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	Question 
	Division of Human Resources response

	
		 Two different systems, USAJOBS and USA STAFFING, are involved in the application process. What is the difference between the two sites? 



		 USAJOBS is used to search for Federal jobs, store resumes for later applications, and to get application status information for positions you’ve applied for. The USAJOBS website is http://www.usajobs.opm.gov 
USA STAFFING is used to apply for vacant positions. 
If you are searching for a job, establish an account in USAJOBS, establish a resume, and set up ‘search agents’ that will send you emails when vacancies open in the field and geographic location you are interested in. 
When you actually apply for a job, the How to Apply section in the JOA will route you to the USA STAFFING site where you answer questions and complete the application requirements. 
The USA STAFFING website is: 
https://applicationmanager.gov/ 




	
		Where do I find USAJOBS help? 



		 For the most up to date and complete assistance for using USAJOBS - 
1. Go to the USAJOBS website: 
http://www.usajobs.opm.gov 
2. Click on the ‘Info Center’ link at the top of the page. 
3. Select the topic you wish to review. The site includes tutorials and FAQs on all aspects of using USAJOBS and tips for applying for jobs. 





	
		Where do I find USA STAFFING help? 



		 For the most up to date and complete assistance for using USA STAFFING -



1. Go to the USA STAFFING website: 
https://applicationmanager.gov/ 
2. Click on the ‘Help’ link at the top of the page. 
3. You can take a ‘guided tour’, or select a topic from their menu to review. 

	
	I think I put in the wrong Social Security Number (SSN) (or other personal information) in my USA STAFFING or USAJOBS account. How do I fix it? 

	USA STAFFING: Once you login to USA STAFFING, find the ‘My Profile’ section of the main page. Select the ‘Edit Profile’ link. Go to the ‘Confirm Social Security Number’ tab, enter your SSN, and click on update. The correct SSN will be stored with your account. You can also review and update your other personal information in this area. 


	
		USAJOBS has an area where applicants can upload supporting documents such as BIA form 4432, SF-50s, Veteran information, etc. Will current IHS employees be required to provide supporting documents? 



	You should review the ‘How to Apply’ section in the Job Opportunity Announcement you are applying for and submit/upload any required documents 

	
	Can supporting documents be faxed in rather than uploaded? 

	Yes. Uploading documents into USAJOBS is strongly encouraged, but there are faxing instructions on each Job Opportunity Announcement (JOA) in the ‘How to Apply’ Section.  Faxing documents can take 2-3 days to process, we strongly encouraging uploading the document.


	
	I uploaded my document, however I want to verify it was processed. Where do I look? 
	Log into USA STAFFING website: 
https://applicationmanager.gov/ enter the VIN for the specific announcement, navigate to the Details tab and under the Documents section view the “Status” of each document.   

	
	Is there a character limit within the USAJOBS resume builder? 

	Yes. There is a 3000 character limit in the duties statement for each position you describe. There is an ‘Additional Information’ section at the end of the resume that provides for up to 20,000 characters. 

	
	What information is stored in the USAJOBS application status and how long is the application status history visible? 

	The Application Status section will store information about the JOA you applied for (with a link to the JOA), the date you applied, and the ‘Application Status’. Click on the ‘More Information’ link to get the details on your application status. 


	
	What is the size limit on an uploaded resume in USAJOBS? 
What file formats does USAJOBS accept for an uploaded resume? 
	The size limit for uploaded resumes in USAJOBS is 3 MB. 
Accepted file formats include: 
MS Word (DOC or DOCX), GIF, JPG, JPEG, PNG, RTF, or PDF. 

	
	Is it possible for a user to remove supporting documents they have submitted for a specific vacancy announcement? 

	You would be required to reapply for the job again without the documents while it is still open. This would overwrite the original application. 


	
	I share an email address with another person. Can I set up two USAJOBS accounts with the same email address? 

	No, the email address is part of the USA STAFFING account record. You would be required to establish another email address. 


	
	I forgot my USA STAFFING password. The system asks for my password in the Forgot Password section and I don’t have it. What do I do? 

	Click on the “Forgot Username or Password” link on the main login screen. 
The next screen asks you to input your email address. Input the email address and click the “Submit email address” button. 
At the next screen enter something in the password block (even if it is the wrong password) and click on ‘Submit 

	
	If I cannot upload the required documents, where do I fax my documents to? 
	Information on faxing documents as well as printing out of the fax cover page can be found in Application Manager in the Documents Upload area. To go to the documents upload area, Login to Application Manager, click on the application you want to upload from the “My Application Packages” section, open the “Details” tab, click on the “add documents” button in the Documents area. Directions for faxing as well as the fax cover page can be found by scrolling through the page

	
	I am applying for Indian Preference; I am not sure which title to select when uploading my BIA form 4432. The only options I see are: Resume, Transcript, Qualifications, Veterans Documentation and Miscellaneous. 
	In both USAJOBS and USA Staffing Indian Preference applicants can use the Miscellaneous  title when loading their  BIA form 4432 

	
	What if I do not have a computer?


	Most career resource centers, unemployment offices, public libraries, college placement centers and job search agencies have computers and Internet access for their patrons to use at no charge. If you cannot apply online, please call the number listed under Agency Contact Information in the vacancy announcement to request a hard copy application package
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	There are several Internet Service Providers that offer free e-mail accounts, such as Hotmail, Juno, Lycos and Yahoo. You can access one of these providers to register for a free e-mail account.

	
	How do I search for Indian Health Service job openings?
	Our agency has a specific USAJOBS site where all our positions can be viewed. Please search using this URL: http://jobsearch.usajobs.opm.gov/a9ihs.asp 

 

	
	What are some helpful hints when applying for a job with the Indian Health Service?


	The following are the most frequent omissions made by applicants. These errors often result in the applicant being excluded from consideration. Please take the time to review this list. You may use it as a basic checklist when reviewing your application(s) for future announcements. 
Detailed description of your duties for all previous employment must be provided. We may not assume qualifying experience on the basis of "job title", employer, or employment type. We may only credit experience specifically described. 
All required supporting documentation, as specified in the vacancy announcement, must be submitted. Failure to do so may result in disqualification. 

	
	I received a system generated email and notification confirming that my application is complete. Then HR informs me that I was missing required documents.  Why did I receive this confirmation if my application was incomplete? 
	The system generated notification states that it “acknowledges the receipt of your assessment questionnaire responses for the job announcement…Remember, submitting your answers may not complete your application package. Many announcements also require the submission of supporting documents, such as a completed OF-306 Childcare Addendum form, transcripts, BIA Form 4432 to adjudicate Indian Preference and Veterans Preference documentation, if appropriate. To ensure you receive consideration for this position.”  

It is the applicant’s responsibility to ensure all required supporting documents are received.   Log into USA STAFFING website: 
https://applicationmanager.gov/ enter the VIN for the specific announcement, navigate to the Details tab and under the Documents section view the “Status” of each document



