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Step 1:
Finding and Viewing a Vacancy Announcement

1A: Go to USAJOBS and Search for a Job
m  Go to www.usajobs.qgov
o Search for a job:

US/ jOBS

FOR AMERICA

#

1B: Read and Print the Vacancy Announcement
m Click on any of the tabs (i.e., 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.
m Take care to read entire vacancy announcement and print the announcement.
o 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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USAJOBS B o

“WORKING @ FOR AMERICA”

< Back to Results : OVERVIEW E “U'TIEvS -l ()UAL‘VFICATI()NS & EVALUATIONS “{ BENEFITS & OTHER INFO " HOW TO APPLY l

' Veterans Health Administration [Go to saction of this Job: v
Apply Online »
Job Title: Program Specialist - GS 301-9

Department: Departmant Of Vatarans Affairs Print Preview »

Agency: veterans Health Administration m

Job Announcement Number: LP-10-FGa-325259

SALARY RANGE: 27.00 - 27.00 USD /hour

OPEN PERIOD: Friday, March 05, 2010 to Thursday, March 11, 2010 "
Agency Information:

SERIES & GRADE: GS-03 09 SAN FRANCISCO

POSITION INFORMATION:  intermittent EmploymentTerm NTE 13 Months PLEASE DO NOT MAIL/E-MAIL

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

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

4 SearchJobs - My Account Info Center 51G OR CREATE AN ACCO
. Search Jobs ssicrd Tize @
USAIOBS s i
“WORKING @ FOR AMERICA” Sreasdobr s Adveoceu/icier
< Back to Results | OVERVIEW | DUTIES | QUALIFICATIONS & EVALUATIONS | BENEFITS & OTHER INFO | HOW TO APPLY |

Veterans Health Administration [6o to section of this Job: v

Apply Online »
Job Title: Program Specialist - GS 301-2 " -
Department: Department Of Veterans Affairs Print Preview »

Agency: Vaterans Health Administration
Job Announcement Number: LP-10-FGa-325259
27.00 USD /hour Share Job . »

05, 2010 to Thursday, March 11, 2012

SALARY RANGE: 27.00
OPEN PERIOD: Friday Agency Information:
SERIES & GRADE: GS-03 SAN FRANCISCO

POSITION INFORMATION:  Intermittent EmploymentTerm NTE 13 Manths PLEASE DO NOT-MAIL/E-MAIL
RROMOTION DOTENTIAL - 00 ARELCeIONS

§ IMPORTANT! ¢
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
m This provides special application instructions and requirements
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Step 2:
Starting the Online Application Process

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

Seurch Jobs My Avcount 4 it Senter on =
§ Search Jobs swsiad Tizy @
WORKING WFQR AMEKICA grorialeza s 5 BETE RRLINL T LaSRT MR T b ol

Apply Online »
Print Preview »

< Back (o Resuits = OVERVIEW | OUTIES | QUALIFICATIONS b EVALUATIONS | GENEFITS & OTHER INFO | HOW 10O apir
% Veterans Health Administration ta section of this Jab: v
epa airs
n
o £

QPEN PERIOD:
SERIES & GRADE:
POSITION INFURMATION:
SROMOTION ROTENTIAL

§ IMPORTANT! ¢

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
m Enter your username and password

o 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)

m Click Log In

m  Skip to step 2F: Select Resume and Any Supporting Information
(page 11)
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2B: Create USAJOBS Account

m Click Create an Account link in the top right-hand corner.
o This will open the Create New Account page:

My Account tnto Carer

JAJOB

NG O FOR AMER-TA”

[ oon e caccsc o

Create New Account

Welcome to USAJOBS!

At
ment informaticn,

, Lozation..
Form Section < i pog Prefecence
# Reguired information
Personal Information
® FistName [ ]
r 1
| I
. I~ 1
& Internat

m  Complete all required information
« Document your User Name and Password for future reference
o Click I Agree. Create My Account. after completing your information:

DETTEnT

Q 10-point preference based on wife, widow, or wido
preference

O 10-point preference based o
connected disability of 30 per

a compensable service-
nt or mare

Terms and Conditions

unconditicnal co
enforcement p

ring and action by ali authorized gev
ke using this svstem your use may be monitored

Unaut™

I agree. Create my account. »

AT

Sthe Map Contact Us Help

Emplayers
This is a Unitad States Offi
USAJOBS is the Federal Government's official on

s Privacy Azt ard Public Burdsn [nforrnanon

of Personnal Managemant website

stop source for Faderal jobs and employmant information.

§ NOTE ¢

®  You will be prompted to edit your username if it is not unique

m Your password must contain a special character, a number, and be at least 8
characters in length

B

Document your Username and Password for future reference!
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SESC AT BN B R STt e T

o At the welcome page for your account, select Build New Résumé to create a
résumeé or, if you already have one, you can upload your existing résumé by clickiing
on Upload Résumé.

USAJOBS il i
My Accont Highlighis from USAJCE

8ill Bradbury
Currant

SR A #1 Saved jobs v

Uate saved  Job ide Adrhiy Name ifesua e

NERPRCASRRY svoir »

il

Upload New Resume »

0, <, Application Status »
"+ Search Agents + e

4 IMPORTANT! ¢

If you upload your résume, make sure it contains all the information
needed to be considered, such as:

m Dates position was held (month and year)
m  Whether a job was part time or full time
m Description of duties performed in the job
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2C: Create Résumé

m Click Build New Résumé

m Complete the required information for the Experience and Related Information sections.

[©)]

This opens the Getting Started section of Résumé Builder:

Resume Builder

USAJOBS' Resume Builder allows you to create a uniform resume that provides all of
the information reguired by governmeant agancies. Instead of creating multiple & Checkouta
resumes in different formats, you can build your resume once and be ready for all job Sampie Resume

opportunities.

I.Getting Started 2. Experience 3. Related Information 4. Finishing Up

PLEASE NOTE: .elds with an nseerish { X ) are required fields Shek onthe € atter pach title for more Information

Confidentiality 2]

Select confidential to hide your contact information, current employer name, and references from recruiters
performing resume searches.

O Confidential ® Non-Confidential

Candidate Information @

Note: If your resume is confidential, this information will not be visible to recruiters performing resume
searches.

* Name Your Resume i l What is this?

Click NEXT after completing each section

® This will open the Finishing Up section of Résumé Builder

@

Click Activate Resume;

Resume Builder

Preview your resume
1. Getting Started 2 Experience 3. Related Information 4. Finishing Up \ as you build it!

PLEASE NOTE: Fields with an asterisk { X ) are required fields Click on Lhe@ after each title for mare Information.

Make Searchable @

Activating your resume will allow recruiters to find your resumea during ume searches.

Activate Resume

—or |

Save your resume. To make future changes to your resume, click Resumes on your My USAJOBS home

page.
Save for Later' a

4 Previous
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® This will open the Résumés section of My USAJOBS where you will see your

résumé listed:

R
22 Resumes

USAJOBS' Resume Builder allows 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 1: Program Analyst
Edit | Dupiicate | Delete | Renew

Format: USAJOBS Resume
Source: Built with USAJOBS Resume Builder

Resume 2: test Status: Not Searchable
Vizw | Edit | Duplicate | Delete Make Searchable

Format: USAJOBS Resume
Source: Built with USAJOBS Resume Buiider

~Build New Resume  » Upload New Resume ' »

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

2D: Upload Any Supporting Documents

‘m Return to the main page and click on Saved Documents:

+ My Account

Seurch dobs

USAJOBS

My Acoount Highlights from USAIOBS »

Bill Bradbury
g Current Gask:

”~
+ Saved Jobs v

Date Yayed  Job Vitle Saeniy Name Closiig Bate

yawicey Senti Act o NASA, meadqustars 11

Gresth Do

/162009

= created 1 of $ Dovable

Upload New Resume  »
) saved Documant: -

e <, Application Status «
¢+ Search Agents ~ s
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Upload all required documents individually

o For each, select the document type it most closely fits: resume, transcript, veterans
documentation, qualifications, or miscellaneous

Click Browse
o Choose the document to upload from your computer:

=)

B8 Soved Documents v

dacuments.

=1

OPMOther - 2850a Icaded: 3/30/2010

view | Relete

Oay

Document 1:

@

Upload a New Document

ibD-214 v

| ‘[ Browss... ]

Please enter a name for this attachment (100 characters max)
Upload »

You have saved 1 of 5 possible documents,

Desklop

My Documents

5
My Computer

<)

7
My Network.
Places

Click on Upload to transfer the document to
your account.

USAJOBS allows your application for employment maximum flexibility by giving you the ability to have up to five
attachments along with your resume such as: DD-214, SF-15, SF-50, OF-308, Transcripts or other types of

(Choosefile -

> e@ckmy

ay Schedules

IVCS OPERATING PROCEDURES

12007-physican-pay chart

HASSIGNMENT CODES

MASSIGNMENT CODES - Social Workers

B assignment Codes with Pay Tables - OHRM 7-20-07

= Handbook-Occ-Groups

ZIMP-2. chapter 3 - Selection of Chiefs of Staff

£.PAID Posltion Tltle Codes

A Trainee Benefits (Associated Health Trainees) i
#VHA Directive 10-94-068 - VA Chaplain staffing and classif ¢

Fio pame
Fies of ype:

[AiFies 9 <] el__J’

#§ Success! §

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
m 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:

.
- Search Jobs Al t 1o Cante
WORKING jh:v!rr aich
BRUEF W ETARED VIEW
Search Results | 50 o 3001 age (11234503 figat> > Page 1 ot 20 Current Soarch
Clzang s Job Sumosry  Ageacy Locatian Sakary ) Only j00s coen to ALL LS Citirens.

ounty §9,764.00+

> ALL jobs (1'% determing if T can spoly) &
SN0 Apman KASA, Headquarte’s  US-DC-Washagian 32,961 ¢
. » & decsuerws
siz Agamty . 5 VA-Loudoun Co CRRRrAN A, AR Ny SRS
ederal
anag ol
)

Refine Your Resuits

b salary
w08 65,315.00+
A ? Grade
» Occupations
» Agencies
/27508 Army Inctaliste DE-GA - Hedelbery,  48,143.00»
gement Ag Stutgart & Soutnern b Student Jobs
........
» e ¥ Senior Executive Jobs
» Posting Date
572710 US-LA-LA - £ Puike 12,39 /e » Work Schedule

m In the Keyword Search field (see arrow), type the title or similar key for the vacancy
announcement you wish to apply

o You may also search for other jobs by selecting additional criteria

» 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.

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

m Repeat step: 2A: Apply Online
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2F: Select Résumé and Any Supporting Documents

m Click on the title of the résumé you created
o This will highlight the title in blue
e Click on any additional documents you wish to include in your application

m Click the box by the certification statement to agree with the statement, then click the
Apply for this position now button:

Please Note: if ycu are resubmitting or updating a pravious apphcation you must re-submit all
required d

=d documents!

Job Title:
Agency:
Job Location: Wash

[Select
itest
‘Testupload
imediabndge
{utle 38

Attachment(s) -

fSelact
{Other {2850a)

Apply Online to the follow

ing job:

Resume - Salact one of yo

attachments te send

§ NOTE ¢

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

o Clicking on Apply for this position now will take you to USA Staffing® Application
Manager: via a page where you click Take me there now:

USAJOBS

WORKING® FOR AMERICA”

One moment please,..

We are now bringing you to the system used by the

Department of Veterans Affairs

10t return 10 USAJOBS, please remember to close your web browser for

Your browser should automiatically take you there in about S seconds, or...

our application process. You will be returried to USAJOBS upon completion
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L Sk e R e ;
Appiication planager ., ° N

4,

Welcormne, SHERRON.

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

[ Proceed with my Application J
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Step 3:
Completing Your Application in Application Manager

3A: Create an Account in Application Manager

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

Manager

A L T B
t L
i;ephca ~|on£/|an§\ger 3 %

Welcome to USA Stamng" Application Manager
P S e Sl T e

{
] Existing Account? Log In Here:

UserHame |

Password

210900550 Hane A Pogsard Biatiems Loouingn?

e

| Create an Account:

Create ¢ne nowv ~ 'S 1381 conuenient anCNESALS USs 3l heSe Zoplication Ilanager sty s

Check out our Quag

InStuchans on hw 1o apak for 2 9D without using A0gHSatan 11303a.e

m Select Create an Account

#§ NOTE ¢

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 3B: Complete
the Assessment (page 15)

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

o Enter your email address. This is to verify that you do not have an existing account.

only accessible by you and the email account is properly secured.

account will keep you lrom completing the application process at a further step.

Please enter your email address. You vail be able to check multiple addresses.

Email ) Check for accurt

Be advised that only one accouit can be created for each email address. Be sure the email account you use is

Before you create an account. if is kmportant to verify that you do nol already have one on file. Creating a duphcate
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®

]

°)

"~ g ¥ Sagn R
[ A{pllcatton #anf\ger N

|
|

Be agvisad thal onfy one sccount can be created for each email address. Be sura the eMul 3CCOUNT YOU USe IS
only sccessible by you and the emall account is property secured.

| Before you create gn account, It 15 Important 10 venty that you do nof already have one on hie. Creaung a duphicate

This 15 3 U.S. Govarmment System.

Eull Terms

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

= Ky i 5 Y,
i - Application Manager
Pt angs

e

Create an Account

Create a user name for your Applicath
User Hams.

i
This is 3 U.S. Government System. i
Eull Teems and Conditions }

§ IMPORTANT! ¢
m Document your User Name and Password for future reference!
m You will be prompted to edit your user name if it is not unique
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Q

Complete the requested information (password and answer to secret question).
Click Proceed to Application Manager

P IRt
A{phcatlon Manager

)

Maaager |
Proceed to Apphication Manager |

This 15 a U.S. Government System.

\ .. A

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

m This will ask you for your biographic information and information about
‘your training and experience

m Take care to answer all questions correctly
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3B: Complete the Assessment
= This will open the Biographic Information section of the Assessment:

Biographic mvéﬁu[zm
Engibility information

Gther Information
Assessment Queshionnaire
Csectont

Section 2

Section J

| Vacancy 1D: 299321

| Announcement Number: 0VA-09-H

i
]
i
i
t

Job Tie: votuntar €

9221 USAJOBS Control Humber: 1720333

1] [y
~It Applicant Hama: VAEXALIPLE  [Shange Name

] (==

| Biographic Data

| Address
{ 'Roam 131

i City

Kansas City

State
Use Standard State Postal Codes. If you live outside the USA fill In Counlry leawing State biank

[2s) v

Telephone Number
Use numbers only - no punciuation Incude area code if within Unded States
i

m  Complete all required information

m Click Next

m Repeat for each section of the Assessment:

Work 2ip Code

Work Telephone Number

Extension

Use numbers only - N0 punctuation. Inciude area code ff within United States

§ 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.
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3C: Re-using and Uploading Documents in Application Manager
e Click on Re-Use Documents to open the Re-use Documents section of the application
process:

T section 5

Documents in Application Package for Vacancy:299321

Se

seaen? Documentype  [Ascsvod | Sowce] S ool o ame |

Section & Rescma 4/32/2 2:29:16 3 USAI0ES Processed !
2:43:51.40 Sesume doc |

ReUse Documents veterans Documentation 4/12/2
Upload Documents
Submit L1y Answers

View/Pant My Answers

1

Oy been incluged n ;our ~ppiication Package 1o
phication Pacrage and can be

ents” tulien If you g0 not want o re-use any dccuments. chick t

& from newest 10 olde st within 2ach source (Far Uglaad IUS~JOBS, You can
MmN Neadings

Documents Available for Re-Use

Add to ;’
Document + Soug
-ﬁ bl !
7/22/2009 2:44.38 M Usloas vA Test apalicant Resume. 22355 |

2/33/2009 3:23:1C oM vszieas VA Drefeszienal A

Applicati

on
.
e

Retume EXxERBIL |
> |
{

Aezum

’ Y
| Hide Selected Documenis } [ UnHide &)l Documents |

® 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

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.

f§ NOTE ¢

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

s Select any documents to submit by checking the box next to it
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m Select Next
o This will open the Upload Documents section of the online application process:

34

ob Title: Volun
I Announcement Humber: D USAJOBS Control Humber: 173032¢

L Applicant Hama: | = E-ALIFL

Documeiits On File
sied
o8d Tocessad Res & ot

®  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.
o Click Next;

q

§ NOTE ¢

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

.. < SApplication Manager -

Vacancy 1D: 299321

hic informaton

{ Job Tue: Vsiuntan $

| Announcement Number: USAJOBS Control Humber: 173033

ne |

Appheant Hame: |\ 4 EXALIPLE
{

Submit My Answers
nerg 310 be procesy

Notready?

W3 SO (37 R3S Been 53,00 Dul Nt SUDMINES You S3n relurn Nere 10 SUbmMI  When 1 ou 3rE 1€3d;

ould ;ou b @ ta 3¢ nex?

* Work on this Applicabon Package some more. Use
* Work on 3 afferent Appiicaton Package. 5o 1o <ppk

AINTLD WOn 0N of Teten

\ Vacancy (0: 299321 & e T— _
View < Confirmation of your Submission to USA Slang‘AppHcalion@

§ IMPORTANT! ¢
You must click Submit My Answers to apply!

m Failure to submit your answers will result in you not being considered

for employment

m 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.

A confirmation of Submission message will appear:

,”. * “Application Manager
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USA STAEEING:;

= Click View/Print My Answers on the Navigation Bar to see your answers
m Click the Main button to view the Status of your Application Package:
m Click Logout to exit Application Manager

¢ SUCCESS! ¢
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:
m  Go to http://my.usajobs.gov/Login.aspx
o Sign-in using the user name and password you created in step 2B: Create
USAJOBS Account (page 5)
m 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 Last USAJOBS
S Job —_ Application Uploaded
Application Job Summary Status Application Statis © Document
Date Update -
Status @
9/30/2009 Deputy Program Director {QOperations) Closed 11/13/2009 Application None
Office Of Personnel Management Job Announcement Received maore
Number: 09-343-LMW nmore information. ..
Pay Plan: GS-0343/14 information. ..
Location: US-DC-Washington DC Metro Area

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

] Job Title: voluntary Services Speciahst
" Vacancy Identification Number: 255321 Clasing Dale: Friday, May 14. 2010
| Announcement Number: DVA-0%444299321  Contact: O rdinator - ($135758-9631 3
USAJOBS Control Number: #0335 Visies 2
Applicant: VA EXAMPLE
i
| (G < i
f |
oSt informy Clow Perlaing 10 the Most (@Cand version of yeur Application Facrage !

Detaits | Checklist
'Assessments

1
| T T T ,
i 10 2:53:53 oat |

| Zomziete trsesament Questicmwla 2010 2

Documents

Original File Name

Resume doc

14
Uziosd C2543 oM

§ REMEMBER #

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

E http:/my.usajobs.gov/Login.aspx
® https://ApplicationManager.gov
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Alternative to Applying Online:
Faxing Applications

4§ NOTE ¢

Applicants are STRONGLY ENCOURAGED TO APPLY ONLINE
whenever possible

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

Faxed documents submitted with missing information will not
be processed

m  Applications may be faxed to 1-478-757-3144

o You must complete your application using the OPM Form 1203-FX
http://www.opm.gov/Forms/pdf _fill/lOPM1203fx.pdf

= This should go on top of your faxed documents
Include your resume and any supporting documents

m  Supporting documents may be faxed as an alternative to uploading
o If an application has been completed online do not complete the 1203-FX

o Use the required cover sheet for supporting documents
http://staffing.opm.gov/pdf/usascover.pdf

o 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:

WORKINGJ

FOR AMERICA"

www.usajobs.gov
Search for Jobs ¢ Create Resumes ¢ Find Veteran’s Employment Resources
Upload Documents ¢ Much More

Application Manager

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

PERFORMANCE BASED INTERVIEWING

E Department of Veterans Affairs

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

\ll//

: 5/

s »
vacareers
www.vacareers.va.gov

VA Careers: Applications and Forms
http://www.vacareers.va.qov/l12 Jobs Forms.cfm

Application Forms ¢ Fax Cover Page ¢ Application for 10-point Veterans Preference
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