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Step 1:

Finding and Viewing a Vacancy Announcement

1A: Go to USAJOBS and Search for a Job
• Go to www.usajobs.gov

<D Search for a job:
~~ •• ~ .,J.l."'-c~tt ,,~.IOC •••••..,..

. ---

-;W1JL"

In*''''''-.IIU 1hUd:ll«l'" I ~cw•.~ I ,.,.V't1 • h.n ••ht;(WUtU
.• r

...'.,.' ' , ..•• , '" ,.•._ _ ~...•••• -.••, ~., •••••• ' •••• _ •••.• ,"',.J ••.•. t' ••.•••• «'_f ••.••••p •• _ ••• l••••••.•••••,. ••.~.

1B: Read and Print the Vacancy Announcement
• Click on any of the tabs (Le., Overview, Duties, Qualifications and Evaluations, Benefits

and Other Info, and How to Apply) to view that section of the vacancy announcement.
Or you can scroll down the page to see the rest of the announcement.

• Take care to read entire vacancy announcement and print the announcement.
(j) Look in the box to the right side of the screen in the vacancy announcement and

click Print Preview to view the entire vacancy announcement on one page which
can be easily printed:
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1:",5Se~o~rC~h~J~O~b.~~,,5,~~~y~AC~-C~"~U~nl~~~",jl,-,n~f~olc~o,-,,~,,-,t~C,-,'~'~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~.~]iijiiiiiiiiiir==,:
Sear-ch Jobs ~ G

1\'..hM:(key\'\c~rj~c==J ~n~~ (city. stat~~ 0
~':'.f,f"\Ci.;:r"t:tr"!""~jI\S$ .•ri""

Job Title: ProlJram SpeCialist" - GS 301-9
Department: Departm~nt Of Veto?f.lnS Affairs
Agency: ..•..o?t€rans Health Ad;l'llnistration

Job Announcement Number: LP-IO.FGa.325259

~,
~ Veterans Health Administration

Apply Online ~

Print Preview'.'.

_'.m.w-save 'ob ~

Agency Information:
SAN FR,.'\NCISCO
PLEASE DO NOT "'lAILjE-M~IL

~

------1 !Go to soiction of this Job: vL __ . _

27.00 - 27.00 USD ,nour
Friday, I'lar::h 05,2010 to Thur5day, r-larch 11, 2010

G5-0301-09

Intermittent Emplo'~mentTerm NTE 13 "'ionths

SALARY RANGE:

OPEN PERIOD:

SERU.'S &. GRAUE:

POSITION INFORMATION:

• Print the vacancy announcement. You can also save this link in My Account so you can
quickly find the announcement again.

• Document the Vacancy Identification Number. This is the last 6 digits of the Job
Announcement Number (i.e. 325259):

.J~ search Jobs -.• My ;\ccCiunl ••.•Into Cr:nlc(----..__ .._._._-----,. __ .,.__ .•-_.---_._.__ .._---_ .._-----------------------_. __ ._ ..-
Search Jobs ~ i)

h'.hat: (kClY.'CrQs) I lwt"-,!f,!!: (Clt(, sta:e (If 21Pc:od~ 0
~ ~~'••~c.' '~•.•..•••t~ ..•,,' :t"""' ~

~ Veterans He~lth Administration

Job Tille: P,oQ,a" Specialist- GS30'-9 --- ~
Department: Department Of Veterans Affairs /'"
Agency: v-:terans Health AdmInistration
Job Announcem(>nt Number: LP.IO.FGa-325259

Apply Online ~

-;nmlMHI.F8
$ave Job ••

SALARY RANGE:

OPEN PERIOD:

SERIES & GRADE:

POSmON INFORMATION;

~7.DO - ~:,oo USD ihour

;::tiday, ~-'arch 05, 2010 to Thursday, r-larch 11, 2010

GS-0301-Q9

Intenmttent Emplo,.mentTenn NTE 13 Months

Share Job ~

Agency Intormllltion:
SAN FRANCISCO
PLEA.SE DO NOT MA.JLiE-t-1AIL
APPl.ICA nONS

4 IMPORTANT! 4
Document the Vacancy Identification Number!

• The last 6 digits of this number are required to return to the vacancy
announcement

• This is NOT the USAJOBS Control Number

Refer to the Applicant Checklist provided in the vacancy announcement

• This provides special application instructions and requirements
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Step 2:

Starting the Online Application Process

2A: Apply Online
• At the floating window on the right of the announcement, click Apply Online:

r~;:~;.~:w~~-'iJ[.;~':;,:-.~~~:1i 0
~;Lll1.:..l...:. ~_ •.:.i:..:.t~~~,_ ..~.,.a..;:,;.:._.:.

Job Tltl,,: ~'tol:l,.•m SP.dilhit. G'5 ~Ol.'i
Oepilrtm",nl: D"Ll;HtJll"nt 01 V'i!t ••r"m'o1 :'f1.ns
AQr-nev; V~t~",n, HoeJllth lodministr.ltKin
Job Announr ••n,,,,"t Numb ••r: LP.I0.FG •••32:;23~

SAlAICYllAN(;l;;: 27.0':'. :U.OCtl'':>D,11':u:

n"l N "«'lIOU: rr,dl~. t-l,l'f.h (':I lOll) to Thu'I<l:l)". f.!.),<1'tII, ~Ct~

SfRIES A, GRADE: G5-030:.09

poslr [ON INHIRMA liON; :';tl'rm.tt'l'nt Empl..,\mr"nn••ml f~n t~ I-1Cllv.t!f

A'j~"~V lufr>'1I111t'OIl;
:il.N ~J=',:.J~C.1SCO
Pl.fA'">f.: (IQ NOT t-t..'LL:'E-f-';'ll
':'~I'LICl.IIONS

4 IMPORT ANT[ 4
Do not apply using someone else's account. This may lead to incorrect
information being submitted with your application.
If you have an existing USAJOBS account

• Enter your username and password
CD If you have forgotten your username and password click Forgot

Password and follow instructions (Note: you will have to return to
the vacancy announcement and click Apply Online to restart the
application process)

• Click Log In
• Skip to step 2F: Select Resume and Any Supporting Information

(page 11)
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2B: Create USAJOBS Account
• Click Create an Account link in the top right-hand corner.

()) This will open the Create New Account page:
My Account '111:0 ':1'<11<'(

Create New Account

Welcome to USAJOBSI

U';':'IOr.';,~ th<'! ~-tf,riilll<}r,~.l~~cf thO' l)" F~,1H,'1 '-,"".NrrT'.,:n~
Its 10(;' llrl(>•••t;>I!1'0tJrG •. f(J,.~••tl ••r••I!.)!) •• ;iml""I'r,il,.,,,,,,,,tUlI\'Ifm,,,tT,,Il,

With vour,,~wllrc'!,Oul\tyt:,lu'lIl.t\! (Ibl •• to;

• Eluil.j ,]n-;! ~tOl"E l.:p to tite d st,n..'t res>Jmcs
• ;a,,, ;:):""d ,J •• t~'!'I')~I::Jcb O;':.3o((.h('5
• :;,J,\e a"d .lcp,,!!or Jcb!>

• i.earr, how to u~e us.uo~s
• L"',)/Tlab~utth.:f'i.!rJcr.Jlh"mli proccso;
• O(~to.er ~P1;cl,J1h;nng pr':o;Jr"T\S

• Se<1rd".br ~eI1Cv, O:cupao~n. i..o':.:lo.~n...
• s .••c \~h,cl'JO:l<J .:If': Il'\ "':;"13r.d
• :"C'Olrto Fi!dC::,31'\~cno.~s

fur," S~t.liun'i: ~.-'ff" ,,,I""'~illl .Vf': -. 'f"V"'''ll.: t ::'~_"I: I: "'tn~ - "',".,'-1.....tl~~

• ,;,el;ui'e.::! i"f=:''Tr.''\I~'' ~_'_~_'_

flerSOIl"llnformllUon

• '~~t~~Pl.: (===:~=-=-=.~.=~~=~:~-=JC====- __ ~:J
_____ .',_'.""'-',',,._ 1-_' . ~-:-::--L._.__.

• Complete all required information
(j) Document your User Name and Password for future reference
(j) Click I Agree. Create My Account. after completing your information:

o IO'pOlnt prefEienc~ based on \."lf~, V'iido.•••••or widow~r
pr~fer-=nce

o IO-polnt preferenc~ based on a compensable s€r.•.i~e-
connected disability Dt 30 D>;?r,~ntor more

Terms fInd Conditions

Till''; lJ. S. go'.€rnment svst<:!lTI is tQ O~ us~d by au::tlonz6d users or-Iy. Inforrn.3i..ltJn from this system
r€Sld~:; on (ClTlput~r ~~'5tems funded b~' tTl': rJo"~rnlTlent. n,e d.)ta and dlKurneflts on th!:> syst:m
jnc1ud••.Fed~ral r,:>cords tllat mCl~ccntain .;;,;,nsl::i••", infornli1tJon Drl)tdt~<1 b, •.ari(hJO;: Fo?d€f~1
statLltes, including the Prj .•.3c.••.Act, 5 U,S.c. .; 552.1.

;.11 access or us~ of thIS sy'He!11 c,;'ln,;.tiwt.:5 us.::!" lJrlder':'tanc!Il'IQ an,j acc""ptanc,=, of the'i't:' t",rrns ::md
c.~nstituto::s unconditional ton~ent to revi';:\',.lll:;:.nl:onny .and .Jctli;.n b.,..all awthoriz€d gc\'ernnl-?nt
.'lnd lavi enf.:;n:em~nt PErscnn-=:1. \'1hd02 usmc t.hi~ S'.,5tf:'m ..•.OlY lrS~ nl.1'i be moratored, r--:~orded ,-:md

'l~ct tv audit.

Unalit .~dU:J:€r .3tt-el1lpt", cr acts to (1) ~lCteSS,upload. chClnoJ~, or d~lo:te O( do:?f<Ke inf0rmat,l)n
on tnlS ST'",. (2) mOtH,.. thl$ syst'?lll, '.3) d-1nr arc.;:ss to thIs s1'stem, (~:' accrue r€:sow(~S. for
unauth<)rIZ02C l. ....rIS) other"i1se mjsus~ this syst>;?mar-? stnetfy pr""'lbl~ed. Sum :3ttempts or .;,ct:i
are subj~(t to actio- ' t may result in cnmina!, (j",'t1. or .3!Jn1lrnstrati'.'E penalties.

, I agree. Create my account. •

~~ Ccnt.a':( Uii h::o!prF=";"Os ~ Pn •.'iKy t..:t ~~nd PU.'it-: 8~;l'tj~n ["f~Jl'rrl-:lt10(l

This is a United Stat>;?s OUiC,= of Personnel M.1nag~m'2nt w~bsit'2.
U5AJ08S is the Federal Govemment's official one-stop sourc-= fer Fe~erat jobs and er,;ploym-ant information.

4 NOTE 4
• You will be prompted to edit your username if it is not unique
• Your password must contain a special character, a number, and be at least 8

characters in length
• Document your Username and Password for future reference!
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CD At the welcome page for your account, select Build New Resume to create a
resume or, if you already have one, you can upload your existing resume by clickiing
on Upload Resume.

MyAccounI

• 0, !hilD,,ldtllHl
c.o,.._~.~.~*.,""'...._)Z ••"':;1 ¥_'_4~

r?iS-J' ....;t.'.4'" O~i""',

.~. 'Jflt{!!

..,~.,,,,,,,,,,,
.i~.~ •..•..:: >r.•• liA:c:: t.f_'l~
.lo •••• '~ ••• ,.ot< •••••• , ..• ,' •..~
.O•••• I_I.UX~' •••.••••.1

'tit'Hi, '- F'

,,",.••rIlM••

-;:-;-~-'~;"l'~~~-;;;; 0
t.l •••.,L' '.1•...,.•.•1 •••.• '

•.•• -1.': •.• ' ,.,,,' ''"' ~.' •••• , " . .". •• ~' ._;+> .".. ','" ,'''.' _. -I ••••

• •• > •••• ~ •.•• 'q ••• -~••• <'••.••••• ..;.._ ••••. , .• -' •• : •••••• ,t~ ••~.• ".".uAJ
•• " ", ••• "'-', •• '., •• ," ,- .~ •• to "-j '" I " .;."••"'.",.;..".• , .' -',
I '. a., Of:' :,", '~:I • ".' ,:,.. ," '. 1'-" n', ., '.... '" •••,- .,'," •.••..••.,. ,~

4 IMPORTANT! 4
If you upload your resume, make sure it contains all the information
needed to be considered, such as:

• Dates position was held (month and year)
• Whether a job was part time or full time
• Description of duties performed in the job
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2C: Create Resume
• Click Build New Resume

CJ This opens the Getting Started section of Resume Builder:

Resume Builder

USAJOBS' R€sume Builder a~ows you to creat>? a uniform resume that pro\lidoe.s all of
the information required by government agencies. Instead of creating multiple
re!:;iumes in diifE':'rent formats, YOLIcan build you,. re<;ume once and be ready for all job
oDDortunittEs.

I. Getting Started 2. fxpCrlCflCl! ). Rel:ated Illfonmtion 4. FinishingUp

l..'( Ch~ckout a
• Sample Resume

Confidentiality a
Select confitientidl to hide yool contact infcnnation, current ernplover name, and referenc.e-s from re(ruitErs
pErforming resume searches.

oConfidential 0 Non-Confidential

Candidate Information a
Note: If your resume is confidential, this information will not be visible to recruIters performing resume
searches.

'" Nome Your Resume ~ ~JWh<-lt is this?

II Complete the required information for the Experience and Related Information sections.
(J) Click NEXT after completing each section

• This will open the Finishing Up section of Resume Builder
cv Click Activate Resume:

Resume Builder

I. Ge,ting Started 2. Expcrienc~ 3. Related Information 4. Flni<hing Up
Preview your resume
as you build It!

PU.ASE NOTE: flj~.ld~/I' l~ .3f1.J.:l€flS~ (*) drc required fields. O.Ck. on the €t aft'!!!' each title tor more Information.

Hake Searchilule @

:"cti'Jating your resume '",ill allow recruiters to find your resume dunna

-0Rl>------------------------

Save your resume. To make futur-e changes to your resume, click Resumes on your ~Iy USAJOBS home
page.
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• This will open the Resumes section of My USAJOBS where you will see your
resume listed:

'V Resumes

USAJOBS'Resume Builderallows you to create a uniform resume that provides all of
the information required by government agencies. Instead of creating multiple
resumes in different formats, you can build your resume once and be ready for all
job opportunities.

Resume J: PrOfJr~1n AniJlyst
~'~I~lllilQlli~I~I~

Status: Searchabl€
t.1gh' 1\0' ':::g¥~hab!€
~~.p.!UtiOt1Qdt~: 3/30/2011

Formi::lt: USAJOBS Resume

Source: Built with USAJOBS Re-surlle 6uild~r

ReSIlIlI(~ 2: test
'Wlli I E<ht I ~ I ~
rormat: USAJ085 Resume

Source: BUilt with USAJ085 Resume BUilder

Status: Not Searchable~~

Upload"1!W~met. 1>"

You have created 2 of 5 possible resumes. You are able to upload and store 2
uploaded resumes; you have created 0 of 2 possible uploaded resumes.

20: Upload Any Supporting Documents
• Return to the main page and click on Saved Documents:

s" ..f(tl.l.Ji••••
~h~t,ilor.l~"4;j"--~~ .••.-;-..;;;-;;:i:) 0

e. ••~.,• .:....:...~ !,~••• ;,a.J i.""", •

~"" ••••.••• ~IIr•••••t••1I ~•..,

~'.-"'"\0'''''''''

~.f.l.lluLhu~ .•!lL
IOr.l'llhl.lNU'/'!UI.,'l'''

Sa•.ad Docum4r.tl •

"~'('.lrr "V ~."t.........••>.' '_ l , "' • ''''''', •• " ~. '; .• , ••.•" .,:."-.'I.'.,,.~~.'.~.,', ..., ," "'. ;,'~. :,.•..~,.;~'.'n.!L."'I<, •...
.' 'r,,, '~'i', '.".u,' "," '>. "., ,., • \ •••• ,' •• ' ' •• ,'11.' ,'.~' ,. ~".',,<., ,"

••.•• ' ••• - " .•• ) ..• 1 l"~' •• , •••• ","' •• 'q ,_"':"" ~ '.' ,. ,.". ",., ' •. , •.• 0- " '.t,' ,. ". ;

'I.,' ,.I .•~~ '1 >" ',0-"

8Ni'WdW•

:~~.':.;~:tT
•o',""~\1'"••~ •••I~
,.~_1""

My Account

tJ

•. tH'dtj.jiiij- .••
'W#t',@. t d.

i.,.lt~I"-'.'~r.,,!f.,''''.~
~,••••,. ~f'/(','I".!, II '.!:.~L.'.,r.:.1:.. '~
••• , •••••1' U~••F:~ •• ~•••• "' •
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• Upload all required documents individually
(~ For each, select the document type it most closely fits: resume, transcript, veterans

documentation, qualifications, or miscellaneous
OJ Click Browse
OJ Choose the document to upload from your computer:

Soved Documents ~

-;'-.c:iCaIerda-S.
t.0 bpay 5ctiedJles

~~ !L~VCS OPEK.ATINS WOCEDLRES
Q :~2007-(hy5ie<n-pay ch<J-t
p :'!!lASSI~T CCOES
D',,,,,, ''!!lASSIG'MNT CCOES- Social Wcrkers
, ", '!JAssig>ment Codes with Pay Tables - O-RM 7-20-07
;;J ~H>-<I:>ook-OX-Gr0LP5

MjI DClCUIIoWl ,"::W-2. ct\3:)ter 3 - 5€lectiOl of Chiefs of Staff
.~,PAID Position TItie Codes

~ ;t!)Trainee E.ff'.efits (Associated t-lealth Trainees)
M,"""". !!lVHADirecti•• 10-94-068 - VAChaplain s"'lfieg "nj c1assif_:

I~1 l-_ .----- -l
Ml'~~ F4e05Tll' 1 ...:..1LEJ

f~oI~: fAiFi",(":, ...:J ~

II Bro •••... I

4'" OPMOther - 29.S0Ci
J.';' ~I~

Oocument 1:

Plei'lse enter i1'l Oi'llne for this attachment (100 characters JIlC1X)C==-:==J
You ha ..•.e 5a~ed 1 of 5 possible documents.

Upload a New OOCUIn~llt rO
1E!J:~4 ,::~
I

USA)08S allows ~'our applicatIon for employment maximum f1exibihty b\-' oivlng ",'ou the ability to ha',;e up to fl..•.e
attachments alono "''Iith your resume such as: 00-21..$, SF-IS, SF. SO, OF.306, Transcripts or oth-:r types of
documents.

• Click on Upload to transfer the document to
your account.

4 Success! 4
You have successfully created an account in USAJOBS and are ready to start the
application process.
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2E: Return to the Vacancy Announcement
• Click the Browse Jobs link in the upper right-hand corner of the My Account page.
• This will take you to the Basic Search page:

WI•••" ,•..',' .to, \~, •• '''.11. "'h~r. ',', ."'_ ".r I: ,..~
R.'II'I."OI,'S •••,,:h r;,;:O;;;;;:;r-.--j:~.;;-- ----- 0

ls.~._~~1 'i-OI_'.~i_U::''' i.!~.~~~~~It:._-.:D

OI'l(I'yltl'f :'I,r"""_10~'(f'

CUttt!llt Sn.uch

Rehn~ VOIII RelulU

~OolI,)<'1l'\.""",,,IOAlLI;S"N"""

c •.u.,ro., •.• d.c't,.._ ••.I( ••••ePCl-.•.' ()
,;~~lo •••• ~jqoJ •••:r.1 U$,C'C .•• <I>."1'ut_ J:'lt.l~ ~"..f h •••~. ~ •• ' ~ ••••••• ", :J .•;..<:1;•••• ' .••••

:J:':'.,,, •.•

'"'o"'.I_S•••.•"', lJ~.\I.l.••"""_cO ••••h n,7f.<',cO.---- ',,"~'I." '''\l.\:,',t "0;'" ~"".v

~."~,,r~~~'r:~;'i;~'tl~..~..I'."
('t •••A\

~=:,,;::..l': A,m.'t'oIo':'~d"'''''''C 1JS,~,:"'''.ISl(l'''."l 61.315,(,11 •
•. "',m.",~r" '.~n..".....,
1•••• C) ~ ?"' ~ •

V~110' !~'J~J. "'1"1, 1•.,1otl~" tJf'CA ••.••olI.lh~. .ff,\.4.00 •
•1I,!C:':.t' :Ul1e. N.r>••oJ."... •••.• ~cn'. 'S•...,~ •• I. $,"AN""
~t.;~ ".m'tn_

• In the Keyword Search field (see arrow), type the title or similar key for the vacancy
announcement you wish to apply
(]) You may also search for other jobs by selecting additional criteria
(j) Now that you have an account, you can click Save (see circle) to save a link to the

announcement in your account. Then just click on the saved link in My Account to
return to the announcement.

• Scroll through the listings and click on one that interests you to see the full
announcement.

• Repeat step: 2A: Apply Online
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2F: Select Resume and Any Supporting Documents
• Click on the title of the resume you created

OJ This will highlight the title in blue
• Click on any additional documents you wish to include in your application
II Click the box by the certification statement to agree with the statement, then click the

Apply for this position now button:

AppJy Online to rhl:?' follo~';Jno lC,b:

Please Note: H ",cu ,;,ro: !-:sut,rlllttlflQ N llp~1atJnQ :; pr~ ....!ol,JS ,:,ppk:.:;tIOIl 't01.1 rnuH (oO'-SUbJllI[ illl
r-=~tM-=d dOCUnl.;ots,l

Resume. SBI.::c C',nt!d "fOLlr :>tor~d r02s.um~s to send;,.-,------ ._.•....•.•. .....-...-_. _._._\
15.,I.,ct ,
Itest I
hestUpload .

!medtaOndgetlcl..: )8

Job Title:
AgencY:
Job loclitlon:

Vc,lulitJry S~r\'l(~~,Spt:(l.Jhst
OED-Ztrrmo;:nt e..f V€t€:rans .llfalrs. O~p3rtnV?nt Of V~t€,rans Aff,om.;

~'i3~tiln9lc,n DC t.letro ':"r€J. O'Sl;rtcr of (Olu~lt.la

~ NOTE ~
Return to this page at
any time by repeating
step 2E: Return to
the Vacancy
Announcement
(page 10)

Attdchment( 5) . '5~I;:cr c,n~ or mvr~ o',Our ~;tt<3chmt:ms[<:. SE:nd'

I'S~I>?ct-_.._-------~--1Othoer (2850a) i__ , __ ~ ---.J

01 ce"tlf., ~h: bes~c.r l"t-:y ••.:"'c •••..~d'e o!l~d b~1,':r.~lj tl-~ H.,fc:"m&~tcn In 3l"d SuCt"tN!I:J b'( rn~".••:hm.
~CC/;-:A:lor, ro! :TIplc"rm~r: IS"t"ve, ,om~it;te. ~rd rntlce I'" o::od f~;tn, ~I":d t1-3: r hao'e tru~,..iulil" ~nd "cur~t~l(
reO:"res:er'!ejn,\ cr~ etcef",epce, ~:n::;".I('j~e, s:",i!$, 3t:llit.e~~r:d e,;L.l:tltlon (jt'J'ee:;, ac:::cmcl'Shmel'lIS, e:c,j. J
..,r,r;'Ci'!>t!"jth~:. 'll"ic:-m':lcn :'Q.i'::ed ItH'•. te Ifl'oe~tI9a:e:L I ur:der:::!;!Cjth",~m:srecres-.:r,t1n; mv
t: .:rtr'f:'lce- or ed", :1::''',0' prC'.'ld:n) f<Jts~or frllu.:lu!ent !dO'"l11~:'C,",n~0:" .\1:1-my ~O~IC~~'Cr:m::!l~"::e >l'O:;Ul"di

fer ret hlrH"lO 11'.e:c' ~ TI'1no rn~ ~r1:e:",I teOln ,'.:"'i(. ! 3!SOurdel"S~bl"d t~a: raise 0" rr"uJC:u~er: :;!lltemef'!$ m~(
01::pl.o~ish",r,= t., fir' • Imp:"i$Clnm~('t (:: u.s.c. lOCt).

(1J Clicking on Apply for this position now will take you to USA Staffing@Application
Manager: via a page where you click Takeme there now:

One moment please•••

We a"e now onnging you to the sys~ef11lJs~d b~' the

Deparllrll~nt of Vet(~ran!i I\ffair~;

to compl~r~ YOur application process. You will be r~tu~neC: to USAJOBS IJpon completIon.
if you do no~ ret~r-n to USAJ06S, please :'emember to close you:- web brOWSe" for
${~CU~'I:Y.
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(l\ At the next window click the Proceed with my Application button:

Welcome, SHERRON.

Not SHERRON L MEADOWS? You were automatically logged in to this account from USAJOBS. You need to click
here to return 10 USAJOBS and create your own account under your name.

[ Proceed with my APplication)
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Step 3:

Completing Your Application in Application Manager

3A: Create an Account in Application Manager

• Click the Proceed with my application button to open the Log In page of Application
Manager

Existing Account? Log In Here:

\)h,Il~. r=-~.,._~~~,~=-l
PHM"ra L__._=-_=-=:

4 NOTE 4
If you have previously created
an account in Application
Manager:

• You will be routed to the
Biographic Information
section of the Assessment

• Skip to step 38: Complete
the Assessment (page 15)

• Ensure that all the
information in this section
is complete and accurate

Create an Account:A
Cft"IGefltono.\-IT$IU.L(en.'!.r-~6nla ~ •• IOu5t:3Nl'lt$"~lli'~.:l:.e.s.:

Cnt..:;-o.tGI;tiliart.~wiU

Welcome 10 USA SlatnngS Application Manager-------l
~ph(.j)lin 1.lJ1\1~wll~ 3n M::'JI U S
GO"•• mmlil'll t)Stlll:l1 ~'hJ~'" .:.utnO,:;t:j la VH'
It;ul1~d:" r"m1<; ')Q~C'r\'!v'{;'
L!"'~l_'!!'l•••n:t'1 ••..•~" coftr", " ~:••m or I!~
m'crm ••tI"nc"U1dru"nmcnmll'l,)lllrCHCullOfl

• Select Create an Account
Q) Enter your email address. This is to verify that you do not have an existing account.

'--'-,' -,..--,,~--------------
~
pllCatiOntanager ~-.~ ..;.;;. ~ ,., w , \

Create an Account

••• I ',,-: •

B4!'.,"""sed th4t Only one olCCOW\t c ••n be cre"t!XI for e\Jch Gm,,1J "ddress, Be iUl'e the em0311,)'COUll! you us-e IS
onty lJCc~"lbie by you and the em61,.,ccounll!i proper1'f s&CUred.

BaIOHt you Cleale art ltCCOunt II Is NnporUuu to venty lh.ll you dO not .1Ire"dy MV') OUi! on llIe. Cre"tulQ a duphcoll~

accounl'mJI ke-eP)'ou hom complelJ09 the llppllcntJon ptocess Ill" rwther ~11p.

~e"se ellIer yout efl'olll,,(]C1ress. You WIll be 4bfo to check mLlltlpl9 ,)(JdreHe5.
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(i) If no account is found, click I'm done checking for accounts:

Create an Account

.•... f'...,
"I'" !. ~

8<tadVt.....::l1l14ll1 Ot~"I torMI oI(;Cou"lI c-m ~CINted rOl eoKh em,)tf iKklrest.1W 5W\I tn. f'f11,»1.'tOCJtll )'OU U'W! I"
ON'{ ~CU$'Ol. by '(OIJ.IIltJ Irt" .mllll accountle pr~rlt wcurod.

!WJor • .,oo U""I", I'l .'ICCOlJr\l, Ill. lmpor1Jllll to ~.nttmal ¥ou do nof alr""l1V fUve 0fW OIl N •. Cr(j411J'IO "di.lPlloCAle
AC~ \l\I\llkwp from comol.t ••-.g the .ppbcaOOrl pfKeS) 1101 furlhlt( step

Em311 ~~.- _ -. - __ - - .11 Ct-c-c.' lOf .ecc: ••r.t I
rJO;lC(~"l"t~fo.undlor ,3,JDP/lCdnl.Q"'~_O"' _

!rm :l;;;re,1"".'''0 Ie' .~te""h I

ThiS i$ ,I V.S. Go~(!tr'ln"i!nt Sr1it~.
~,;,~C!2os.1I.uu.u:

(i)

Select the correct email address. If the address you want to use is not listed (for
example, you made a typing error), return to the login page and start over by clicking
Create Account. Then repeat the steps above.
Click Create account with this address
Make up a user name for your account. This is the name you will use to access your
account in the future. This must between 6 and 8 characters in length
Enter this user name and then click Create user name

rApplication Manager' ~.- ~'."".." ,...* :~-\ -
:,. (';i •• ~~.,.

Create an Account
r.

&ld_ ,-. ~. \'jf:,.~~

l This is ,) U.S. GO'.E'rnmi!nt Syst.:m.
EullI"'rms and C2Qdlfl'JOS

4 IMPORTANT! 4
• Document your User Name and Password for future reference!
• You will be prompted to edit your user name if it is not unique
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CD Complete the requested information (password and answer to secret question).
Cil Click Proceed to Application Manager

~ ,n " J\ ~ .Application Manager ~ . ,
~ .)\ "" .•. '\. '.

'lClltJOIl L1.1neXNr lKCount! CliCk Pfoceed 10 ent~r A.ppllcation f.!.)nagi'r.

Create an Account

This is OJU.S. Govemment System.
Full r •..•rm'd 3ed Cgod:tl?m

4 IMPORTANT! 4
To apply, you must complete the Assessment in Application Manager

• This will ask you for your biographic information and information about
.your training and experience

• Take care to answer all questions correctly
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38: Complete the Assessment
• This will open the Biographic Information section of the Assessment:

'* '* ••..• Jt Application Manager

S('(I,orlJ

St'(W...,~

~t"(IIc:.n!,j

5"cll001
l~'- s~oo"",i -------~-~

~~~~C' !»<:um:_o;_'-_--_-_= __;

r Blographlc Data

~.dCliiS$

:~~~'l~1'---_...,

1t;.I!;- _
'~.3n!:~sC,l,I • ~ __

State
USOil'StanOJf<:! Sl~ti Postal COdes It lOU lI.e oulslde llie US.••.fIlTIn Ceunlr,. ltJ.W; S[.)!~ Ol:>,,!
I ... - ..
It.lC

Telepl'lone lIumtfl

;~~~!T'.:..~I • no con~~lJon InduClt 3ft3 cOde 1' •.,I:tun Undfld Sl•.•l~s

~ NOTE ~
The Navigation Bar in
the upper left corner
indicates what section of
the Assessment you are
in and how many are left
to complete.

• Complete all required information
• Click Next
• Repeat for each section of the Assessment:

\'J~"'SU!fI
u.s~ Sund.lr\1 ~Ia PosI3ICOd~S Il,ou!"" OI,/ISlcf!tnt us .•, llUto CCur.ll! l~a.1r:~:Jp CO~., cIao.
L' I.!i.! ~~e~~~~J
~'''OfY.ltp Cod~

r:::::=-:==- -""]
\'/CI1'. hlil:honE f!t,UT'!tI(-t
lise numthlf$ (lnl,. no ;lunouat1~l lnCJuoe area '0<:11,11"'II11m VnI1e(l SUItS

r --==_~=-=-=~j

Citizenship ~
I.Je you 3 o1I.;oen oItr'le L Q St.ltts?

GhH

0""
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3C: Re-using and Uploading Documents in Application Manager
II Click on Re-Use Documents to open the Re-use Documents section of the application

process:

DccumeOIS In tne ato.e ta!;ll~ I"tJ.e .)lreac, tHn IncluC~11J1 )vur ",ppllca[l:m PactJ~~ ler ltlls. .3:Jnc., D~cumerl!S lr. tM
t-ltl~ teio, •••\.;(e subml;t~d to J Dre.I~U'S """.II:Jll-:10 FJct'a~e and can tl~ fe-used In thIS ':'~DrIC:itJonPac) J';~ To fe.use
cot- or more cccum~nl5 CM-:I ttl€ oOles 1,:.1'me Cocumer.!s ,"I) .',ar',! Ie Incluce In:"'.s ~(.lphCJtjon Pa::I'a.;e ;.inc el,c." m~
Inclu''::~Si'i::chiC Oocul1't'ols- ~unon IIjell (0) nol ""3nft.) r'S.use .in. aOCUOlt:O(S. CllCJtoe Ile.r cuneo I) cootonul;! 1<)1M.
Decum,;nl UtlIO.1(] paCE: .

O.)cum,,:;nts ;irE: J'SI~'~"' InISUele In c>,~rr from n.;.HSllo oljesl."lt!'ltn eJcn s;.ur~e ,F3', UOiI.J),j, u~':'JOes: Y<lU c.m
(OJ!',';': t!1~order 0, Chdll'l,~on Ini: column MaCJn.;i':.

Documents Available for Re.Use

'~~~~~~~j',0 ~. '::.s.. .•"I'l{j :'~3:'::;,2.:J,;'; :"', U::le:.: •..:. :>-C'411'C(U; :.• t ••.•"n. h:l1'l'Jl.;t.

( )

'[ ~~'::!:e Sele:ted COCU"~_l"t:!:L 'I H-,d-' S-el~-c:-.d-Oe-(u-m-~f\:-~'I - [~~ _

~ ~

• This displays the resume submitted through USAJOBS and any supporting documents
you chose in step 2F: Select Resume and Any Supporting Documents (page 11).
These documents will be forwarded automatically when you click the Submit button in
Application Manager (see step 3D: Submit My Answers on page 19).

• Any documents previously submitted through Application Manager will be listed under
Documents Available for Re-use
o Select any documents to submit by checking the box next to them, if you want to add

any of these documents to your application package.

4 NOTE 4
The Documents in Application Package will include the resume you
created in USAJOBS

• Any documents previously submitted to vacancy
announcements through Application Manager will be listed
under Documents Available for Re-use

II Select any documents to submit by checking the box next to it
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• Select Next
CD This will open the Upload Documents section of the online application process:

**•.: *'APplicatlon Manager

mil ::iI','Zidili:l''iEllirlll'M.t"ilrm~$iilil"._:EE£lfj£ilil:j';' •••• I~@~1m:'lIl"lI:3j3l1lil;11m
t loU".". 01.'::,::10 :,2!ht~ :,. U'SI,JC!5 ~:K.IH~

I ~.~.'~.,,~::::>;•••..••••••t~:.c" "-::"2:::: :;<II1.:::~ u~,c•., ~".n.j

• Documents may be uploaded as described in step 2F: Select Resume and Any
Supporting Documents (page 11). You do not have to upload documents in
Application Manager if you have already uploaded the documents in your account in
USAJOBS.
C!J Click Next:

4 NOTE 4
Refer to the Required Documents and Applicant Checklist in the vacancy
announcement for a complete list of required documents

• Failure to submit all applicable required documents may result in you not
being considered for employment.
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3D: Submit Application
•• Click Submit My Answers:

• \'JOf'" outhls ApplIc41i<,)n P,)cll"oe SOfn(l mOlt'. List Il"le IlJ.I;l,}!lon 61;0:n lr.i: U'I;l!' 1••!:1: ';1-:1: :r,t pJ<1:Jou •.••Jr.llc /.Cf' Oil 1:"'"'.1 .•.•••
• Work on" r1off~relll ApplK:ollJOIl Paclt~. ':.::'10.~;lp',Otl~(. IJ41'\),; •. r I.t~.n

@
• Leave Appllc.'lliOO 1.1aMQVI

[lo'Q".j

--~~---_._-_ .._-----_._----------- ----- --------
It",. * Application Manager . __ - _ - ••

V,)c;)ncy 10. 299321 "1~~~~:~:~~~;~-.-~~l~:~:,:.'::;~::!,::~:;~'_:":".::;;",,UWOBS c~,"~liu",boo '''OJ''--- - - ~IliPll!ll..)nlll.lll'O ,~E.>. .•I'J>l!: ~:;;;;J;""<:.' ••' •.nl(.o••• 'II' ••••\.O,.,, -~- - - - -\('((",,,,

5C',".:on2
~~CI'M:- • Submit 1.1y An!lwerl

-- - - • n ,," •.' IN ) 1/)n' t. 'c;to:-p'-ces' "0': I:r Cu'0)"" ~:I"l:ili:l'if"~Ii';f It" "~5rl :n .,'" (J"~.••:" ::I,') t"li! :3~c~ • L'1 ~ '::.~ ~ Cull:" t"l; '"""~., " '. - '''. .
__~ ~r.••1 .;:1) !ll~} s"'o.~::.'.', ':~s:... I.Z•• :t JIi. 'f!:'.nft:.l 5'.lCPtrt"'Q O~~u(!l",!s "''l'' tt' SU'~ 11\( ':''::;:'',~J:,'::.''l:,):";.;,, S':.:~~'.;,~isnC"',1 .)iI31i'pS.:oJ';; ,:crr,nc.tt'

\o:-(T,~",'; I
1~hon' _ _ - - -I Ready to Sub

1C'c:oon~ ~""II:~ll:..rs~e'sl

!.•.••••"':'u~c.~':'-"'-:=1 '
':'''',''''1~_~'~'h_.__ _'
~ •..•t.ol.,,: '.It All •••••..•.•'.

~"""O'.,~~~~:,,~ __]

4 IMPORTANT! 4
You must click Submit My Answers to apply!

• Failure to submit your answers will result in you not being considered
for employment

• If you receive a warning that a section of the assessment is incomplete,
return to that section using the Navigation Bar on the left and complete
all required information.

CD A confirmation of Submission message will appear:

1Confirmation or your Submission to USA Staffing' Application Manager

I
__ '" t~,::,nI .':'.l ''l' ~.••tln.~ .• ,1 ,toJ> l.l~••••;~'''' '-'f Itt: J,~rlcur".,I' ••'t J~ ;tt.Vttl tt.O •• IC'J' ;.J~i"'~~:'r. ~.•! t(-M. li':':'."-! ,}tl(l ,,;:t •••.~ ',',,""1.), ••••• " 1: ,,',n'~.

V~."h,nrl.'r •••.I ....•••

-t<"'ApplicationManager' ,- . _ - . ,
.' ." ----.' • '" I

,:;e"'f(t'lr~, \I>r.m,'::."'~,:t'''" ••!'IS.a'; !Tl). I'l-:~~~mp'.~", .~••, Jnh,:t.~r- CJ'.:I J'if lJ)n, l:l; Jr,r,;~.tI'l:tm~r:I~ JiS •• lt,IJ,O/(,:'''oj 'iU:-'''.S,;" ~I ~•••l\D'I"',? ~,:"",",tnIS }\!. • J r••s~r .•
~ ~'I) ;r'lil" )(.0 '.~~~'<I~,~FI~:(''I!n;~ .~.;",rr\lI":J~;o (. :re;.;',.,n ,: •• T;l ~1!a't ,'''' '''' ;t ••( C~".~ -;l~:~'.;;'''' I,;. tI",,~c.:~,f'~1\ 193'J <I1l-:lf~I;?•••t~1!" ,nlb.l~t"ns lfl:nf ,.nn.)"".. tl,l :J t-l\;ll.

J,;,t T.II~ • \)!~nIJ'1 :;'Ilr,,~n ;f"n.3h~1

.I:t -r"';l,lr,.;t~r.'11 tll<mtt' O. _.); .•..'~:.n3:'
•.•;jnc, j.::.,.t.!,-:..ol:"'r-n,t~f(.l!i :-:)~::'

1.'~.••':OrS C~rU~lljJm:,,' ':'"!n~~
:;l.::r>"~u,,,r, c.~~t :>r,:'I rUT':, ~ ': 2!)~,j:, ~;. :.~ PI!

.'"., ,__:'J " •.. t. I:;;; •.J ';.Ul;;': ." ••I'~)~:I'Lt:;.''U;~, •• .;" ,~:.:J::I,I.,1, r~ll./,n 1:'1"1.' cr't,. !I,,, ~~.•:us ;'!r~~.~,Jll. "I!.(, (.'': ~ ";ll'l,".' .;;'t'I,.;~:.-:.r3':'i s. l'h ~'KL tt~~.\
r,o:': ~. -(t' :ll.:,'ll •.•.•.•;tl ;;,.
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• Click View/Print My Answers on the Navigation Bar to see your answers
• Click the Main button to view the Status of your Application Package:
• Click Logout to exit Application Manager

I SUCCESS! I
You have successfully applied to this position!
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Step 4:

Checking the Status of Application Packages
Sign-in to My Account at USAJOBS:

• Go to http://my.usajobs.gov/Login.aspx
CD Sign-in using the user name and password you created in step 2B: Create

USAJOBS Account (page 5)
• Click on Application Status to see the status of all Application Packages

o For detailed information regarding your application, click on "more information."
This will take you to Application Manager for more detailed information about
your application.

'>/ Application Status .•..

Initial
Application

Date

9/30/2009

Job Summary

DeDutv Program Director (Operations'
Office Of Personnel Management Job Announcement
Number: 09-343-LMW
Pay Plan: GS-0343/14
Location: US-De-Washington DC Metro Area

USAJOBS
Job

Last Application Uploaded
Status

Application
Status 19 Document

Update
Status

Closed 11/13/2009 Application None
Received mor8
more information ...

information ...

• At Application Manager, you can click the Details tab to view additional information on
Assessments, Documents, Messages, and Application Package History:

Job Tille: Voluntary Ser.ICes Speo3hst
VacJllncv IdiP"tificatlon Number: 2<;09321 C1Q'lolntl U41<1''':Frl<'l •••.. Md, I-S, :'010
Announcement Number: OVA.OO'"'1.\299321 (olll.,et: OttlCe <:>f th'2 Coordll"l.:.to:.r ••.•• 13i?;.6.~t.91
USAJOnS CGntrol Number:')3S ~-YllJ.ih~
Applk.,nt: VA EY.A1>lPlE

ID~f;;1thecld~ _ _ _ __ __ _ ._

lAness;;'e-~I~ .-
J F'II.__ :;i" _W.OMfflitttM Id'b'._
1 :(l"';l ••'. ~I"u"'-,,,"I:;;:•• Il.:;I~".h ;'C':C' ~,Sl.'" :•.,
i

4 REMEMBER 4
Complete and up-to-date information on the status of your application packages can
be found 24 hours a day in you're My Account and Application Manager accounts

• http://my.usajobs.gov/Login.aspx

• https://ApplicationManager.gov
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Alternative to Applying Online:
Faxing Applications

4 NOTE 4
Applicants are STRONGLY ENCOURAGED TO APPLY ONLINE
whenever possible

• Faxed applications may take 2-3 business days to process
• The status of faxed applications will not be available online
• DO NOT fax documents that have been submitted online
• Faxed documents submitted with missing information will not

be processed

• Applications may be faxed to 1-478-757-3144
OJ You must complete your application using the OPM Form 1203-FX

http://www.opm.gov/Forms/pdf fill/OPM 1203fx.pdf
• This should go on top of your faxed documents

Cl> Include your resume and any supporting documents

• Supporting documents may be faxed as an alternative to uploading
CD If an application has been completed online do not complete the 1203-FX
Cl> Use the required cover sheet for supporting documents

http://staffi ng.opm. gov/pdf/usascover. pdf
(j) DO NOT fax documents that have already been submitted online

• Reference the vacancy announcement for more information on faxing
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Where to Find Help:

www.usajobs.gov
Search for Jobs • Create Resumes • Find Veteran's Employment Resources

Upload Documents • Much More

https://ApplicationManager.gov
Apply • View Application Status • View Previous Applications • Much More

PERFORMANCE BASED INTERVIEWING
Dcpart1llcrlt of Veterarls Affairs

www.va.gov/pbi
Find Tips on Preparing for an Interview. Find Tips for Conducting an Interview

, • J ,

~-:.vacareers
't/WW.va ca reers. va.9 ov

VA Careers: Applications and Forms
http://www.vacareers.va.gov/12 Jobs Forms.cfm

Application Forms • Fax Cover Page • Application for 1O-point Veterans Preference
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