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Happy FY12!



Background

- » Theroadto a
Federal job can be
smooth or rocky...

* There are many
ways to get
~ederal jobs

* Federal jobs are
nighly desirable
and as a result, are -
often competitive a

| .« This can be a real
challenge




Today’s Topics

- Finding Federal Jobs
* Applying for a Federal Job

 Resume Writing and
Qualifications

* Narrative Statements
 Changes to the Process
.« Summary
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The Job Search
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Step 1: USAJOBS.gov

USAJOBS

"WORKING#WFOR AMERICA"

What: (keywords) ||".“."here: (city, state or zip code)

Search Jobs »

First Time Visitors Why Work for America? Special Hiring Events

Individuals with Disabilities

Veterans Students Senior Executives
Site Map Contact Us Help/FAQs Emplovers Privacy Act and Public Burden Information
This is a2 United States Office of Personnel Management website.
USAJOBS is the Federal Government's official on

e-stop source for Federal jobs and employment information,



Job Search Agents

« The easiest way to find jobs
« Setit and forget it

 The way HR folks find their jobs

Where: (c
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Brovse Jobs > Advanced/International Search > | Select Radius \V}
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Current Search

(® only Jobs Open To ALL U.S. Citizens

ST O ALL Jobs (I'll Determine If I Can Apply) Q

US-DC-Washin
Area

You Added ... @

COMMERCE, DEFP

ARTMENT OF Remove K4

Area, DC (S .
Clear 2ll And Start New Search E3

Save job | More like this
US-MD-Gaithersburg $89,033.00+
Refine Your Results
Save job | More e this
US-MD-Silver Spring $105,211.00+ » Salary
» Grade
Save job | More like this %
» Occupations
US-MD-Gaithersburg $89,033.00+ y
® » Agencies
Savejob: | Moredikethis » COMMERCE, DEPARTMENT OF

Sub-Agencies




Steps 2-102: Build and Use a
Network

Leverage your network of contacts

Every colleague, every classmate,
every customer, every boss

You can get a job even when no
announcement is posted...and it's
perfectly legal

“You know, I'd be great at that
job...”
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Leverage New and Existing Flexibilities

|+ Consider creating your own

opportunity...

« Student Pathways Program

* Yesterday’s non-traditional student is
today’s traditional student

* More agencies looking to hire
experienced staff through student
appointments
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The Job
Opportunity
nnouncement
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How To Apply

Owverview Duties

Qualifications and Evaluation Benefits and Other Information

«+ Back to Search Results

ECONOMIST

HOW TO APPLY:

How to Apply

APPLICANTS APPLYING ON THE BASIS OF EDUCATION MUST SUBMIT EITHER AN OFFICIAL

Top A

TRANSCRIPT OR. AN UMOFFICIAL TRAMNSCRIPT ALONG WITH A RESUME TO RECEIYE CONMSIDERATION

in the future,

W | applicable).

APPLICATION MATERIALS MUST BE REGEIVED BY
TO PROYIDE COMPLETE INFORMATION MAY RESLIL]
POSITION. ¥our application materials will not be re

The application process consists of two steps. Fo
8l | questionnaire as described in Option One below. F
W | transcripts, and other supporting application mated

Once we have received your completed occupatian
be reviewed to determine if you meet the minimum
upon completion of our review you are found to m4
|| OPM service Center administering the next quarter
See Section 13 of the Occupational Questionnag
the test date you will be notified by mail af the da

test,

FOR THIS ANMOUMNCEMENT.

How to Apply

Provides step-by-step
Instructions on how to
apply and may include
Information on when/how
applicants can expect to

hear from the agency

4
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How to Apply

Option A: Online Qualifications Questionnair|

Tips for using the Online Qualifications Quesi B e Car efu I to fo I I OW th e

«  You must click both Srish and Submrit

Questionnaire is not processed - and yoy “HOW to Apply” directions

Subrnit button, even If USAJOBS says it 4

You can upload ar fax supporting documsg C I OS ely’ S | n Ce th ey m ay

Questionnaire.

You must complete the entire process by d |ffer aCross ag enc | es

To make sure everything you submitted i
1. Go to HTTR: AYwww. hr-services.org/u

Option B: Paper Qualifications Questionnaire.

If it is not practical for you to use the Online Qualifications Questionnaire, you can write your
answers on paper. Follow these steps:
1. You can print a copy of this job announcement so that you can read the questions offline.
2. (Obtain and print a copy of the OPM Farm 1203-Fx, which you will use to prowvide your
answers. You can obtain the farm at this URL

HTTP: Afwewewe . oprm. gov SFormspdf fil/OPM1203fx. pdf or by calling USAI0ES by Phone at
(703% 724-1850 - after the introduction, press 1, and listen for instructions,

3. You may submit the Form 1203-F¥, resume, and any supporting documents either by fax,

* By Fax: If you are faxing a Form 1203-Fx, you do not need a separate cover sheet,
Simply make sure the Form 1203-F is on top of any other documents you are faxing.
If you are faxing any documents without the Form 1203-Fx on top, always use the
afficial caver sheet which is here -- http: //staffing.opm.gov/pdfiusascover.pdf -- and
be sure to fill it out completely and clearly. The fax number is 1-877-875-4877.
Please note: this fax number must be used to submit all application materials.
Materials faxed to other numbers will not be considered. Feed all documents into
vour fax machine top first so that we receive them right-side up.

Electronic resumes must be submitted by midnight Eastern Time on the closing date.




Applying Online

Go to section of this Job: v

Apply Online »

Print Preview )»

Save Job v

Share Job b
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Overview of the Online Process

After selecting the job to which you would like to

apply, there are usually several steps in the online

application process:

« Create your Federal resume — remember to
highlight your qualifications for the specific job and
guantify your accomplishments, when possible

« Answer the questions posed online — agencies
evaluate and select qualified candidates based on
these assessments

 Submit the complete application package by
the stated deadline
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The Job
Application
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Four Standard Aspects

-« Applicant Eligibility
e Resumes

» Job-related
guestionnaires

'« Narrative statements




Applicant Eligibility

Applicant Eligibility @

Are you a:

® Permanent Federal emplayee in a competitive position, excepted service position
covered by an interchange agreement or eligible for reinstatement?

# ‘‘eteran eligible for veterans' preference or separated from the armed forces under
honorable conditions after 3 years or more of continuous military service?

® Person with non-competitive appointrent eligibility ?

®INo O Yes

When submitting an application, agencies request
eligibility information including:

« Past or current Federal employment

* Veteran qualifications
(http://www.opm.gov/veterans/ntml/vetsinfo.asp)

 Non-competitive appointment

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT




Requirements for a Federal Resume

Federal resumes require more detail than
- standard resumes. Essentials include:

* Information about the opening
e Personal information
e Education and coursework levels

 Work Experience
« Dates and number of hours per week

« Salary
« Location of position & supervisor contact
Info

* Other Qualifications
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Resume Writing Tips

« DO include all required information
« USAJOBS resume builder can help with this

« Boring doesn't sell

« Use bullets and storytelling
* Three to five sentence description
summarizing position
« Bulleted list of top 3 — 5 results achieved
« Then take defining characteristic of your
success and tell a story with it
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Job-Related Questionnaire Tips

Give yourself all the credit you deserve, but
none you don’t

Check your responses against your resume and

narrative statements
* Do they match up well?
 If not, you've got some work to do
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Narrative Responses

Agencies commonly require narrative
responses to address characteristics they
seek

Can be called KSAs, Competencies, Narratives,
etc.

Can be extremely important in the evaluation process
In sorting out the best qualified candidates

Vary depending on the job, but examples include: Skill
In written and oral communications; demonstrated technical
ability; knowledge of specific subject matter areas

Are similar to interview guestions; answers should
provide concrete examples (coursework and volunteer
experience count), particularly to demonstrate quantifiable
results, complexity, or leadership
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KSA Response Approach: Context,
Challenges, Action, and Result (CCAR)

Context: Describe the specific problem you had
to address (What did you have to solve, resolve,
respond to, handle, etc).

Challenges: Describe the factors that
contributed to a particular challenge such as
budget cuts, new legislation, institutional reform,
new goals from upper management, etc.

Action: Describe the steps you took to solve the
problem (Stay away from the ordinary -- be
extraordinary in your response)

Result: Outcomes of your actions (What was the
difference you made — highlight THE BEST)
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Narrative Response Tips

 Address key words/phrases
mentioned in the position
description

* Focus on outcomes

 Use plain language, without
acronyms

 Review answers to ensure
they are succinct, easy to
read, and grammatically
correct

« Tell astory about your best

example

™ - Inject drama where you can

 Use a “magazine article”

format
e Start with a hook
« Lay down the facts
« Tieit back in
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Summary Tips for Applying

* Plan ahead - the application process itself can
take time; to improve your chances of getting a job,
be sure to allow plenty of time to thoroughly
complete your application

* Select carefully — a tailored application for a few
jobs that are a good fit will be more successful than
using a standard resume for many jobs

* Be patient - the evaluation process can
sometimes be lengthy, so it may be some time until
you hear back about an application. There may be
little or no communication from the agency; security
clearances can prolong this time period
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What Happens Next

After the closing date for applications, the agency
evaluates candidate gualifications

From this assessment, the agency produces a list of
gualified candidates

From the list of qualified applicants, agencies select
candidates for interviews

At this point, agencies are like other organizations

» They conduct interviews and select the best candidate(s)
for the job

* Some jobs require security clearances
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A Note About Security Clearances

« Applying for jobs that require a security clearance is a two-
stage process:

1) Get the job offer
2) Go through a detailed background investigation

« Everyone hired for a Federal job undergoes a basic
background check of their criminal and credit histories

« Jobs that include access to sensitive information generally
require a security clearance, which requires a more
intensive background investigation that begins after
someone has already received a job offer
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Summary

' ®*Federal agencies hire the best and
brightest, and getting a Federal job
IS competitive

*|Increase your chances of being
hired by following a few clear steps
* Consider various employment avenues

* USE YOUR NETWORK

* Follow the application directions carefully

* Bring your best to the application and
Interview
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