Overview of Federal
Recruitment and Hiring

For Career Counselors
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RECRUIT, RETAIN AND HONOR A WORLD-CLASS WORKFORCE FOR THE AMERICAN PEOPLE

Agenda

* Alook at the Federal hiring process
* Frequently Asked Questions

* Resources for Career Counselors
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What does the Federal hiring
process entail?

* Advertise the job
* Receive and acknowledge applications

* Review for eligibility and basic qualifications

* Conduct assessments and rank candidates
based on gqualifications

* Send list of top candidates to hiring manager
* May interview candidates

* Make a selection for the job and notify
applicants

How does the Federal Government hire?

By law and regulation

Internal and external recruiting

Eligibility (i.e., Who may apply)

Qualifications
— Education
— Specialized experience




for in an applicant?

At least 16 years of age
U.S. Citizen
Qualified for the job

Can successfully pass security and
background checks
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What types of careers does
the Federal Government offer?

* Examples of Mission Critical Occupations

— Science, Technology, Engineering, and
Mathematics

— Physicians, Nursing, and other Medical
— Accounting, Finance, Budget, and Acquisition

— Human Resources, Safety, and Occupational
Health

AMERTCA" S e WORKFORCE
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How does the Federal Government hire
students and recent graduates?

* The Pathways Programs (Government-wide)
* Agency-specific Internships and Fellowships

** * —
PATHWAYS

FOR STUDENTS & RECENT GRADUATES
TO FEDERAL CAREERS

In what are other ways can people be
hired?

* Veterans

* Military Spouses

* Schedule A for Individuals with
Disabilities

* Peace Corps/VISTA



| What is the difference between being
eligible and being qualified?

* Eligibility: Applicant meets the requirements
stated in the Job Opportunity Announcement
(JOA) “Who May Apply” field

* Qualified: Applicant meets the qualifications
stated in the JOA

* Best Qualified: Applicant is rated high enough
to be forwarded to the Hiring Manager

What are qualifications?

* A qualification standard helps agencies
determine which applicants can perform
satisfactorily in the position

* Qualifications differ between different jobs

— Most Federal jobs do not have an education
requirement

— Some qualifications can bet met by education or a
combination of education and experience

3/15/2017 10
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How are applicant
gualifications assessed?

* Applicant qualifications are assessed through
a variety of assessment methods

e Some common assessments include:

— Training and Experience Evaluations (T&E)
(i.e., evaluation of education and experience)

— Assessment Centers (e.g., Presidential
Management Fellows Program)

— Structured Interviews

3/15/2017 11
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What pay grade level might a degree
qualify applicants for?

4 academic years above high school leading to a bachelor's
degree,

or

bachelor's degree

bachelor's degree with Superior Academic Achievement for two-
grade interval positions,

or

1 academic year of graduate education (or law school, as
specified in qualification standards or individual occupational

master's (or equivalent graduate degree such as LL.B. or J.D. as
specified in qualification standards or individual occupational
requirements),

or

2 academic years of progressively higher level graduate
education leading to a master’s or equivalent degree

3/15/2017
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What do “Series and Grade” numbers
mean on the job posting?

* If you see something like this:

SERIES & GRADE: G5-0511-07/09
POSITION INFORMATION: Full-Time - Recent Graduate
PROMOTION POTENTIAL: 13

—GS = General Schedule
—0511 = Occupational Series Code (Auditor=0511)
—07/09 = Grade level for the job being filled

—Promotion Potential = Highest promotion potential
without further competition (i.e., up to GS-13)

3/15/2017 13
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Why all Federal jobs are not open to the
general public?

* Federal agencies can fill jobs in a number of
ways, including:
— filling a job from outside of the Federal workforce
(i.e., the job is open to the general public), or

— filling a job with a Federal employee (i.e., the job
is open only to current or former Federal
employees)

3/15/2017
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What is a Status Candidate?

 Status candidates:
—Current or former Federal employees
— Certain veterans

[WHO MAY APPLY: Status Candidates (Merit Promotion and VEOA Eligibles) ]

3/15/2017 15

_®

How do you find Federal Jobs?

* USAJOBS is the primary Federal job board
* Agency websites

JSAJOBS

R AMERICA
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How do you write a Federal resume?

* Begin by reviewing the job opportunity
announcement
— Eligibility
— Qualifications

* Address required qualifications and

specialized experience in the resume

Education
Training Level of experience

Amount of experience

Resources

e Recruitment Policy Studio Page on HR University

— Section for Job Seekers includes guidance and tools
regarding Federal job search

B

https://hru.gov/Studio _Recruitment/Studio Recruitment
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Resources

* USAJOBS Resource Center
* USAJOBS Facebook, Twitter, YouTube
e Contact us at outreach@opm.gov

(USAJOBS
L v

Questions?

3/15/2017

10


mailto:outreach@opm.gov

Writing Your Federal Résumé

Job Opportunity Announcement

USA]OBS

# Back to Search results

Auditor

i An official website of tha United States Gavernmant

GSA, OFFICE OF INSPECTOR GENERAL

Agency Contact Information
Few vacancies in the following locations:

@ Washington, DC
@ Adanta, GA

@ New York, NY

Work Schedule is Full Time — Recent Graduates

Opened Thursday 2/28/2016
(3 day(s) ago)

(D Closes Saturday 3/9/2016
(6 dayes) away)

& Print & Share

Salary Range

$38,790 to $69,545 / Per Year
Series & Grade
GS-0511-07/09

Promotion Potential

13

Supervisory Status
No

Todd Help Search

Who May Apply

All US. Citizens and Nationals who meet the
eligibility requirements for the Pathways Recent
Graduate Program as explained below under
“REQUIREMENTS"

Control Number

3524792500

Job Announcement Number
JA2013-17-RG

3/15/2017
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Job Opportunity Announcement

i An official website of tha United States Gavernmant

USAJOBS & & 2

Todd Help Search

4 Back to Search results

Auditer

GSA, OF|

Agency Cont:
Few vacancies

@ Washingtor]

‘=1 GS-0511-07/09

9 New vork

Work Schedule]

Opened Thursd|
3 day(9)20)

(@ Closes Saturday 37972016
(6 day(s) away).

S print & Share Save Apply

Job Opportunity Announcement

i An official website of tha United States Gavernmant

USA]OBS a2 @ 2

Todd Help Search
# Back to Search results

GSA, OFFICE OF INSPECTOR GENERAL

Agency Contact Information

Few vacancies in the following locations: Salary Range Who May Apply

@ Washington, DC $38,790 t0 569,545 / Per Year All US. Citizens and Nationals who meet the
eligibility requirements for the Pathways Recent

@ Atlanta, GA Series & Grade Graduate Program as explained below under
“REQUIREMENTS""

@ New York, NY GS-0511-07/09 <

) ) Control Number
Work Schedule is Full Time ~ Recent Graduates Promotion Potential

3524792500
13

Opened Thursday 2/28/2016

(3 day(s) ago) Supervisory Status

No

Job Announcement Number
JA-2013-17-RG
(D Closes Saturday 3/9/2016

(6 day(s) away)

o brist At S

3/15/2017
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Overview
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Job Overview p— z
KR Required Documents *

We are seeking a highly qualified and motivated individuzl to serve as an auditor and be a proactive
member of our team. The Office of Inspector General (0IG) for the General Services Administration (GSA) is
one of the original OIGs established by the Inspector General Act of 1978, The DIGs were created as
independent and objective entities within an agency () to promote economy, efficiency, and
effectiveness in the administration of the agency, and (B) to prevent and detect fraud and abuse in agency
programs and operations. The OIGs report to the agency head and Congress through semi-annual and
other reports.

The GSA OIG operates as an autonomoeus entity within GSA under a presidentially appointed, Senate
confirmed Inspector General who supervises a diverse team of over 300 professionals in headquarters’

legal, and B and in regional offices throughout the

country.

The GSA OIG is dedicated to protecting the publicinterest by bringing about positive changes in the
performance, accountability, and integrity of GSA programs and operations. Oversight is provided
through auditing, inspections and evaluations, and investigations of GSA extensive procurement, real
property, and related programs and aperations, which primarily support other federal agencies. 0IG

oversight rt their findis d courses of action to promote efficiency and

ecnnomv in the GSA's artivi | ast fiscal vear nur 0IG nrofessionals’ efforts resulted in 47243 million in

Duties

Duties

This position is located in the Audits Office of Inspector General (O1G). The incumbent serves as an
Auditor and works directly for the Fort Worth, Texas office. As an Auditor, you will work on a team
conducting performance and attestation audits. You will perform systematicexaminations and analyses

of financial-related records, reports, management controls, and policies and practices thatimpact the

financial condition of GSA organizations and activities. You will be responsible for1) preparingwork

papers/reportsto documentthe audit processincluding audit objectives and related conclusions,
and \dations for ive actions; 2) assisting higher level auditors in

g areas of high risk to focus on duringan audt; and, 3) other related assigned duties.

determi

Atthe full performance level of the position, additional responsibilitiesinclude:
» Performing research, evaluations, studies, and analyses;
s Identifying significant audit and review findings, trends, and patterns;

s Researching and reviewing pertinent federallaws and Comptroller General decisions; and,

« Identifyinglegislative, regulatory, and p quir ppli to GSA progi
activities, and functions.

Travel Required
» Occasional Travel

« Selected applicant must be able to acquire and maintain a government-issued travel charge
card.

Relocation Authorized

* No

13



Qualifications

Job Requirements

Key Requirements
« Background security investigation required,
+ Applicants must be U_S. Citizens or nationals

- Applicants must apply online via G5Ajobs (see "How to Apply” section)

Qualifications

Agplicants must demonstrate in their resume and responses to the vacancy questions that they meet the
basic OPM ificats aswell ificatic d ibed below. Appli must meet all qualification
and eligibility requi for the position advertised within 30 deys of the chosing date of the vacancy.
Toqualify for this position, appli mieet the basic educati i d specialized
wperience.

Basic Education Requirements:

Degree: accounting; or a degree in & related field such as business administration, finance, or public
i thatincluded orwas by 24 semester haurs in ing. The 24 hours may

include up to 6 hours of credit i
auditing” in this standard. Similarly, "accountant” should be interpreted, generally, as "accountant
ander suditor.”); OR,

Lavw, (The term ™ £ means ™ ing and o

Combination of education and exper tleast 4 years of experience ing, or an equival

combination of accounting experience, college-level education, and training that provided professional
asceounting knowledge. The applicant's background must alsa include sneof the following:

Qualifications

Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

Al | i for this ion will possess the following competencies: Basic
knowledge of accounting principles and auditing standards; the ability to apply audit
techniques in collecting and analyzing data; the ability to communicate effectively, both
orally and in writing; and the ability to conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to, assisting in the verification of reports
against source accounts, and performing routine technical accounting assignments;
reconciling bank and other accounts; verifying cash receipts and disbursement vouchers;
verifying the accuracy of computations; and assisting in the preparation of basic audit
work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized

3/15/2017
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Benefits and Other Information

Additional Information -

Additional Information
What To Expect Next

Once your completed application is received, your qua

fications will be evaluated. The best qualified
candidates will be referred to the hiring manager for further consideration and possible intervlew. You will
be natified of the outcome. Applicants may also check the status of their application on-line 24 hours a

day through USAJOBS,

Thank you for your interest in working for the U.5, General Services Administration, Office of Inspector
Generall

BENEFITS

Other Information
BARGAINING UNIT STATUS: None

+ This vacancy announcement does not preclude filling this position by other means, Management also
has the right not to fill the position.

+ Travel and transportation expenses may be authorized for interviews, Relocation expenses are nat
authorized for this position

Contact Information

Other Information

BARGAINING UNIT STATUS: Hone

Is vacancy announc

. 1t loes not preclude filing this
s the right not to il the pasition,

agement also

n [ Interviews, Hetoc are not
uthrized for this pasition.

A
LS. General Barvicos Administration

General Services Administration
Office of Inspector General

Contact Address
Joe Government
Phone; 202-)
Emait

Office of Inspector General
180G F Street HW Room 5046
Washington

Be

Fa 1121101111

15
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How to Apply

B Fria $otes ood “

Job Overview Howto Apply +
Summary Required Documents +

We are seeking a highly qualified and motivated individuzl to serve as an auditor and be a proactive
member of our team. The Office of Inspector General (0IG) for the General Services Administration (GSA) is
one of the original OIGs established by the Inspector General Act of 1978, The DIGs were created as
independent and objective entities within an agency () to promote economy, efficiency, and
effectiveness in the administration of the agency, and (B) to prevent and detect fraud and abuse in agency
programs and operations. The OIGs report to the agency head and Congress through semi-annual and
other reports.

The GSA OIG operates as an autonomoeus entity within GSA under a presidentially appointed, Senate
confirmed Inspector General who supervises a diverse team of over 300 professionals in headquarters’

legal, and and in regional offices throughout the

country.

The GSA OIG is dedicated to protecting the publicinterest by bringing about positive changes in the
performance, accountability, and integrity of GSA programs and operations. Oversight is provided
through auditing, inspections and evaluations, and investigations of GSA extensive procurement, real
property, and related programs and aperations, which primarily support other federal agencies. 0IG
oversight rt their findi d courses of action to promote efficiency and

ecnnomv in the GSA's artivi | ast fiscal vear nur 0IG nrofessionals’ efforts resulted in 47243 million in

How to Apply -

How to Apply

You must submit a complete online application
including any required documents prior to 11:59
pm Eastern Time on the closing date of the
Announcement. Errors or omissions may result in
your not being considered for this vacancy. A
description of the online process is provided
below. For more information on applying for 8 GSA

vacancy, please visi

To begin, click Apply Online to create a
USAJOBS account or log in to your existing
account. Follow the prompts to select your
USAJOBS resume and/or other supporting
documents. Once you have completed this step,
select "Apply for this Position Now!”

2. Complete your personal information within
GSAjobs. Once you've been redirected to GSA's
automated system, follow the prompts to
create, review, or update your personal
information. This information is used to
determine your eligibility to apply for this
position so be sure that it is up to date.

3. Respond to all of the vacancy specific
questions.

16
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How to Apply

How You Will Be Evaluated

Category rating will be used to rank candidates
it ane of the three Quality groups; Best
Qualified, Well Qualified, and Qualified. Vetesan's
preference consideration, if supported by

apprapeiate docu

entation, is then applied.
Qualified preference eligibles are placed sbove
nan-preference eligibles within their respective
quality category snd considered before non-

prefurence-eligibles in that

wpory. Note: Your
responses must be substantisted by the resume
submitted. If a determination is made that in
responding to the vacancy guestions you have
rated yourself higher than is evident in your

resume, experience, andfor education, your score

may be adjusted by a Human Resources Specialist.

To preview questions please click here.

Required Documents +

i SR i “

Job Overview How to Apply +

Summary Required Documents +*

About the Ages

We are seeking a highly qualified and motivated individual to serve as an auditor and be a proactive

ration (GSA) is
one of the original OIGs established by the Inspactor General Act of 1978, The OIGs were created as
independent and objective entities within an agency (A) to promote economy, efficiency, and
effectiveness in the administration of the agency, and (B) to prevent and detect fraud and abuse in agency

member of our team. The Office of Inspector General (01G) for the General Services Adi

programs and operations. The OIGs report to the agency head and Congress through semi-annual and
other reports.

The GSA OIG operates as an autonomoeus entity within GSA under a presidentially appointed, Senate
confirmed Inspector General who supervises a diverse team of over 300 professionals in headquarters®
administrative, legal, and operational components and in regional operational offices throughout the

country.

The GSAOIG is dedicated to protecting the public interest by bringing about positive changes in the
performance, accountability, and integrity of GSA programs and operations. Oversight is provided
through auditing, inspections and evaluations, and investigations of GSA extensive procurement, real
property, and related programs and operations, which primarily support other federal agencies. OIG

oversight report their findi d courses of action to promote efficiency and

econnmy in the GSA's activities. | ast fiscal vear. nur 0IG nrofessionals’ efforts resulted in $243 million in

17
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Required Documents

How to Apply +

Required Documents -

Required Documents

You must submit ALL required documents before
the closing date/deadline to have a complete
application, Review the following list to determine

which documents must be submitted online.

Cutrent GSA OIG employees must complete the

online application and resume.

ICTAP/CIAP Eligible: Submit (a) proof of eligibility
including agency notice; (b) SF-50 and (c) most

recent performance rating.

College Transcripts: If you are using some or all of
your college education to meet qualification
requirements for this position, you must submit a
photocopy of your college transeript(s). I selected,
an official/sealed transcript will be required prior

t Fored I d
the United States, also submit a valid foreign
credential evaluation that substantiates
possession of the required education. See
Application of Qualification Standards at

M’s G alifi Policies
website for information on crediting education.

3 Sections

* Job Opportunity Announcement (JOA)
sources:
— Qualifications

— Occupational Questionnaire
* Linked from the JOA

— Duties

18



Your Résumé

* Your résumé:
— Your best marketing tool
— Communicates your qualifications
— Shows you can provide immediate results
— Should be tailored for each job
— Has no page limitations
— Is your first and often only impression

Format

* Reverse chronological order:

— Lists your most recent experience first
then work backwards listing previous jobs

— Include job-relevant paid/unpaid
experience

— Recommended for Federal résumés

3/15/2017
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Resume Information

* General Information Only
e Experience Only

* Experience and Accomplishment
(Two part answer = IDEAL)

General Information Only

Typically a 1 page resume

Often used on every application

Provides a vague overview of skills

Does not capture qualifications

20



Experience Only

* Provides experience:
— Amount of experience:

* “Managed an 8 person team over 15 years...”
— Level of experience:

* “Routinely advised and briefed organizational senior
executives on...”

Note: Repetition is OK

* Does not provide:

— Why you, over someone else (Accomplishment)

@

Experience and Accomplishment

(Two part answer = IDEAL)

* Provides experience:
— Amount of experience:
— Level of experience:
Note: Repetition is OK

* Provides accomplishment:

— Who was impacted? e
— What were the cost savings?

— Did you exceed deadlines? o

1
— Did you receive awards or recognition? \ :'
— What changed/improved? \/

* Helps answer:

— How well do you do the task? %
— Why should we hire you over others?

3/15/2017
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Language Matters

(Two part answer)

e Before:

Responsible for planning, executing and
coordinating special operations mountain
and desert training. Served as primary
instructor for all new Soldiers in training.

e After:

Developed and executed numerous sensitive
and realistic training courses for nearly 1,500
personnel annually. Rated as the number
one instructor over 20 peers on last 3 annual
performance reports.

8% ) opmcov

Information

* Personal sources:
— Former job descriptions
— Supervisory reviews and feedback
— Transcripts
— Course feedback
— Miilitary honors
— Awards and recognition
— Customer acknowledgements
— Survey results

22



Information

e Think outside the box
— Leadership roles in social organizations
— Volunteer experiences
— Projects

— Professional/Academic challenges or
successes

— Special assignments
— Travel experiences

Skills

* Create

— A list of your skills and match them to job
types (Skills Profiler)

— https://www.careerinfonet.org/skills/?ES=
Y&EST=skills+profiler

£

careeronestop

PATHWAYS TOCAREER SUCCESS

www.careeronestop.org

3/15/2017
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Skills Profiler

System Skills
0 Judgment and Decision Making - Considering the relative costs and benefits
of potential actions to choose the most appropriate one.
o0 Systems Analysis - Determining how a system should work and how
changes in conditions, operations, and the environment will affect outcomes.
O Systems Evaluation - Identifying measures or indicators of system
performance and the actions needed to improve or correct performance,
relative to the goals of the system.

Resource Management Skills
O Management of Financial Resources - Determining how money will be
spent to get the work done, and accounting for these expenditures.
o Management of Material Resources - Obtaining and seeing to the
appropriate use of equipment, facilities, and materials needed to do certain
work.

Translate

* \eterans

— Translate military career fields to Federal
occupations

— http://www.dllr.state.md.us/mil2fedjobs/

DEPARTMENT OF LABOR, LICENSING AND REGULATION

3/15/2017
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To find out what federal jobs are related to specific military occupations, use the following steps:

Step 1. Select the Service and the Personnel Category
Service: Personnel Category:

rmy O Navy O air Force O Marine Corps C ® officer O warrant Officer C

Step 2. Select a Military Occupation
Military Occupation Code:
36A - Financial Manager V]

-or

itary Occupation Title:
ial Manager - 36A v|

MIL2FEDJOBS

Federal Occupational Series Related to
Army 36A - Financial Manager
The table below lists federal occupations related to the military occupation you selected. Keep in mind that job qualifications vary
according to specific positions that are being filled by the federal agency. To find out more about specific positions available and
their requirements, use the Search USAJOBS Now link in the last column. If you'd like to learn general information about federal
jobs, see Federal Career Considerations.

Click on column headings to sort. Click on the numbers above and below the table to page through results.

Search fora Job
0340 Program Management WHITE | 0300 - GENERAL, ADMINISTRATIVE, CLERICAL, | Search USAJOBS

Series COLLAR AND OFFICE SERVICES GROUP Now
0343 Management and Program | WHITE | 0300 - GENERAL, ADMINISTRATIVE, CLERICAL, | Search USAJOBS

Analysis Series COLLAR AND OFFICE SERVICES GROUP Now
Financial Administration and| WHITE Search USAJOBS

0501 Program Series COLLAR 0500 - ACCOUNTING AND BUDGET GROUP Now
Financial Clerical and WHITE Search USAJOBS

0503 Technician Series COLLAR 0500 - ACCOUNTING AND BUDGET GROUP o
Financial Management WHITE Search USAJOBS

0505 Series COLLAR 0500 - ACCOUNTING AND BUDGET GROUP Now
. . WHITE Search USAJOBS

0510 Accounting Series COLLAR 0500 - ACCOUNTING AND BUDGET GROUP [
- WHITE Search USAJOBS

0511 Auditing Series COLLAR 0500 - ACCOUNTING AND BUDGET GROUP Now
Internal Revenue Agent WHITE Search USAJOBS

0512 Series COLLAR 0500 - ACCOUNTING AND BUDGET GROUP [
Accounting Technician WHITE Search USAJOBS

0925 COLLAR 0500 - ACCOUNTING AND BUDGET GROUP Now
- WHITE Search USAJOBS

0926 Tax Specialist Series COLLAR 0500 - ACCOUNTING AND BUDGET GROUP Now

3/15/2017
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Process

* 3 steps:

— Review
* Understand the requirements
* Select in or select out

— ldentify
* Find keywords and phrases
* Highlight

— Align
* Place information into bullets

* Match personal experiences/accomplishments

Grade Level or Equivalent

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5
level. Specialized experience includes, but is not limited to, performing routine technical
accounting assignments, and assisting in the verification of reports against source
accounts; reconciling bank and other accounts; verifying cash receipts and disbursement
vouchers; verifying the accuracy of computations; and assisting in the preparation of basic
audit work papers.

3/15/2017
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Review

Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

All successful applicants for this position will possess the following competencies: Basic
knowledge of accounting principles and auditing standards; the ability to apply audit
techniques in collecting and analyzing data; the ability to communicate effectively, both
orally and in writing; and the ability to conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to, assisting in the verification of reports
against source accounts, and performing routine technical accounting assignments;
reconciling bank and other accounts; verifying cash receipts and disbursement vouchers;
verifying the accuracy of computations; and assisting in the preparation of basic audit
work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized

|dentify

Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

Al | li for this ition will possess the following competencies: Basic
knowledge of accounting principles and auditing standards; the ability to apply audit
techniques in collecting and analyzing data; the ability to communicate effectively, both
orally and in writing; and the ability to conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to, assisting in the verification of reports
against source accounts, and performing routine technical accounting assignments;
reconciling bank and other accounts; verifying cash receipts and disbursement vouchers;
verifying the accuracy of computations; and assisting in the preparation of basic audit
work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized

27
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Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

All i for this ition will possess the following competencies: Basic
knowledge of accounting principles and auditing standards; the ability to apply audit
techniques in collecting and analyzing data; the ability to communicate effectively, both
orally and in writing; and the ability to conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to,

assisting in the verification of reports against source accounts, and performing routine
technical accounting assignments; reconciling bank and other accounts; verifying cash
receipts and disbursement vouchers; verifying the accuracy of computations; and assisting
in the preparation of basic audit work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized

Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

Al | li for this ition will possess the following competencies: Basic
knowledge of accounting principles and auditing standards; the ability to apply audit
techniques in collecting and analyzing data; the ability to communicate effectively, both
orally and in writing; and the ability to conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to,

assisting in the verification of reports against source accounts,

and performing routine technical accounting assignments; reconciling bank and other
accounts; verifying cash receipts and disbursement vouchers; verifying the accuracy of
computations; and assisting in the preparation of basic audit work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized
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Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

All i for this ition will possess the following competencies:
Basic knowledge of accounting principles and auditing standards;

the ability to apply audit techniques in collecting and analyzing data;

the ability to communicate effectively, both orally and in writing;

and the ability to conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to,

assisting in the verification of reports against source accounts,

and performing routine technical accounting assignments;

reconciling bank and other accounts;

verifying cash receipts and disbursement vouchers;

verifying the accuracy of computations;

and assisting in the preparation of basic audit work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized

Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

Al | i for this ition will possess the following competencies:
Basic knowledge of accounting principles and auditing standards;

apply audit techniques in collecting and analyzing data;

communicate effectively, both orally and in writing;

conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to,

verification of reports against source accounts,

performing routine technical accounting assignments;

reconciling bank and other accounts;

verifying cash receipts and disbursement vouchers;

verifying the accuracy of computations;

preparation of basic audit work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized
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Align

Specialized Experience:

In addition to OPM'’s basic eligibility requirements, applicants must have specialized
experience that is compensated or uncompensated (related educational and/or work
experience) which has equipped you with the specific knowledge, skills and abilities to
successfully perform the duties of the position in the application of professional
accounting and auditing principles, procedures, and techniques.

All i for this ition will possess the following competencies:
Ability to:

* Basic knowledge of accounting principles and auditing standards;

* Apply audit techniques in collecting and analyzing data;

* Communicate effectively, both orally and in writing;

* Conduct multiple segments of complex audits.

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.
Specialized experience includes, but is not limited to,

Verification of reports against source accounts,

Performing routine technical accounting assignments;

Reconciling bank and other accounts;

Verifying cash receipts and disbursement vouchers;

Verifying the accuracy of computations;

Preparation of basic audit work papers.

GS-9 applicants must have two (2) years of progressively higher level graduate education
leading to a master’s degree or equivalent graduate degree or (1) year of specialized

Specialized Experience:

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.

Verification of reports against source accounts,
Performing routine technical accounting assignments;
Reconciling bank and other accounts;

Verifying cash receipts and disbursement vouchers;
Verifying the accuracy of computations;

Preparation of basic audit work papers.

Al | i for this ition will possess the following competencies:
Ability to:

* Basic knowledge of accounting principles and auditing standards;

* Apply audit techniques in collecting and analyzing data;

+ Communicate effectively, both orally and in writing;

* Conduct multiple segments of complex audits.

Match your experiences beginning with your current/most recent job
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Align

Specialized Experience:

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.

« Verification of reports against source accounts,
Experience and accomplishment (Two part answer)

* Performing routine technical accounting assignments;
Reconciling bank and other accounts;

« Verifying cash receipts and disbursement vouchers;
Verifying the accuracy of computations;

* Preparation of basic audit work papers.

Al ful i for this ition will possess the following competencies:
Ability to:

* Basic knowledge of accounting principles and auditing standards;

* Apply audit techniques in collecting and analyzing data;

+ Communicate effectively, both orally and in writing;

* Conduct multiple segments of complex audits.

Align

Specialized Experience:

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.

* Verification of reports against source accounts,

Annually verified over 500 source reports and identified
weak internal controls and accounting procedures.

Created a new standard operating procedure which resulted
ina 10% decrease in errors and $52,000 in labor savings.

+ Performing routine technical accounting assignments;
Reconciling bank and other accounts;

« Verifying cash receipts and disbursement vouchers;
Verifying the accuracy of computations;

* Preparation of basic audit work papers.

Al | i for this ition will possess the following competencies:
Ability to:

« Basic knowledge of accounting principles and auditing standards;

* Apply audit techniques in collecting and analyzing data;

* Communicate effectively, both orally and in writing;

* Conduct multiple segments of complex audits.
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Specialized Experience:

GS-7 applicants must have one (1) year of graduate-level education or superior academic
achievement or one (1) year of specialized experience equivalent to at least the GS-5 level.

« Verification of reports against source accounts,

Experience and accomplishment (Two part answer)

* Performing routine technical accounting assignments;

Experience and accomplishment (Two part answer)

* Reconciling bank and other accounts;

Experience and accomplishment (Two part answer) \\eT.S
« Verifying cash receipts and disbursement vouchers; f _‘-\,\e ‘0\.\
Experience and accomplishment (Two part answer) fOr a\\ o

« Verifying the accuracy of computations; an
Experience and accomplishment (Two part answer) C,\'eate

* Preparation of basic audit work papers.

Experience and accomplishment (Two part answer)

All successful applicants for this position will possess the following competencies:
Ability to:

* Basic knowledge of accounting principles and auditing standards;

Experience and accomplishment (Two part answer)

* Apply audit techniques in collecting and analyzing data;

Experience and accomplishment (Two part answer)

* Communicate effectively, both orally and in writing;

Experience and accomplishment (Two part answer)

+ Conduct multiple segments of complex audits.

Experience and accomplishment (Two part answer)

Align

Current Most Recent Job/Experience

Experience and accomplishment (Two part answer)
Experience and accomplishment (Two part answer)
Experience and accomplishment (Two part answer)
Experience and accomplishment (Two part answer)
Experience and accomplishment (Two part answer)
Experience and accomplishment (Two part answer) U
Experience and accomplishment (Two part answer) (1673‘
Experience and accomplishment (Two part answer)

Experience and accomplishment (Two part answer)
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Resume Builder

‘Work Experience &

Empioyertiame

it are reguived unless otherwize noted

Formal Jok Title

EmployerAdaresz 1
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Dtz T, o Related Sl

Enaoete Engvear W
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apecamesctyur apenvaont o

Dve @ v ) contaetmai

Iz thiz « Faders| Ciian position? @

Jves @ no '\0‘9

Eperience and Accamplisbmart (Two-pert sramer]
Experience and hccsmglsbmert [Two-gert srner]

Experiance and Accomplishment (Two-pert snswer]

Saggrplichment (Tivo-pert ansiwer|

Repeat the process if you have other experience

Questionnaire

How You Will Be Evaluated

The category rating procedure is being used to
rank candidates. If you are found qualified for the
position, your responses to the self-assessment
vacancy questions will be used to place you in
one of the following categories: Qualified, Well
Qualified, and Best Qualified. Note: Your
responses must be substantiated by the resume
submitted. If a determinationis ,made thatin

ding to the vacancy ions you have
rated yourself higher than is evident in your
resume, experience, and/or education, your
score may be adjusted by a Human Resources
Specialist.

3/15/2017
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Résumé Summary

* Highlight your knowledge, skills,
abilities and experience as it relates to
the job.

* Use keywords/phrases or short sentences
* Paint a picture
* Include your security clearance, if applicable

* Complete only after you have listed all of your
experience and accomplishments

OPM.GOV

USAJOBS

e Special hiring authorities:
— Veterans Recruitment Appointment (VRA)
— Veterans 30% or more disabled
— Disabled veterans who completed VA
training
— Schedule A for people with disabilities
— Miilitary Spouse
— Certain former overseas employees
— AmeriCorps VISTA, Peace Corps

 Sensitive information and photographs
]

3/15/2017
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USAJOBS

USAJOBS s o a

Frofte

Compiete RS Documents - Resumes

@ . Allows users 5 Resumes
= * Upload

* Build
* Combination

Resumes (3/5)

Enicteits tustate
- cuv
[ Sosrtie 7 Srtutie ) Seashaie

Do notinclude in Resume
+ Closaified or govemment sensive

o S

- Phetos of youreelt

- Persanel infarmation, such =3 aze, pender,
reizioi sflistien,ste.

(]

Resume Builder

Add New Resume

Y 2

Build resume Upload resurme

70
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Resume Builder

Resume Builder

Resurne Nama Baguivad
I ho13aTRG

Click e Add youe

Adel work Exper

_| Idanatwish o provide work experience.

Experience

Resume Builder

Work Expanience’®
Ll it e e e otheruia noted

EmployerAdéread S B Stertrear
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Education

Resume Builder

Son 5 .
Education’ All el are required uniess ofheruise noted All fields are required

unless otherwise

Schoal oeProgram Name Hajor

‘ ‘ ‘ noted
Courty Vior

[ -1 |

Psicaze o Gpfinel iGN Gptionat

CyTem Total Cresit Exres Gptisnat

State Terriory Provines System for Favended Credits Gpianal

—selzet
) Semester ) Quartertiours (. Continuing
Hours Edu

R
E——

Relevent Coursewark, Licensures, and Certifestions  Gpbionsl
12090 characters remening)

Problems with formetting when pasting from Microzcft Word?

o [=

Education

Education:

University of Maryland College Park, MD United States
Bachelor's Degree 05/2013

GPA: 4.0 of a maximum 4.0

Credits Earned: 120 Semester hours

Major: Accounting Honors: Summa Cum Laude
Relevant Coursework, Licenses and Certifications:
Auditing Theory and Practice

Government Accounting

Accounting I

Accounting II

Managerial Accounting

Accounting Systems

Taxation of Individuals

Ethics and Professionalism in Accounting

3/15/2017

37



3/15/2017

References

Resume Builder

References Al i are requined uniess ofberaise noted
Nams o

\ | | |
EEEEEE fions! Emeil

\ | | |
. oy PETIRS

‘ ‘ (@ Frofessicnsl ) Persansl

[E=—

38



3/15/2017

Cover Letter

* Highlights experience
* Allows compelling language
e Optional

Additional Tips

* Write in plain language

* Show specialized experience

e Avoid acronyms

* Use spelling and grammar checks
* Have someone review

* Apply early as some JOAs limit the
number of applications accepted

39



Summary

Review the entire JOA
—Understand the requirements
—Assess your skills
—Select in/Select out

Pay close attention to the instructions

Separate important information

Tailor your résumé

Questions
Email: Outreach@opm.gov

3/15/2017
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Pathways Programs for
Students and Recent Graduates

W omm—
PATHWAYS

FOR STUDENTS & RECENT GRADUATES
TO FEDERAL CAREERS

Pathways Programs

What are the Pathways Programs?
— Internship Program (student employment)
— Recent Graduates Program (entry-level)

— PMF Program (leadership development

3/15/2017
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Pathways Programs

Features of the Pathways Programs:
— Exposure to a variety of Federal jobs
— Meaningful training
— Mentoring
— Career Development Opportunities

Internship Program

Pathways Internship Program:

— Includes development component
(i.e., Individual Development Plan)

— Offers part-time or full-time, paid
internship

— Requires a participant agreement
— Veterans’ preference is applied

Career
Exploration

3/15/2017
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5 OPM GOV

Internship Program

Eligibility:
— Students enrolled at least half-time
— Qualifying educational institution
pursuing:
* High-school/GED
 Vocational/Technical/Certificate
» Undergraduate
» Graduate

» Professional

5 OPM.GOV

Internship Program

Different ways to work:
— Temporary - up to 1 year
— Indefinite — until degree completion
— Part- or full-time duty schedule

3/15/2017
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Internship Program

Agencies ensure each Intern has the
following:

— A Patrticipant Agreement

— Individual Developmental Plan

Internship Program

Conversion to competitive service

— All Participants potentially eligible for a
Term or permanent appointment

» Must successfully complete program
requirements

» Must meet OPM Qualification standard

3/15/2017
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Recent Graduates Program

Pathways Recent Graduates Program
— Includes development component
» Mentoring, formal training
— Hire graduates up to two years after
completing academic requirements

» Up to six years for certain preference eligible
veterans

— Requires a participant agreement
— Veterans’ preference is applied

Recent Graduates Program

Eligibility:
— Individuals who completed a qualifying
educational program within the preceding 2
years:
* Vocational/Technical/Certificate
* Undergraduate
* Graduate
 Professional

3/15/2017
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j) OPM.GOV

Recent Graduates Program

Full-time work in a chosen occupation
— Participants work full-time

— Patrticipate in 1 or 2-year career
development program

5 OPM.GOV

Recent Graduates Program

Agencies ensure each Recent
Graduate has:

— A Participant Agreement

— A mentor

— An Individual Developmental
Plan

— At least 40 hours of formal

interactive training per year %
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Recent Graduates Program

Conversion to competitive service

— All Participants potentially eligible for a
Term or permanent appointment

* Must successfully complete program
requirements

* Must meet OPM Qualification standard

(§%) opmcov

PMF Program
Presidential Management
Fellows:

— Federal Government’s premier
leadership development program for
advanced degree candidates

— Created over three decades ago

— Revamped under Pathways to
develop the best cadre of Federal

leaders
PRESIDENTIAL
PM F MANAGEMENT
FELLOWS ProGRAM

U.S. OFFICE OF PERSONNEL MANAGEMENT

3/15/2017
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; OPM GOV

PMF Program

Eligibility to apply:
— Advanced degrees only

— Individuals who completed a qualifying
educational program within the preceding
2 years

— Also, individuals who expect to complete
degree requirements by August 31 of the
academic year in which the competition is
held

PMF Program

Agencies ensure each Fellow has:
— A Patrticipant Agreement
— A senior-level mentor
— An Individual Developmental Plan

— At least 80 hours of formal interactive
training per year
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PMF Program

Conversion to Competitive
Service
— All Participants potentially eligible

for a Term or permanent
appointment

— Must meet OPM Quialification
standard

— Must have experience certified by
the Executive Review Board (ERB)

Students and Recent Graduates —
USAJOBS

Welcome Students and Recent Graduates

Fm— 5;:: .
PAT HWAYS ==

FOR STUDENTS & RECENT GRADUATES
TO FEDERAL CAREERS

ind R

Additional Resources What you need to know about the Pathways Programs

49
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Contact

Recruitment Policy and
Outreach

U.S. Office of Personnel
Management

pathways@opm.gov
outreach@opm.gov

(202) 606-1040

Finding and Applying for Jobs in
the Federal Government

U.S. Office of Personnel Management
Recruitment Policy and Outreach

50
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What We Will Cover

* Introduction to USAJOBS® and Its Features
* Basic and Advanced Searches

* Reviewing Search Results

* Job Opportunity Announcements

* Creating/Managing Your USAJOBS® Account
* Applying for Jobs

* What Happens Next?

» USAJOBS® Help Center/Additional Resources

Introducing USAJOBS
* What is USAJOBS®?
— Federal Government’s main employment portal

— Mainly Executive Branch agencies
— Competitive Civil Service positions
— Limited Excepted Service positions
(e.g., Pathways Programs positions)
* Most Civil Service hiring begins here
Some jobs may be found on agency websites
* Your Federal application is not complete
until you finish it in the agency’s system

101

102

3/15/2017

51



3/15/2017

USAJOBS Features

* Track progress while completing your
application (5 steps within USAJOBS)

* Check on required documents without
leaving the application process

* Save progress on a pending application
* Add, build, view or delete a résumé
 Attach, view or delete required documents

» Review your application in USAJOBS before
you submit it to the agency

103

Basic Search (Main Landing Page)

USAJOBS dp e e
Create an account to get started — build your profile, create or upload resumes and apply for jobs.
Keyword: @ Location:

@ us.Citizens () Federal Employees @

Individuals with Disabilities | Veterans | Students and Recent Graduates | Senior Executives

DoN Veteran & Wounded Warrior Hiring Event
6th Annual DoN Veteran & Wounded Warrior Hiring Event. 1-2 June 2016, Tampa,

M= i crmployer Summit, Career Fair

MAVY CIVILIAN

ad More | View All Spotlights

104
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Advanced Search

Please enter at least one of the following in order to perform a search: Keyword, occupational series or job category, location, or agency.

Show:
All Expanded All Collapsed

Areyou:

e acurrent or former Federal civilian employee who holds or held a nen-temporary appointment
o In the competitive service in the Executive Branch or in a position not in the Executive branch specifically included in the
competitive service by statute, or
© In an excepted service position covered by an interchange agreement, or
© Eligible for reinstatement?

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

i
v

Advanced Search (Cont’d)

Job Title, Agency Name, Job Announcement #, etc

Search for:
Any of these words v Budget, Financial

But none of these words:
Personnel

Search by Job Title: | ‘

V¥ Salary or Pay Grade @

Search by: @ satary®
From: To:
| 525,000 v ‘ | 49,999 v ‘
() PayGrade (GS) @
From: To:

3/15/2017
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Advanced Search (Cont’d)

¥ Occupational Series or Job Category @

Show Me:
") AllOccupational Series

@) only Occupational Series with Open Jobs

Search for Occupation(s):
pation(s) budeed ‘
Series Occupation 4 Category
— Accounting Budget And
C 0510 Accounting ccounting
Finance
‘Accounting Budget And
0525 Accounting Technician - e
Finance
C 0511 Auditing Accounting Budget And
Finance
Accounting Budget And
0560 Budget Analysis ccounting
Finance
%61 Budget Clerical And Accounting Budget And
Assistance Finance

mo

107

Advanced Search (Cont’d)

City, State, or Country
Show Available Jobs In: ‘ ‘

Hide Additional Location Search Options

Location Criteria:

@ Al Locations

) Locations with open jobs only

1.) Show locations for this region: 2.) State/Territory/Region 3.) Then Locales)
United States -] - American Samoa i =p Los Alamos i m
Africa Arizona = Los Altos
All Foreign Countries |= Arkansas Los Altos Hills
Antarctica Califor Los Angeles @
Asia I Colorado Los Angeles AFB.
Australia and Pacific sl Connecticut Los Angeles County
Caribbean and Central _ Delaware i Los Banos i
- . Lac @t
You Added:

Los Angeles, California Remove
Washington DC, District of Columbia Remove

You may make up to 10 selections

3/15/2017
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Advanced Search (Cont’d)

Agency, Sub Agency, Department

Show Available Jobs In:
Other Agencies and Independent Organizations, Office of Pera

Show Additional D and Agency Search Options
‘You Have Added:

‘You may make up to 10 selections

Department Of Homeland Security Remove

Department Of Justice, Department of Justice - Agency Wide Remove
General Services Administration, GSA Office of Mission Assurance Remove
Department Of The Interior, National Park Service Remove

W Type of Work or Work Schedule

Type of Work: @ Work Schedule: @

AL e
Permanent Full-Time
Temporary Part-Time

[ Term [ shiftwork

| Detail Intermittent

[ Presidential Management Fellows [ Job Sharing
Recent Graduates C Multiple Schedules
Internships

[ Telework
Seasonal
Summer

Multiple Appointment Types
Intermittent

109

Advanced Search (Cont’d)

Exclude postings for jobs open longer than 30 days? @

Yes [ Mo

Show Jobs Posted:

> Additional Search Options

Areyou:

+ acurrentor former Federal civilian employee who holds or held a non-temporary appointment
© In the competitive service in the Executive Branch or in a position not in the Executive branch specifically included in the competitive service by statute, or
© Inan excepted service position covered by an interchange agreement, or
o Eligible for reinstatement?

+ AVeteran eligible for veterans' preference or separated from the armed forces under honorable conditions after 3 years or more of continuous military service?
& A person with non-competitive appointment eligibility?

@ No- 1 do not fall into one of these categories and only want
to see jobs open to the general public.

() Yes-1fallinto one of these categories and want to see all
jobs apen to applicants with the above eligibilities, such as
federal employees.

Ll Search Jobs

110
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Reviewing Search Results
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Job Opportunity Announcements

Budget Analyst

NATIONAL PARK SERVICE

Agency Contact Information

1vacancy in the following location:
@ Washington DC, DC

Work Schedule is Full Time - Permanen

Opened Friday 4/26/2016
(11 dayls) sge)

@ Closes Friday 5/27/2016
(17 dayls) away)

= Print =3 Share

Salary Range
$43,684.00 to 569,460.00 / Per Year

Series & Grade
GS-0560-07/09

Promotion Potential

Who May Apply
United States Citizens

Control Number

437184000

Job Announcement Number
WASOSHRO-DCKS-16-1678372 DE

Apply

112
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Job Opportunity Announcements (contq)

USAJOBS

& Back to Search results

Accountant

N COMMISSION
Agency Contact Infarmatian
2 vacancies - Washington DC, BC
¥ Lvacancy - Amistad, NM

@ 1vacancy - Amissville, VA

Salary Runge
5§75,621.00 10 $116,901.00 / Per Year

Full Time -

Opuned Thursday 242018
1508 dis) )

O Closes Wednesday &/1/2016

{53 dayla) woviy}

& Print =2 Share Save

Job Overview

Summary

GS-0510-12/13

Who My Apply
United States Citizens

Control Numiber
3247882700

Job Announcement Number
VA-2016-0050

Apply

Hawe to Aprply +

Demsireed Newrmrents +

113
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Job Opportunity Announcements (con)

Job Overview

Summary

Experience your America and build a fulfilling career by joining the National Park Service, as: we prepare for

 second century of stewardship and engagement. Bacome a part of our mission to connect with our past

andcreate toth arichand the next
parkvisitors, ters and advocat .

et furvew: findyourparkc.com.

“The National Park Service is one af the most beloved of all Federal agencies and being a part ofits mission
has always been rewarding work for our 22,000 diverse employees and more than 200,000
volunteers. Come join us in one of the most exciting times in our history, as we celebrate our centennial

year of stewardship for parks, monuments, battlefields, historic sites,
takeshores, scenic rivers and tralls, on an anaual basis. You 190 can be part of preserving and enhancing.
the lasting legacy for generations to come. To leam mare abaut who we are, watch and enjoy our YouTube
video: “Yeah We Are Beautiful®.

The Office of the Comptrolier at the National Park Service is seeking an energetic individual to help carry

outthe functions of the NPS and its located

atthe headquarters in Washington, DC, apportions, aliacates, and manitors all funding (sppropristed and
) received by 3

Duties

s 2 Budget Analyst, youwill:

« Monitor status of funds and perform quality checks of information in the accounting system, working.
with field staff o rectify any significant problems.

+ Apply the principles and Fapprope HPS programs nd
d

accordanc of Congress
and within the framework established by OMB and the Department

« Ressarch, lidate, and summarize urce docs ¥
systems, accounting records, and reports for use in analysis and management decision making,

+ Draft repl and prepare the Division Chief, the
Budget Officer; and the Comptroller.

The “JOB OVERVIEW”
section provides a
“Summary” of the job
« including information
about the agency and
work unit, and offers
details about the
“Duties” you will be
expected to perform.

Job Opportunity Announcements (cont)

Job Requirements
Hey Requirements
+ L5, citizenship
th finvorable sdjudicat

+ Mt Selective Service Registration Act requiresent

Qualifications
SPECIALIED DOPRRINCE:
fuakdy 07 Wwvml, s msst b taast equivalant ta
iy ta perfom =
inclusces ut and main
utlizing eomputer systams: . snalyzing.
dovord h budget related
] quiries,
Toqualify at the G509 leved, you must year ot sp g - £
G507 grade bevel. hat b you , ehdlls 3l
ability b pe ha o Fhe potions. For this pasition, lized avp
ludes advanced exps p and mair | data, utdlizing
the fund allicati ¢ ey
compritir Systens to brack . ana Dot
h historical and trend d with
kebrold ners on budpet-related iy
o

scuation and sperinnce iy b wed bo meel the sxperisnce reguiremets.

For e G5-07: o KN OF DRI ACHMTIC
For tha G5-00: Master's o £ praduats degres or prog:
Eraduate eckacation Wacing to such & digres or LLIL or L0, relabed.

Security Clearance

Q- Monsensihve

115

The “JOB
REQUIREMENTS” section
provides details on “Key
Requirements,” the

e v e ' specific “Qualifications”

you will need such as
education and/or
experience, and
information on required
background checks and
security clearances.

116

3/15/2017

58



Job Opportunity Announcements (conte)

Adkditional infoemation

Additional Information

‘What To Expect Next

the ¥
ed. App h ace referred to ficial, i

4 egir
nonveterans. Iffurther

H ey e o

In the “ADDITIONAL
INFORMATION” section
you will learn “What to

3/15/2017

T Expect Next” after you

scnerris submit your application;
u H 14

ittt iy about “Benefits” and

“Other Information”
Other Information
e relevant to the

e T s psbemetand application process.
:;m:,_,yw,“ d .n‘ - 0 b e fhind gt of ths 1 and
".Iaﬂ:gmvu'idl‘ﬂh\*‘llh'\‘

4, thyou are 3 mab e weaes Born after 123150,
Seliective Service At the Def Actal
be sligihls for appaintresnt in this agency.

5 B F ™

d, o you will et

retrieving e 10 YOUr your behalt

117

s eaTIT OF Tt

Department Of The Interior
National Park Service

Address

National Park Service
1201 Eye Street NW
Washington

oc

Use this contact information to follow up on the status of your application
(note that the time you wait to hear back will vary depending on the position).

118

59



3/15/2017

Job Opportunity Announcements (contq)

USAJOBS 2 = an
KD Help Search
# Back to Search results
Accountant
FEDERAL ELECTION COMMISSION
Ageney € farmation
§2vaca shington 0C, DC
Salary Range Who May Apply
@ L vacancy - Amistad, NM Moy vty
91 vacancy - Amissvlle, VA 57562100 to 5116,301.00/ Per Year United States Citizens
Series & Grade Control Numiber
Work Schedule is Full Time - Permanent
G5-0510-12/13 3247682700
Opened Thursday 2/472016 i o, i
(404 ) ag)
ioke 13 VA-Z0L6-0058
) Closes Wodnesday 6/1/2016
: Supervisory Status
No

& Print =2 Share

Job Overview

Summarv

119

Job Opportunity Announcements (con)

Use the “APPLY”
button to begin
the application
process - but first
be sure to
carefully read the
“How to Apply”
and “Required
Documents”
sections to learn
what is needed fo
a complete
application.

Apply

How to Apply

Required Documents

=

120
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Job Opportunity Announcements (cont)

How to Apply -

How to Apply

Howto Apply:

Online Application Instructions:

The “HOW TO APPLY”
section tells you the steps
you need to follow to
complete and submit
your application for
Federal employment.

You are encouraged to apply online, which is the
simplest application method, and will allow you tc
track the status of your application. Instructions
are provided below:

To begin, log into USAJOBS, click Apply Online to
create a USAJOBS account or to log into your
existing account. Follow the prompts to select you
USAJOBS resume andjor other supporting
documents and complete the Occupational
Questionnaire. To view questionnaire (insert tag
Occupational Questionnaire)

Click the Submit My Answers button to submit you
application package.

To verify your application is complete, log into you
USAJOBS

ifyou cannot apply online:

Please visit the following link for further
instructions:

http://staffing.opm.gov/pdf/usascover pdf
reference the vacancy ID which is 1678372

121

Job Opportunity Announcements (con)

How You Will Be Evaluated

You will be evaluated using OPM category rating
procedures. Based onyour responses to the

If your rest = O does not support

The “HOW TO APPLY”
the responses provided in the Occupational . o
Questionnaire, or if you fail to submit all required Sect I O n a ISO I n CI u d eS

Occupational Questionnaire, you will initially be
placed into one of the following categories:
Best-Qualified, Highly-Qualified, or Qualified. A

quality review of your application and supporting
documentation will be conducted toverify that
your application package is complete and to
ensure that you have been placed into the
appropriate quality category.

Your application package is rated based on the
duration, level and quality of your experience,
including education, job related training and your
responses to the occupational assessment. In
addition, you will be evaluated on the extent to
whichyou meet the following knowledge, skills
and abilities for this particular position:

Knowledge of budget processes and fiscal related
duties such as budget reconciliation, tracking

documentation, you will be rated ‘ineligible’, ‘not
qualified’, or your score may be adjusted
accordingly.

VETERANS PREFERENCE: When applying for
Federal Jobs, eligible veterans should claim
preference on their application or resume
indicating type of preference claiming, dates
served and type of discharge. Applicants claiming
10-point preference must complete

and SF-15, Application for 10-Point Veteran
Preference. Veterans who are still in the service
may be given tentative preference on the basis of
information contained in their applications, but
they must produced a DD Form 214 prior to
appointment document entitlement to

expenditures, retrieving data, and of
status of funds.

knowledge of general accounting and finance
principles, with knowledge of government specific
accounting desirable. Ability to interpret complex
legal language and instructions.

Ability to review and evaluate programs for
subsequent distribution of funds.

Skillin using office automation software (MS Word,
MS Excel, MS Access) and applying analytical

preference. For more i ion on Veterans'
Preference, please review the VETGuide. Your
resume and supporting documentation will be
verified. If you rated yourself higher than what is

supported by your application material, your score
may be adjusted and/or you may be excluded from

consideration for this job. Please follow
allinstructions carefully. Errors or omissions may

affect your rating or consideration for employment.

information on
“How You Will Be
Evaluated” and will
allow you to preview
any assessment
questions before you
actually apply.

3/15/2017
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Job Opportunity Announcements (cont)

1. Resume May be in any format. ou must
include a et of all signeficant jobs held and duties

mﬁSLT.th;“:LﬁLf;TT;TT’ The “REQUIRED DOCUMENTS”
:“fmﬁwfm section details the specific documents
*w“‘;d.d“;“ you must include to ensure you have
eI R a complete Federal application

‘ package. This may include school
transcripts, a copy of your DD-214
(documenting active military service),
an SF-50 (documenting current or
former Federal employment), or
others. It also offers information
about veterans’ preference.

A Transcripts (fapplicable o the pasition):
ursafcial sufficient for application

prier o entry onduty. We do not make

123

USAJOBS Account - Create

USAJOBS ..

"WORKING FOR AMERICA" —

This U 5 Fada

Egrgot your usermame or password]

Don't have a3 USAJOBS account? Craate a new 3

124
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USAJOBS Account — Create (Cont’d)

Welcome to USAJOBS!

USAJOBS is the official L& Federal s your Federal jot

WAth o new account yeuT be able tee

& Buikd and store up o five distingt resumes ® Leam how to use USAJOBS
* Save and automae job searches * Laam about the Federal hining process:
* Save and apply for jobs * Discower special hiring programs

» Saareh by Agency, Occupation, Locatian.. ® Seawhich jabs re in demand

» Apply o Federal Agencies

Ha only onn wenail addrmss.
L th i t ¥ propurty

AL s 2 nequirest uniess athertse noted
Primary Email

Consider using a personal email for
ot Py e your account to avoid losing access
| to your account in case you need to
reset your password in the future.

Usemame
Username must be between Band characters, *h {ue. can't beall numbers), and may cnty contain the fallawing
5 underscoen] ), amp (i}, and paricd) }.

What is your email format preference?

@ e L

Terms and Conditions

USAJOBS Account - Profile

) An afieisl websits o tha United Stabss Gonsrnmant

USA]OBS ol . s

v ik Contact Demoraphics  Account  Other
| & Profila
[B) Resumes Profile
_Q_SJ% Conlacl Informalion
O b B completed
Be Saved Jobs
Legal Name @
€] Saved Documents KO TestUser
[# Application Status
P All felds ave requrived unless otherwise noted
Address 1

1900 E Street NW |

Address 7 Optional
Foam ABC |

Country
|

United States - |
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USAJOBS Account — Special Options

Special Hiring Options @ Optional

Select from among the special hiring authorities listed below for which you are eligible. (Please note that agencies will
require documentation of eligibility prior to your appointment.)

Identification of eligibility for any special hiring authority is entirely voluntary, and you will not be subject to any
adverse treatment if you decline to provide it. If you do not wish to volunteer this information at this time, you may still
choose to apply for jobs, as they are announced, under any of these special hiring autherities for which you are eligible.
If you volunteer to provide information here about the special hiring authorities for which you believe you are eligible,
then agencies who are searching for potential applicants to hire under one of these authorities may be able to locate
your resume through USAJOBS and invite you to apply. Otherwise, this information will be retained in the USAJOBS
database and not disclosed. For information on each of the special hiring options below, please review the definitions

on our Special Hiring Options page.

] Veterans Recruitment Appointment (VRA) When you set up your profile, check

7] 309% or More Disabled Veteran one or more of these boxes if you

(] o . would like your résumé to be
Disabled veterans who have completed a VA training program searchable by agencies when they

[] military Spouse try to find people who may be

(] Certain former overseas employees eligible to apply under special hiring

authorities. This will allow them to
D Schedule A Disabled

find your résumé and notify you
about application opportunities.

Save

USAJOBS Account — Résumé Builder

5 An official webshe of the Unied Staies Govemment

USA]OBS 20

& My Accourt
Resumes
USAJORS allows you to that can ed £ apply online to go it Igencies. You may wish to update
yair resumeds) Befors you submit th 1o a specific job o 3 die the foll
types of infarmation in your profile or resume: classetied infanmation, as defined in Executive Oroer 13576 (dated
December 25, 2009); Secial Security Number |S54]; o cther persanal ar e il you o
wenible ta recruitérs. PLEASE MOTE that including A photograph of yeursall muy result in your resuma/ application not
= o Jobs being accepted by the hering agency.
£ Saved Dotuments tFyou malke your bbe, your profile ink i all Il b visible

(T Fppcationats sedrching our resume bank.

List Resumes

o e

Tips
Searchables Making your resumes searchable allows recnsters o find your esums duning searches.

I your and s your resisme to be
searchabie for an additional 18 moniths.

muss babess than 3ME Fthe foll
PG, JPEG, PHG, RTF, POF, or Word (DOC or DOCK], Only bext-based RTF, POF, and Word docaments will be
searchabie by recruiters. Emage files [GIF, JPG, JFFG, PNG) will nat be searched.

Mote: Uploaded resurmes may

ot be sccepted by some agencies online application processes.

3/15/2017
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USAJOBS Account — Résumé Builder (Cont’d)

Please enter a
name for your
new resume

Resume Name Required

RDMTest Resume

=] - |

USAJOBS Account — Résumé Builder (Cont’d)

USAJOBS & © a
(1] Help Sesrch
©
I dhessigr alver inactivity. Please save your work often. Morg detals,
Resumes - Edit
| 2] Remamen. Fesume name
= Suved Jobe Expericnoe Educatian Aeferences Other Prewaew and Finish
€] saved Documents —
[ Agplication Status Work Experience R
clickan your jobs.
T v e
information.

Ido not with to provide work experience

Return ta tog
130

3/15/2017
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Add/Edit Work Experience

i o
Wark Experience Al finists are requined urless othenvise noted

Empleyer Name Eormal Job Tl

| ABC Organization | Administrative Assistant

Empiciyer Address 1 Seart Date

January

2000

EngUR

Asnuary

Country

| United States

Postal Code :
| | uso A PorYear v

CitylTonn Average Hours per weak

| |<n |

State Tesritory Prevines. Mty wee Conact your supervisor? Opticnal
Teu
~Select - |
®

_! Contacs ma firet

USAJOBS Account — Résumé (Cont’d)

& My Account
Resumes
& Profile
I_@ ol Sresarres
USAIOR PP apenches. oy
Q) saved Searches your ) yous subemit thy aspectlic o X
O inbau typasal P 17526 [dmed
B December 29, 2006); Social Security Number (S5N]; or other peruanal o sensitive infarmation you do not wish be made
B saved ok vesitle o recruitirs. LEAST BOTT that including a photograph of yeurssll may result in yous e applicstion not
Feo) b
[# appiication Status " i L
searching cur resame bark,
List Resumes
You can make at Focsuma 1: KDiTost Rasume Seatus: Not Seachable
least one résumé V| Eft | Bnplicnls | Deete Make Searchabile
“searchable” to POmA| AN ek

. Sources Built with USAKORS Resume Bulder
allow agencies to

find your résumé
and notify you m
about application
opportunities in

Tips
the future.

o allowes

g r ¥
searchabie for an additional 18 monthe.

less than 308 3nd g
PG, IPEG, FRG, RTF, POF, of Word (DO oo DOCK). Only text-based RTF, POF, and Word documents will be.
searchable by recruiters. image files {GIF, JPG, JPEG, PNG] will not be searched.

ot be atcepted by some agencies’ oning applh

132
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USAJOBS Account — Upload Résumé

1 4 efieial websne of the Unned States Governmaen

USAJOBS 2

Resume Uploader All el anerequired uniess ctheriise noted
! e and L o your My USAJORS L. I the job- ta wph
then your uplnaded resumels) will appear in the Yst of resumes you can use to apply for a job. i is suggested msmes b page

Upload a Resume ¥

Uplosded e less than 3 4 f g fornats: GAF, JPG, JPEG, PHG, HITF, PO, or Woed (DOC or DOCX], Only text-based RTT,
FOF. recrulters. Image files (GIF, JFG, JPEG, PNG) will not be searched.

Do nat include the following types of inf; your profile ar fied information, a5 def give Drder 13526 [dated Detember 29,
2005); Social Security Number (S5H); or caher persoral you da not wish b PLEASE ROTE that including a

Phtograph of yourself may result in your resumsApplication not being accepted by the hiring agency.

Samle Besyrne

Upliosd your extsting resrre by selecting a file below.

P o . far this {100 characters max)

133

USAJOBS Account — Saved Searches

B= An official website of the United States Government

USAJOBS 2 &

& MyAccount
yree Saved Searches

Saved Searches help you look for jobs in your area of interest. The saved search will automatically search for jobs based
@ Resumes on your search criteria, and then email you at your primary email address when there are new jobs entered. You may

| Q Saved Searches employ up to 10 Saved Searches. Saved searches will expire one year after the date created unless they are renewed.
&2 Inbox
e
Saved Jobs

ﬂa Saved Documents

& Profile

[ Application Status Tips on Managing Your Saved Searches

View: This option will conduct a job search based on your saved criteria. Please note that there may be jobs that
appear in these results that have not been emailed to you. These jobs are ones that are close to the location(s) you
have selected and that match your other criteria.

Editz Make changes to your saved search any time.
Delete: Permanently removes your saved search.

Renew: Renews your search for another year.
Return to top

134
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USAJOBS Account —
Saved Searches (Cont’d)

Please enter at least one of the following in order to perform a search: Keyword, occupational series or job category, location, or agency.

Show:
All Expanded All Collapsed

;EY%E'EV';Z'
E%:iiéi%
{

- B H g8
Ogg g

E g . g °

Who May Apply ©
Areyou:

« acurrent or former Federal civilian employee who holds or held a non-temporary appointment
© In the competitive service in the Executive Branch orin a position not in the Executive branch specifically included in the
competitive service by statute, or
o In an excepted service position covered by an interchange agreement, or
o Eligible for reinstatement?

o AVeteran eligible for veterans’ preference or separated from the armed forces under honorable conditions after 2 years or more of
continuous military service?

USAJOBS Account —
Saved Searches (Cont’d)

Save this search

Mame Your Saved Search Required

‘ Human Resources Search ‘

Sort Results By

‘ Open Date v |

How often do you want to receive email notifications to your primary email address? e
. Daily @ Weekly || Monthly | Never - don’t email but save for later

p——

135

136
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USAJOBS Account —
Saved Searches (Cont’d)

5 An official website of the United States Government

USAJOBS

MyAccount
aw Saved Searches
& Profile
20f 10saved searches.
B resomes
Saved Searches help you look for jobs in your area of . The saved search wall forjobs based
Q saved Searches onyour You at your pamary are new jobs entered. You may
Q inbox ploy up to 10 Saved Search xpis after unless they are renewed.
8BS Saved Jobs.
Saved search 1: oate Expies:
(7] saved Documents ) S/10/2017
(2 Application Status. Renew
Saved Search2: Date Expires:
Budget Search 5/10/2017

Tips on Managing Your Saved Searches

View: This option will conduct a job search based on your saved criteria, Please note that there may be jobs that
appear in these results that have not been emailed to you. These jobs are ones that are close to the location(s) you
have selected and that match your other crteria.

Edit: Make changes to your saved search any time.
Delete: Permanently removes your saved search.

Renew: Renews your search for another year.

USAJOBS Account — Inbox

B An official website of the United States Government

USAJOBS = 2 X

- My Account
Inbox

& Profile
You currently do not have any messages.

[3) resumes

job
TQewse
| & nbox

S saved Jobs i
Notice
(2] saved Documents
Your USAJOBS inbox s a tool to give you important information about your account. It should not be considered a

(£ Application Status ost ) ?
system of record for your notifications. Messages older than 30 days may be deleted without notice.

Return to top



USAJOBS Account — Saved Jobs

_&wrent  gayed Jobs

Profile
& Your saved fobs are shown betow, Toview and apply to 3 saved job, click the Job Title or the View baution. Saved jobs will

[} Frsumes e g sl oroce e ol s beer cameeied o the closirg dte his passed. wher: you apaly to a job iwill be
¢ = P, Chick an cohimin heading to sact by that columnn.

Q soved Searches remaved from this page and added to your Aoplication St

You have saved 1o 25 possible joba.

& nbox
B Saved Jobs
= Search: Dsplay
] Saved Docurmsents
- 0 v
[# spplication Status —
Recards

Shawing 1t 1o 1 entries

Date Saved | Job Tithe Ovganlzation
1R Azsistant
Hational Labor Relatsons Board m
05102016 | Delete as/10/2016
/1020 fzist Washingion OC, District of Columbia &
Share jobwith a friend

Showing 150 1 of 1 entrics 1| ne
Naotification Setlings
i Alerts enable y infomned of Applcation status.
Salpet tha itam that yeu weldd bke 1 yin yeur peimary o ey st your | and

unsubseribe at ary time.

I wihen jobe | have saved are scheduled to cose in thise
calendar days.

139

USAJOBS Account — Saved Documents

& Myeenont
Saved Documents

& Profite
USAJOBS allows your applcation i oy by by ghving you the ability to b p 010

[F mesumes 2 A : DO-114, 5F-15, 55-50, OF-306, TAnsCripes or other types of documents.

Q saved Saechen Encrypted and digitally sigred dacuments cannot be syed in USAKBS,

& Irbox Dapat. i g types of informat your up! 1 ation, a5 defined

352 15, 2005; Soxctal Security Number (SSN[; or otbvr plrsonal or sersdive
B saved Jobs .
wsh PLEASE NOTE that Including 3 photograph of yoursalf may
I [P — vesalt i your resume/ application not besng accepted by the hiring agency.

(& replication Status docurments are NOT. 3pplication. You must select the documents
wihen you apply. Refes 1o the “How bo Apply™ section of the jot fow &y licat
documents.

Upload Document

AN fiedds are roguired
Flaase enter a nam for this attachment (100 characters
max]

Document Type®

Select Docurment

Cover Letter w |

3/15/2017
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USAJOBS Account —
Saved Documents (Cont’d)

18] Fesumes attachments along with your resume such as: DO-214, SF-15, S7-50, OF-306, Transeripts or other types of documents.

Q Saved Searches Encrypted and digitallysigned documents cannot be saved in USAJOBS.

& Inbox Donot inciude typ uploaded d : classified information, as defined in
T Exacutive Order 13526 (dated December29, 2008]; Social Security Number (SSN); or other personal or sensitive

BS saved Jobs do PLEASE NOTE that y

() saved Documents result inyour

[# Application Status Important Note: Saved documents are NOT application.
when you apply. Refer to the "How to Apply” Job for any required
documents.

Upload Document

All flelcs are required
Please enter a name for this attachment (100 characters
max)

— |

Document Type®

Select Document

Tips
Browse:
Selecta i o] Coipite ki yous i Dcusvess,
Files must be v can be in one of GIF, JPG,
IPEG, PNG, ATTF, PDF, or Word (DOC or DOCX)

141

USAJOBS Account —
Saved Documents (Cont’d)

& MyAccount
& Profie
[ resumes

Q sved Saarches

- Saved Documents
2ot 10d0cuments

USAJOBS sllows your aplication for amployment maximm Rebility by ghing you the sbilty to have up 12 10

sttachments slong with your resume such a5:00.214, 57.13, 573, OF.306, Transerpts or athertypes of documents.
Q inbor Encrypted and digitally igned documents cannot be saved in USAJOBS
B Saved Jobs D0 not include the follomng types of Information in your uplosded documents: classed information, 8 defined in
l' S ™ Exmcutive Order 13526 (dated December 29, 20097; Social Securty Number (SSNJ:or ather personal or semuitve
(€] Sered Oocumant information o PLEASE NOTE et may
(2 Aovicesonsua oo T i dsadncafhadielied pak s sk Vo g ok

Important Nota: Saved documants ars NOT sutomatically sttached to your o
when you 30ply. Refar to the "How ta Apply” section of tha job snnouncement for any requied job agel

lication. You must select the documents

documents
[—— . O g Covr 102830 Oate Uploaded: 12/82010
Document:2 - Oate Uploaded
Document:2 s T Colg Tt Date Upioaded: 311012016
Upload Document

Allfoids avo roqied
Plaase anter s name for this attachment (100 characters

Document Type®

Salect Docs
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USAJOBS Account — Application Status

USAJOBS

[7]

Hedp search

Bk

L Suisinid Application Status o

Frofite
& IMPORTANT! Application Status is only available if you submit your resume through USAJOBS using the "Apply Online™
[&) mesumes button, Tracking your application is not possible I your applications have been posted directly to an agency’s website or

Q, saved searches through any other job application method outside of your USAIOBS account.

o Each racord will ba deleted 36 manths sfter the Last Application Date

nbox
& - ou nea lenger wish to view may be hidden by selecting the "hide” link beside the application details
B saved Joba * You may want to print this page for future referenes
£F) Saved Docurments Notification Settings
| = Staty Aleets enable you to stay dof ta your
Select the items that you would like to be notified of via your p Wou may edit your and
ursubrcribie at any time,
When jobs | have starbed an application for have closed,
When the status of an application I've submitted changes.
Yigw Hidden Applicatic
¥ou cumrently do ot have any active job applications.
Begin your job swarch
Return to top
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USAJOBS Account —
Application Status (Cont’d)

& vy Aceount RYpE
— Application Status e
«

&k Proie icati available If you submit your resume through USAJDBS using the "Apply Online™

[B resumes button. Tracking your possible if your b directly to an agency
s j any other job application your USAJGBS account.

. 6 months ater the Las

_Bme s sppicationsyounolonger e idn by selecting e ids” Ik besi

B saved Jobs * You may wantto it this page fo futuse reference

2] Saved Documents Notification Settings
I [ Application Status Natification Alirts enable you to stay informed of changes to your application status.

Selact the items that you would like to be natified of via your y ed g

unsubscribe at any time.

] When jobs | have started an application for have dlosed.
When the status of an application I've submitted changse.

S
o p—
[ | ©
iy

o B s o | ]
Lio1of 1 reslts

Budget Anatyst

Job Number: WASOSHRO-DCKS- 15-1678372 DE Job State:

PayPlan:  GS-0560-07/08 Close Date:
Mide | Locatiox  US-District of Columbia-Washington DC Last Apply:

51012016
Application In Progress

3/15/2017
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Applying for Jobs — Select “Apply

Budget Analyst

NATIONAL PARK SERVICE

Agency Contact Information

1vacancy in the following location: Salary Range

@ Washington DC, DC $43,684.00 to 568,460.00 / Per Vear

Work Schedule is Full Time - Permanent Series & Grade
G5-0560-07/09

Opened Friday 4/28/2016 i .

(11 dayls) azo) Promotion Potential
12

@ Closes Friday 5/27/2016

(17 dayls] away) Supervisory Status
No

B Print =3 Share Save

14

Who May Apply
United States Citizens

Control Number
437184000

Job Announcement Number
WASOSHRO-DCKS-16-1678372 DE

145

_

Applying for Jobs — Welcome Prompt

Welcome to the USAJOBS Application Process

This step by step process will help you select your resume and d

to the agency hiring

for this pasition. Once you have reviewed your application, we will send you to an agency system where you will complete

and submit your application.

| Denet show this message again

Start Appl

146
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Applying for Jobs — Your Résumés

Select Resume

Acceptable Formats -

miaist be lass than 3MB

Instructions
Sebect th you as part of your hea st
step untily a resume., Yo resume. and In one of the following document

18 the resarmae you waind to subsmit is ot displayed, select "Add Resume” to cither uphaad a new resume of

g LISA, Buildes. Any creste or defete will
b reflectied B your aceount. USAJORS stores up o five resemes, 5o you may need o delebe an existing
resume to upboad or build a new one.

Your Resumes *r=

o

Add Resume

FDTest Resume
Built 5/10/2016

View | Edit | Debete

formats: GIF, JPG, JPEG, FNG, RTF, POF or
Word [DOC er DOCX).

Do Mot Inecludee in Resama:

Clasified information

‘Social Security Number (S5N)
Phitos of yoursd!
Personal of sensitive infermation

Encrypted and digitally signed
documents.

Helptul Links
‘Sample Resurme
What to Include

147

Applying for Jobs — Add New Résumé

Add New Resume

,(«

Build Resume

1

Upload Resume

148
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Select Resume

Instructions
Seliect the nesume that you want o subemit 2 part of yous application. You cannot progress to the net Uplcaded resurmes merst be b than 368
step submit and in ane of the fallowing document
formats: GIF, PG, JPEE, PNG, BTF, POF or
11 the ressurme you want to sub displayed, sebect o eithes upload 4 ruew resume of Word (DOC or DOOD.
ta ing LSAIONS "y plaad, '
b reflected in your sccount. USAJGES s tof s0y0u may i ting o in R
resume o upicad o build & new cne. Classified information
Socisl Security Number (S5K)
Your Resumes ** Photos of yoursell

Personal or snstive Information
Enerypeed and dignally signad
docurments

Helphul Links.

whatto

Cperation Return
r 2/9/2009

Applying for Jobs — Select Documents

USA]OBS JobSearch  MyAccount  JobResources  Support ) Ten

Aotymga

Nurse Practitioner (Mental...
Veterans Affairy, Veterans He_
Closes 4152016

o may aosly

° Application Progress Saved

Your application progress has been saved to My Account » A&

Select Documents | i

Acceptable Formats  —

Instructions Upioaded resumes must be

les3 than 348 and in one of
you a1t of your application. You can review the required cocument(s) the following document
for this job by selecting the "Documents” button. formats: GIF, J9G, JPEG,
1f the document you want to submit is not ¥ y selecting * TG, RYV. O cword
i In your account. USAJOBS 30 you may need JCCeeEO0%

Do Not Include in
Resume

149

3/15/2017

75



s
Budgst Analyst

National Par

Select Documents

Instructions
Selact the document(s) that you want to submit as part of your application. You can review the required
‘documentys) for this job by selecting the *Documents” button,

isnot can upload it by selecting "Add Document”. Any.

‘documents added or deleted on this step will be reflected in your account. USAJOBS stores up to ten
documents, o you may need to delete an ecsting document o uplaad 3 new one.

Your Documents

SF-50-Dec 95
SF-504/12/2009

College T..nscript
Transcript 5/10/2018

Perf. App...0-28-10
Other 12/8/2010

pplying for Jok
Select Documents (Cont’d)

3/15/2017

S—

Acceptable Formats -

Uploaded resumes must be less than 3M8
andin one of the following document
formats: GIF, JPG, JPEG, PG, RTF, POF or
Word (DOC ar DOCK.

Do Not Include in Resume
Classified information

Social Security Number (SSN)
Photos of yoursell

Personal or sensitive infarmation
Encrypted and digitally signed
documents

Review Package

Your Resume

red e

Wi Fullonriag ool i

Your Documents

Akl

b posting.

Thee bl e v
ergquired f you are spplbyng o
Ehis annsuneement:

Pt ek 8 Fadaral amalaymant,
Ieabine yuar 5% ot watalant prade,
L T—

iy mumbary and dases af eth,
R

hotagrash
incemplats, and willon

il e o
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3/15/2017

Your demagraph Il Feat bt s hiring manager rosg fi 1t I used sobely for tatatical purposes
Lo asést the agency in the devel ing ol | he agericy hirgg all f the population.

Include Personal Information

I volumteer 00 provide my demRETEniE Infarmation o help

efforts ace reaching all segments of the population.

Sowe can better locate app furture, o yous heard about this job. hy
the best option availsble.

| searchad the USAIDRS website

L recabvwed ted USAJOBS saved search netificati

1 5w 3 sxcial ek postineg
| isited the agency website
1 waas referred by an agency employee

1 actencied 3 MECTUIEMANE Svent {Job/Caress Fair, Mestup, atc.]

153

. Apply—
Continue Application with Agency

Continue Application with Agency

| cortify, b tha bast of my knawiedps 3nd balial, 3l the

amploymant s trus, complats, and mac in good faith, and that |

pe ¥
knewtecige, siolls, abiities and educatian (degress,

Aucat providing
wth sy applicat e grisurschy for ol
Hiring e or fo Bing, 1 akss urderstand
that | staberrverits m ¢ ~

Irmuiscewnent [18 UL.5.C. 1001},

Contimm lo Agency Site

154
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Apply — Continue Application
with Agency (Cont’d)

Applyirg s

P .
Veterans Aftairs, Veterans He...
Closes 4/15/2015 ReviewPackigs  Include Personalifo  Contines Applkation with Agency
Wheo may apply

3 4 3

Continue Application with Agency

You wil leave USAJODS and be sentto
the Veterans Affais, Veterans Heslth

# | certify, to the best of my knowledge nd belief, ll the infarmation R B PN YR L
Submitted by me with my application for employment s true, compiete, and you select "Continue to Agency Site.”
made in good faith, and that § have truthfully and accurately represented my .
werk experiente, knowledige, shills, abilities and education (degrees, ‘¥ou will submit your application once
accomplishments, etc.). | understand that the information praviced may be you have completed ol the agency
ievestigated, | undirstand that misrepresenting my experience or cducation, R ot

ar providing false or fraudulert informatian in or with my application my be
grounds for not hiring me a for firing me after | begin work. | #ls0 understand
that false or fraudulent statements may be punishable by fine or
imgrisonment (18 US.C. 1001).

Continue to Agency Si

155

Apply — Continue Application
with Agency (Cont’d)

Continue to Agency

R USAJOBS

156
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What Happens Next?

1.Agency notifies you that application received
2.Agency reviews eligibility and qualifications
3.Agency may conduct additional assessments
4.Agency ranks candidates based on qualifications
5.Agency may conduct interviews

6.Agency selects the best candidate for the job
7.Applicant given tentative job offer

8.0ther applicants notified of non-selection

What Happens Next? (Cont’d)

» Background Check/Security Clearance

— Most individuals selected for Federal positions will be
required to undergo a basic background investigation

— Jobs that require access to sensitive information
require a security clearance which is more extensive
than a background investigation

— Most often, the background check/clearance process
takes place after a tentative job offer has been made
and accepted.

157
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USAJOBS Help Center

0y i official website of the United States Government

USA]OBS

Select this link for the Help Center

Keywords

Lecation:

Keyword: @

@ U.S. Citizens Federal Employees °

Advanced | Map

Individuals with Disabilities | Veterans | Students and Recent Graduates | Senios Executives

Hiring Reform

The Presidential My launches the Obama Administration’s flags!
personnel policy reform initiative. It builds on a nearly year-long collabors
betwesn OPM and Agencies aimed at streamlining the hiring process and

recruiting top talent.

Kead More | View All Spotlights

159

USAJOBS Help Center (Cont’d)

Wk <P et o o L St e et

USAJOBS 2

fo

Help Center

T —

Welcome to the Help Center for USAJOBS.

How to... Warking in Government

chabedid Hapeal  Wow s asmplite sy sy

R —

saction snpwery quaitions such 85

160
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Additional Resources HRU
Jig e

p
elopn <€ o My Profiie

Select the
Recruitment
Policy Studio Link

. Webinar Series REGISTER NOW!

Recruitment
_} Professional Development Series

WKHIHAH Select for details and to register.

RESOURCE MANAGER'S
CENTER CORNER

www.HRU.gov

3/15/2017 161

Addltlonal Resources — HRU (Cont’d)

no

At s i gt e Denveamre rscus Comter Maragers Comer yPro

FEDERAL EMPLOYEES /OB SEEKERS.
E = D

3/15/2017
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Additional Resources — HRU (Cont’d)

. (5 o
possiver ||| resatueeheiee || ConmyBimbioment m Mensgw'sComee  MyProe
LEARNING MODULES TOOLS
1 I T
e

Contact

Recruitment Policy and Outreach
U.S. Office of Personnel Management

outreach@opm.gov

164

3/15/2017
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mailto:outreach@opm.gov

3/15/2017

Questions

165
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