USAJOBS Quick Reference

Step #1: Creating an account at USAJOBS

If this is your 1* time using USAJOBS, in order to start your application, you will need to create an account:

b Site - Windows Intor net Explorer

To do this, when viewing the vacancy

Uwosmﬁjmon,\%§ announcement, click on the
e e e St CREATE AN ACCOUNT

link on the upper right hand corner of the
page.

“dstart [ e r—— r

Z Fill in all of the boxes & read the terms &
USAJOBS

Create New Account

conditions.

TN Remember to: write down your username
R — & password for future reference

To finish creating your account,

click on the blue
| agree. Create my account.

button at the bottom.
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My Acoount

USAJOBS o If you have completed the account setup

My Account
i -
i

portion completely, you will be

automatically logged in and can start

: searching for jobs.
1 Saved Jobs «

W Saved Documents «
W, R =
‘o Resumes o - Application Status o

ok Saved Searches «

74 start B b - Momeott o, | B LIRS how b g 7 ursances <y v g o ) =

Step #2: How to apply for a specific job

Option #1: Go to www.USAJOBS.gov, log in with your user name and password and search for the vacancy you are

applying for. (See the illustration above)

Option #2: If you received the link in an email to a specific job, simply click on the link and follow the steps below to
save the job. You will then be asked to login with your username and password before going on.

Step #3: Saving the job:

Once you have found the job you wish to apply for, it is recommended that you save the job announcement in case
you are unable to finish your application today. (This is not required, but will save you time searching for the vacancy
again the next time you login.)

To do this, when viewing the vacancy
announcement, click on the blue

Save Job

button on the right side of the page.
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Step #4: Starting your application:

s somd bn

S e : Once you have saved the job,
USAJOBS . : click on the blue

Apply

button on the right side of the screen.

Step #5: Building or uploading your resume:

You have two options to create your resume.
Option #1: Build one on this website. (See Step # 5A)
Or

Option #2: Upload the resume you have already created on your computer. (See Step #5B)

Windews Imternet Cepleres

P G s Peertm Tk e
J Feotes | G 8] Frem totnal

WS - oy Grire

: e - FETEET) j Resume Option #1: build your resume here:
USAJOBS ' (See Step #5A for details)

Click on build to create your resume now.

Resume Option #2: upload your resume here:
(See Step #5B for details)

Click on upload to upload a resume you have

already created.

Step #5A: Resume Option #1 - Building your resume on USAJOBS:

Please note:

Take your time and answer the questions and proceed through the process in order to create an accurate and
detailed description of your job history, work experience and education. These items will be utilized by staffing
personnel to determine if you are eligible for the position you are applying for.
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st e 8- : o If you want to utilize Option #1 and you

My Acoount

USAJOBS s —P—— choose to build your resume on the

website, once you have completed the

Resume Builder process and reviewed your resume, you
' o will need to activate your resume by

.........

clicking on the blue
Activate Resume

button in the center of the page.

T start | M vbe-vomchon.. | s

Congratulations! You have built your resume and are ready to proceed to Step #6 to
continue this process.

Step #5B: Resume Option #2 - Uploading your resume to USAJOBS:

Please review the How to Apply section of the vacancy announcement and the Required Documents section in detail
to ensure that you include all of the information that is required.

Example: (This is an excerpt out of a vacancy announcement and the Required Documents section)

e  Resume -You are encouraged to use the USAJobs online resume builder to ensure that all required
information is in your resume. If you use your own résumeé, curriculum vitae, the Optional Application for Federal
Employment (OF 612), or any other written form you choose then you must describe your job-related
qualifications that includes hours worked per week, month and year of employment.

Please note:

Failing to submit the required documents or information will result in your name not being referred to the selecting
official, even if you are qualified for the position.

£2 UISANHIS - Resume Liploades - Windews Internet Lxpleres

Resume Uploader

Type a title for your resume then
click on the

browse

upload &

button to locate your resume on your

computer.

7 stant

8 oo, [ kit | (- viaxsbenme ¢ OER
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Once you have located your resume on

your computer, select it select Open and

Click on the blue UPLOAD button at the
bottom of the page

- L

You will receive an email stating that your
resume has been successfully loaded on
USAJOBS at the email address you listed in
your account setup

Congratulations! You have uploaded your resume and are ready to proceed to Step #6 to
continue the application process.

Step #6: Finishing your application:

2 LISAMHES - Apply OnBine - Windews Imternet Dipleres

O Bep ot W Biex & - o
™ e e Select your resume by clicking on the
Lt B : L o3 resume you created or updated and check

the boxes to indicate:

1) You have previewed your resume
2) That you certify the information is
accurate and truthful

Then, click on the blue
COTITETTEED CIED

Apply for this position now!

button
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£7 UISA NS - Windowes Inbernet Lapbores

Select how you found out about this position. This
question is voluntary. This information is helpful for

future recruitment.
Next, click on the blue
Continue with Application
button to proceed and you will be

automatically redirected to the

Continue With Application

USA Staffing® Application Manager website

vt Webhorm Dol kWt pl e Web# ot ftfackptoral Mo age | oy ool Agh agrts

(Tistart, [ v ooeiion. | [Buscmsomimans | (2 wares. . uns R

2 Login - Windews laternet Loplorer
[ PR L e ——— Tl Biix] &
e DR Vem Petm Tak M

W B Froe ot

If this is your first time, you will be
required to create an account.

N s the st
bl ol . .
p Click on Continue to proceed.
PpRCIHONS onling, 1 i3 ot 3 part of Bp s
Manager o o n = o ons
99 bayend what pou have done in USAJCES, and y o pour ag n g inciuding your
L L Gutck Stact Gaicde for an overvew
==
o @ brueret
7 stant It - Mcronolt Cu.,, | LRAIONS how b gk«

2 Login - Windews laternet Loplorer
[ PR L e ——— Tl Biix] &
e DR Vem Petm Tk M

W B Froe ot

Click on the

Create an Account

‘ badcabin of Scheduled Maintenance Forel User Name o Passeed Frablems Logoing in?

button to begin

Create an Account:
Crasts ene fow - 3 sl comariard st 4491 I

ook st our QUi S1a Guis

Inadoaifiona oo bw b aock fat s jak il uana Aocicadon Wacage

Full Terms and Conditions of Use
Do @ Ieret

V) start B v Mot . | LB e
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2 Application Manager - Windaws Insernet Laphaser
L PR L e —— W Biex &

Pl DR Vem Feertes Tooh e

Verify that you do not already have an account

i Frote | s @) Free otmal

o dgvicsenn Maacer

- S set up by checking your email address and if
SRpkationeerege e this is your first time applying for a job with the

Create an Account

Application Manager, it will say

No accounts found for jane.doe@nowhere.com

Then click on the

mae |

Ho accountiniboundtor michells masedibs g

T'm done checkang for scownts

I’m done checking for accounts

button to proceed.

This 5 a U5, Government Systam.

V) start - T T

1 et O

/= Application Manager - Windows Internet Explorer
@ =3 v [l htos zppicatiormansger.ov v 3
Fle Edt View Favortes Tools Hep
i Favorites | g @] Fres Hotmal

W/ Appacation Mansger -8 % g v Page- Safety~ Tods~ i~

A w PN N
ﬁephcamonﬁManager p—

Select your email address and click on the

Create an Account

i i Create account with this address
found, your BCCOUNL. Your

Select one
© michellejesso@ins gov

button to proceed
Create account with this address

This is 2 U.S. Govemment System.
Eull Tery fitions

74 start [ 1bor - muroscit ou,,, | B USAIOBS hew o, /7 Apsication Manager

/= Application Manager - Windows Internet Explorer
g’ = |of] texps) appicationmansger.go,
Fle Edt Vew Favortes Tools Hep

i Favorkes | 3 ] Fras Hommal

1/ Appication Mansger

. —— Create your user name and click on the

Create an Account

Create a user name for your Application Manager account.

User Name: |

Create user name

button to proceed

This is 3 U.S. Govemment System.
Full Terms 3nd Conditions

[ irbor - eroscit Ou,,, | B3 USAI0BShow o g, /7 Appiication Manager
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/= Application Manager - Windows Internet Explorer

@ ' w [l etps: appicationmanager.gov @il
Fle Edt View Favortes Tools Help
¥ Favaries | 53 @ Free Hotmai

W/ Appication Manager - B 3 g v Page - Safety - Toos- i~

Y g . .
ﬁgphcanonﬁManager =

Set your password and click on the

Create an Account

Ema U<ar Name

Submit

Createa P
e X NOT be part of your user name
X Retype must maich original
New Password: X
s S button to proceed.
Retype Password X Numbees (0-8) X Spedal Character
(#@88°=7)

= You will then be asked to select a security

question and answer.

This is 3 U.S. Govemnment System.
Full Terms and Conditions

74 start [ 18 1o - Meroscit ou, B LISAI085 how 10 g4, £ Apgiication Mansger

/= Application Manager - Windows Internet Explorer
G v [ opicatomanageeov v 3
Fle Edt View Favortes Tools Hep

i Favortes | i3 8] Fren Hoimal

W Appication Mansger = Page - Safety~ Todk~ M~

... ] o .
A successful attempt will direct you to this

page and you will select

accountt

Procesa 15 Applcation Manager |

Appiication Manager.

Proceed to Application Manager

This is a U.S. Government System.
Eull Terms and Conditiens

74 start [ 1bor - muroscit ou,,, | B USAIOBS hew o, /7 Apsication Manager

2 Application Manager - Windaws Insernet Laphaser

You will be prompted to answer various
guestions and clicking on the

Soclal Security Number

Next
|
Ratype Social Secunty Humbe:

Button on each page to proceed.

Name
First Hame

Miose inial

LastHama

18 b - Moonctt O | ) USAIORS b ..
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2 Application Manager - Windaws Insernet Laphaser

At some point you will reach the

Assessment Questionnaire and will be
asked to answer several questions

pertaining to this particular job’s

qualifications and experience

Section 1 Total GuesSons in hes Asseasment: 54

Tyt o pousr IShieSEin Mies Hurs &ICHAC Nursa £38800 wilh The 150130 FESE Senice W will svakuale your
¥ 15 QtisTring f oo A6 AMEA] Mo DeSE Uabed fof Mis

BASBIA. Yol [ESPONSES 30 SUBIBCL 1S WNBEIBIN. FIE38E MW PSU ES00NSS ol SC0Uracy BAltd ptu SUBMETIS

quessonnaine

SECTION | MISMUI GUALIFICATIGNS AND FACTORE.

requirements.

Co S Example: This job has 94 assessment
t;:;"im"ﬂﬂmmmﬂwmwuﬁﬂhwibnMml'.:a"‘llﬂ“h"“‘“"‘ S

/8 1 do ok have the educabion as descrited above

questions.

Once your assessment is completed, you

|| Announcamnt Rumber: 822 AN WSAJORS Controd Numbar: 2213400

will be asked to select old documents you

= | = = have used for previous job applications.
a::m,‘.. e m— RelUse Documents

:::: Documents in Application Package for Vacancy:411402 HP H H H
et - = h — — If this is your first time to apply for a job

using the USA Staffing® Application
Manager, just hit next to upload your

documents.

\ierwePrinn My Answers

You can upload your documents here by

selecting browse and locating the

o TR N sl Huss

|| Announcament Rumber: 842110

s ISAJORS Control Numbar: 2213400

WCHELLE M JEssn  [Change ame |

Upload Documents
* DO NOT

documents on your computer.

Or you can scroll down and obtain a fax

Tipe
o locate 3 ke and dick “Open’ fe

cover page to fax them in

e Rorm Rarvd-Puaing Virug Sean

Fauba Dibcumints may take 23 03y 10 S008I0 38 Processsd.

(See picture below)

. Taxed, rusume, a8 wel
s any e 1o yo. Thry system afier 3 years of e closing date of B snnouncement.

=/ Niote: Documants beginning wilh ~§ are nommally lemporar Nes and e SS9 will nof e abk 12 prooess hem

@ burret
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2 Application Manager - Windaws Insernet Laphaser
[ PRE R e ——— W Biex &

Pl DR Vem Feertes Tooh e

i Frote | s @) Free otmal

o Acuieaten Marager < Rl | - Pens Sdety - Tock - @

If you do not have the ability to scan

7 Tistn. Dosumarita Sagannio Wil —§ &8 (orTa 1ergtady Bt 2vd T1a 878880 Wil fal b abhe 12 rocesa Dem,

Daocuments On File

documents and wish to fax them instead,

m USAICAS

click on the

click here

a5t of 5 o iy
0 DOAMANES Move B Rcheo-Paning ¥
35 Frocessed USAJORS portiolio dooumants e e pou peeas e S
- ISANDES OrFolo documents 10 be rerssved Fom 5. if e 209 Labie to el
50 WA B4 PZEARS 34 M SAGEES 05U ABpAEIBan LSnIgH Broblp

to indicate you need a fax cover page.

Decumant Uplosd and faxing Tigs:

+ The "How 1o apphy” sechon ortab in e Job Anncuncement contains 3 list of e requined Suppo
+ Forimportant detads about Document Uploading and Faung. chok Heig, The, if you need 3 Far

Note: Faxed documents may take 2-3 days

to process so uploading them is quicker.

Do @ et
7 stant

18 b - Moonctt O | ) USAIORS b ..

2 Application Manager - Windaws Insernet Laphaser

Once you have uploaded your documents

you will be directed to the

Submit My Answers page.

|| Announcamnt Rumber: 822

ABCHELLE 1 JE!

If you are ready to submit your application,

| Submit My Answers
W e 100 pOur AOSWNS 10 De processed and 1 you 10 e CONBdensd 17 Tl POSBON, yiw MUSE ChCk Pt SUOMAE Ly AnBeers b

you will click on the

3 Supporting Documents and be Sure B A00Acaton Packigs S5 page shows all

Submit My Answers

cs | | TOU WO 80 £ar ha8 Bawn 53ed BT NOR SutemaBed You £3% e Berk 1 SUbMA § when yOU a1 HEady

Wt wesuld pou Bk 19 00 feal?

= Work on this Applcation Pockage some mone. Lise e Havigaton Boxin the upger e 1o go fo P
[ e P

button to proceed.

age. G2 1

irerPrin My Answers Man

+ Leave Aophcaton Uanager
[Logeut |

torn @ burret
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2 Application Manager - Windaws Insernet Laphaser

You will be directed to a Confirmation of
your Submission page and you will also

receive an email stating that your

i Touma oot submission has been received and will be

" wch 8 3 1 8 Vterans Py
congideraien Ror Tt DOSAON, 1830 3nd Kokow Tk NEFuBOnS N e

750 rve QUESTONS CONCENTANG s POSMEN o o JBORCININ PIOCKES, Pets Contact It prson i0entbed in e job IANCUNCEMEnt

reviewed.

Derm
74 start

18 b - Moonctt O | ) USAIORS b ..

Take the time to read the vacancy announcement and submit all required documents such as BIA Form 4432 (Indian
Preference form), transcripts, etc. If you cannot locate a form that is listed as a required document, you can usually
find it on the internet. (Example: OF 306 can be obtained by typing OF 306 in your search engine)
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