed 7/25/2006

Profite Welcome Karen

Complete is complete and you

Application Stats

Your application has been reconvod far processing,

SAVED JOBS SAVED SEARCHES

Locations
Q Buulder, Colursdo
Q Fairfax, Virginia

Q Seallle, Washingion

Work Schedule

Full Time - Permancont

Series & Grade Salary Range

G5-0240-9 $25,000.00 Lo $35,000.00 / Per Yem

Additional Application Information
@ Program Analyst

Offica of Porsonnel Management * m Erulljobannouncement B Aichive @ Help
. Laztup 2006

Mulliple Lovalions
O Clos

Aim High... Fly — Fight — Win 27



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

USAJOBS notification towuch point updates accur when certain reports

Status Title

Received

Application

Incomplete

Application Status Not

Available
Reviewed

Cancelled

Not Relerred

Referred

Not Selected

Selected

USA Staffing Trigger

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

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

documents (PF status).

Apphicant did not complete the ransition from USAJOBS Lo Application Manager,

When No
When Cancellstion Letters are sent due to the vacancy being cancelied.

When Notification Letlers or Relerral 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 Lettars are sent, thase applacants who have hean referad to
selecting official will receive this status.

When Dispasition Letters are sent after certificate is audited, applicants with a Recarc Status Cede
of AA, 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.

Aim High... Fly — Fight — Win

oo of Results are sent, Applicants will be nocFiad thas their application has besn reviswsd,

are generated in USA S2affing as explained in the table below.

Status Definition

Application "package” s complete, Questionnaire and “required” dooumentation is received
A‘)[:l'ljg[ir) 1] ‘[}.‘« b.alj-j-' has not been comp eted, Applicant faded to complets slectronic process ar
did not submit “required” documentation £.g., resume, transcripts, ctc

Applicant did nat transitian ta Application Manager te bagin the application pracess, therefore
o applivent record has been established,

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

Applicant meets minimum gualilicetion requirements but is nol determined 1o be smong the best
quallfied, 50 Is not referrad For selection consideration

Applicant’s name was referred to the selecting official for Further consideration.

Cortificate audit indicates applicant was not selected and was not referred on amy additional

certificates,

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

28
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vick WHAT’s NEXT"

 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.

e Other recruiting platforms and methods:
» Recruiting events

« Job boards posting

 Lindedln and Indeed

Aim High... Fly - Fight — Win 29




TUSA Jobs
This website 1s the U.S. Government’s official
source of job and employment information

hitp://swyww.opm.gov/
U.S. Office of Personnel Mlanagement
OPNI aims at recruiting, retaining. and honoring
a world-class workforce to the American People.

Air Force Personnel Center
This site provides employment information at
Air Force locations serviced by the Air Force
Civilian Personnel Center (AFPC) and
provides information on Career Programs such
as PAT ACE Acquire and Copper Cap.
Phone: (800) 699-4473 or TDD (800) 382-0893

htto:// - afcivili ,
Air Force Civilian Service
AFCS provides employment information on key
hiring authorities and initiatives, entitlements
and benefits, and 20 career fields specific to the
United States Air Force.

Defense Finance and Accounting
Defense Finance and Accounting Service
(DFAS) is the world’s largest
finance and accounting organization.

1 : & : 2 inside d =H
Rlindex.cfm
The Defense Commissary Agency (DeCA)
DeCA emplovs more than 17,000 people
throughout 14 countries delivering
commissary benefit to the U.S. armed
services.

Army Air Force Exchange Service
AAFES supports over 42 000 jobs in 20 career
fields at service centers such as BX_ Class Six_

Home and Garden, Shoppette. etc.

hitp//wyww.nafjobs.org/

Air Force Non Appropriated Fund (ONAF)
This website provides information on federal
employment opportunities through WAF, a fund
that is self-generated by Air Force clubs,
bowling centers, golf courses. food services,
fitness centers_ etc.

hitp://www. S8thservices.com/humanresource
s:htm
88:: Force Support Squadron at Wright
Patterson Air Force Base Human Resources
All NAF positions are announced at the above
NAF Jobs website. This link provides specific
information on submitting NAF applications and
eligibility requirements and restrictions for
positions at WPAFB.

http://www.aflcmc.com/
Air Force Life Cycle Management Center
Civilian Careers
This site provides information about AFIL.CMC
and outstanding opportunities across the

acquisition workforce (finance, contracting_

engineering, program management, logistics) at
more than 75 locations across the U.S.

Aim High... Fly — Fight — Win
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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 5’ o 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 Phone: (937)257-1494 DO NOT EMAIL

oy Email : NOT ACCEPTED DPIDOE@WPAFB.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.

Aim High... Fly — Fight — Win 31



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.”

» There’s NO page limit, but tailor your resume to include only
relevant job information.

Aim High... Fly - Fight — Win 32



Tips & TRICKs ﬁ

» 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 2

eeeeeeee

N i ' - Openita O Veterans (1
Permanent « Full Time -
@ e ° dJ @ Federal ¢ () @) individuals with disabiltie
: 1 O veterans

Management Analyst GS-0343-12 eiiob 0 °

eeeeeeeeeeeeeeeeeeeeeee

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

Aim High... Fly — Fight — Win 33



88th Air Base Wing

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

Security Fundamentals
Mr. Ray Scriven
26 September 2022

Aim High... Fly — Fight — Win



Objectives ﬁ

. S. AIR FORCE 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? ﬁ

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 ﬁ

U.S. AlR FORCE 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 ﬁ

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.

e 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.

e 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 ﬁ

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 N

Aim High ... Fly — Fight — Win!

 Misconduct/Negligence in Employment

e 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

* lllegal 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

5. 8. AIR FORCE Aim High ... Fly - Fight - Win!

* Nature of the position

* Nature and seriousness of conduct

e 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 ﬁ

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, fithess 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**
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SF 86 - Questionnaire for National Security Positions ﬁ
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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.
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SF 86 Preparation ﬁ

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 1-551)

= Employment Authorization Card (EAD Card 1-766)
= U.S. Visa
= |-94

* Employment history
= Current and previous work location addresses
= Supervisor names, addresses, and contact information
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SF 86 Preparation continued... ﬁ

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
» [f 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
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SF 86 Rejections ﬁ
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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”
e Full name for supervisor Must be listed
e Failure to provide spouse or co-habitant SSN
e All relatives Must be listed
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Rejections continued ... ﬁ

Aim High ... Fly — Fight — Win!

The optional comment is vour friend

* Explaining estranged family members

* Explaining unique circumstances

* Articulating that all efforts were taken to obtain information but
proved unsuccessful
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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:

= [nternet

= Social Media (Facebook...etc)

= Address information - http://maps.google.com/
= Zip code lookup - http://zip4.usps.com/zip4/welcome.jsp

» Area code- http://www.nhanpa.com/area code maps/ac map static.html

= Selective Service information - http://www.sss.gov
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NOTES ﬁ

U.S. AlR FORCE 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.orqg/federal-employment/
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Questions?

Visit
https.//www.soche.org/federal-employment/
for quick access to federal employment
portals, additional resources, and video
recording of the presentation.

Aim High... Fly — Fight - Win
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