lt"s Fall...

Time to find afederal job or internship




Restmes

Trraditional vs. Eederal
= [raditional Resume
s General o you are applyingifor.
= Past werk experience
s Sell your skills

= Federal Application
s Separated In Federal Resume and the KSA Essay
s [Federal Resume (Spec. job, work, & gualifications)

s KSA Essay (Specific guestions or aniessay where
you sall your skills)




Federal Resumes

s JOB INEFORMAION
= Applying for a specific position. No such thing as
generic positionsin the Federal Government.
s Use | ol announcement numiber (I available)
= LISt jolbtitle and pay grade you are applying for.
= [fi thejob-has specific subcategories or fieldsof
work, list which categories you are interested in.

= Key word: BE SPECIFIC




Federal Resumes

s PERSONAL INFORMATION

s EUlI name

s Malling address wi/ zip code

s Day & evening phone numhbers.

s Soclia Security Numier

= Country of citizenship (most fiederal jobsreg. U.S))
s \/eteran's preference (attach documents of proof)

s | previous federal employment, Reinstatement
eligibility: and highest civilian grade held.




Federal Resumes

= EDUCATION

= HighiSchoeol

= Name, city, and state (zip.code, 1T kinewn)
= Date of diploma or GED
s Colleges or Universities
= Name, city,-and state (zip code, I known)
= Mgjors (Type and year of any degrees recelved)
= [fino degrees, indicate total credits & semester system.

= Send transcripts only if the vacancy anneuncement
reguestsit.




Federal Resumes

n WORK EXPERIENCE

s Glve infermation on both paid & unpaid work
= Job Title
= Duties & accomplishments
= Employer’'s name & address
= SUpervisor's name & telephone numiber
= Starting & ending dates
= Hours per week
= Salary recelved

s |ndicate If they may contact Yeur current SUperVisor




Federal Resumes

s OTHER QUALIFICATIONS

= Job-related training courses (title & year)
= Job-related skill's (jprofessional)

= Examples. languages, software/haraware, teols, elc.
= Job-related certifiicates and licenses (title & year)
=, Job-related honors, awards, and' special

accomplishments (give dates)

= Examples: publications, memberships in prefessional or
honor societies, leadersnip activities, puklic speaking, and
perfermance awaras.




Federal Resumes

= [ hings NOT toput In aFederal Resume:

s Refierences (most agencies have application forms
you must fill out that will contain these)

= Knowlledges, skills, and abilities that do not directly.
categorize as professional work-related skills, such
as aspirations,.goals, and personal’ skills (that s
what the KSA essay IS for)

= No “fluff”... get to the point.

= EXxceptions:. If the agency specifically: asks for
these, then put them in.




Federal KSA [Essays

s Knoewledges, Skills, & Abilities
s [AIsiswhere you really get te sall yourself
a Clarify any: skills, abilities, or knowledges you have
s Emphasize mostly personall skills on the KSA

s Usuall KSA formats:
= A-Series of Questions
= A “Tell usabout yourself” essay
= An “Essay of interest”




Federal KSA [Essays

= A S&resof guestions
s [nclude guestion, followed by answer
s Keep answers in short paragraphs (100 words)
= A “tell usabout yeurselt™ essay
= Background history essay — Tell them whoyou are
s Ustially a page or two in length (500 to; 1000 words)

= An “Essay of Interest”
= [ell why you think you belong in thejob position
s Usually apage or two inilength (500 to 1000 words)




Sieps te finding a | ob using/thel nternet

Eindithe pay scale youlgualify for

[Discover the title of the positien you're
applying|for

Use USA JOB'S.com, but also apply: directly.
to Excepted Service Agencies




EIguUrIng What You' rewerth

s Degreeawith no exp = gss
s Degree with experience (or 3.0 GPA) = gs/
= Vaster degree in the correct field or 1 yin

Speciialized experience (or combination) = gs9

s PHID or 3 year graduate level education i the
same field or matching specialized experience
= gsli

Important concept: Specialized experence...




What does.it mean?

“One year of experience directly related to the occupation equivalent to
at least the next lower grade level”

“Thereis realy no cut and dry answer toithis. The lest thing for the students or
anyhoedy’ applying fer a position with the Federal Government Is to/l ook at the
duties and the gualifications of the position. These are lhoth listed on the
anneuncement. Generally the gualifications will geisemething like this (fer a GS-
11 poesition)....One year equivalent te the GS-9, this s experience doing, “A", “B",

and“C". Thesame type of infiormation saould be listed inithe duties, So, If they
have performedithe duties as listed or fieel they have performed duties that are close
tothe eguivalent of what's listed then they should apply. Their application should
refliect that they haveperformed these duties so that whoever reviews the
application can see exactly what they have done. In addition, aMaster's degree will
gualify.them for most GS-9's and a Bachelor's degree with a GPA of 3.0 will
gualify them for aGS-7. If they think they may qualify they should apply. The
worst that could happen is that they get a notice saying they. don't gualify. Hope
this helps you out."



WihZt™s your title?

ACCOUNTIN 5

Accour, ants

Auditors

Contract speialists

Financ 4 Mar.3gers

Finar .ial Admiistrators

FinF acial Institut -n Examiners
Inf 4ligence Specia 'sts

I’ ternal Revenue Ag nts

SAQO Evaluators

JOB CATEGORY NAME
Accounting, Budget and Finance

COMPUTER SC!'Z-NCE
Comp.ter SciF: ce Specialists
Compute "pecialists
Progr—.a Ma.qers
M-.1iagement Anolysts
<omputer Program, ners

It Specialist

JOB CATEGORY NAME
Information Technology




How to use USAJOBS.com

VETERAMNS

Create account (easy)
Create searneh agents
Browse fior results

Apply




2. Create Searcn Agents
K the“ MyUSAJOBS” butten

K the * Manage Agents: link
K Create New Agent”

HOME | SARCH D85 | MYUSAJOBS | FOBRMS | ERPLDN

n | Beswma | agent | Appicatmns | Sovarbetters | Leg Qul
Curmant Jab Search agents

A Ccreated 4 of & possible 5 agenis
[ntarmatice Technokgy = S&cunity

Yims | Edit | Delets

FTEC Eate Posted
Wigw | Edit | Delete L IESES L]

Kaywards - sacurity computar Cate Posted

iedh | Edit | Delste S%r0ig

Juse IT Date Fosted
WeEw | Edit | Delpta 1085

Cradie New dpant




Job Category — Listed previously

Pay Range — Use Pay Grade Range
NOT Salary Range

If you want a job, check both Full and
Part time. Most are full time anyway,
but you should keep options-open

Select a title and save it

Job Categories

[:I:I[:I'j,"r'lgf'l.t_. F'-EltE!r'lt_.. and Trademark

Salary Range I:
fram I:I g
OR

Pay Grade Fange:

from to

Position Type
O part-Time [ Full-Time

Agent title *

I

Sawve Agent




(Possibly) one more option: Are you a veteran or
previous federal employee?

Applicant Eligibility: Are you one of the following?
s A current permanent Federal employee in a competitive position or a former employee with
reinstatement eligibility
b current Federal emplayee in an excepted service position covered by an interchange agreement
s A person eligible for veterans' preference or pers ted from the armed forces under honorable
conditions after 3 years or mare of continuous military service
s A person with non-competitive appointment eligibility
®nNo Oves
- - - , -
Basically, all other options either don't apply or will harm your
ability to find opportunities. Ex:

e[ ocation
eSpecific job title
eAgency

eKey words




3. \View Sear'ch Aet

Return to your "My USAJOBS” page and 2ol -
click the “View” link to see the results of | fuictysdt | petete
your agent.

[ Create Mew Agent ]

Jobs 1to 13 of 13 Show Jobs Opening: ~
iewy: Brief | Detailed

Opening , _ s
Date Job Summary \Nc Location

Oct 12, 2004 INFORMATION TECHNOLOGY SPECIALIST Transportation, US-MA-
Position is with the U5, Department of Fesearch and  CAMBRIDGE
:> Transportation, YolpeMationalTransportation Special
Systems Center, Duty Location: Cambridge, Programs
Ma, Appli cants must submit an occupational Administration
questionnaire (Form C) and a ...[more]

¥Yacancy Ann.#: PHPA-4-1937
Who May Apply: LIS Citizens
Pay Plan: G5-2210-11/1

Appointment Term: TErm

Job Status: Full Tirne

Closing Date: 10/23/2004

Salary: From 54,287.00 to
F0,571.00 UsSD per year




Two common job posting styles:

USAJO

“WORKIHG P FOR AHERIGA

le WERICHNY iw the sffciel juh sitem of the Usrbsd States Federsd Govssoment

s your gt stok suuris For Pedeml jobrs

CAREEAE 1M Gepartrmnnts Degrartrmnt OF Irensportatiun
mofson Agancys Resssrch s Spacial Prapramas Adminietration

& Arvhouresmend Mambat

% Um:lm:r -‘.I'IHIIIIIJI'I'I:I:mIﬂ'I 11 # Hack bs SaErgh ety

U5 DEFARTHENT OF TRANSPORTATION

YOLPE RATIONAL TRAMSPORTATION SYSTEMS CENTER

CA0 515, OFFICE OF PERSONNEL MANAGEMENT

FHILADELPHIA SERVICES BRANCH

VACANCY ANNOUNTEMENT

VACANCY IBENTIFICATION NUMBER: PH128767

OFENING DATE: Oct 12, 2004

CLORING DATE: ©ct 23, 2004

POSITION: INFORMATION TECHNOLDGY SPECIALIST, GS5-2210-11
BALARY: - §54,267.00 - $70,571,00

THIS 15 A TERM APPOINTMENT MNOT TO EXCEED FOUR {4) YEARS FROM TIME
OF APPOINTVENT

LOGATION{S):
CAMBRIDEE, M& - 1 vacancy

EMPLOYING AGENCY: LS. DEPARTMENT OF TRANSPORTATION, VOLPE MaTIOMAL
TRANEPOETATION 5Y5 CENTER

APPLICATIONS WILL BE ACCEPTED FROM : aLL L5 CITIZENS

MAJOR DUTTES:

Semves 22 & handglon mformation systens expart ocovenng 3 wia rangs af
duties principa) scusad on 1) systems administration, 35 databasa

W 2) weh sarver admiristratsan, and 4) backup admimstratsan
along with. othar 1T spaciglists in the Burfacs Transpartation Infarmation
Syatems Drvizion, conducts assignments meohmad in sdmnisterrg and ensuning

RN PR AMERFCA” e

3 _I.I'u*'ll.l B b thes affaci ol jobs erte of tho Usited Statin Fedeesl Giresssanen i Aﬁir,?;\'-r‘
USAJOBS oo oot
1

HOME | BEARCH JOBE | ™Y LUSAJOBS FORME |

epartmnnt Departmsnt 0F Baation

Dmce Df ThE IHSPECtGr Aguucy: Ufficu of the Irspecior Geners]
General R i e e

Overviaw

= llick 1

INFORMA CHNOLOGY SPECIALIST
SALARY BANGE: 37.597.00 - 62,090, 00 USD par yaur QEEN PERIO: Monday, Octobar 11, 2004

%o Fridwy. Heuarmbar 0%, 2008
BEOEITION INFORMATION, Full-Timse Parmanse
DUTY LOCATIONS: 1 vacsncy - Weshirgton, DE

SERIES By GRADE: as-310-08/11
PROMOTION POTENTIAL; x3
WHE MiaY BE CONBIDERERD:

Zpun to md qualified percona.

106 SUMMARY

This posibon is located in the Department of Justice, (002} Office of the [nspector General, (DIG) Audt
Devision, Computar Sacurity and Infarmation Technology Audit Office (C51TAD), C5ITAC performs

autkts of computer systems and miormation technology In accordence with spplicable DOJ arders

CSITAD reviews cantrols within computer systems, apphications, methods and hardware systems involying
orgénizatanal, physics, persannel, snd security functions in accordance with Governmant sccountshility
Office (GAD) standards and guideines

KEY BEQUIREMENTS:
= U5 Citizenship

& Background and/ar Security Inveshgation reguired.
- Dﬂs-gnataﬂ arudoe Handom Dﬂ.lg TEEJ:I"IE‘ Fafuinad

* BoCk 18 SEAFLN SEi s

Look for the duties section first!




4. Apply

Pay: ¢lose attention te thelrr instructions (make
a checklist If mecessary)

Submit resume or OF612 (asreguired)

Draifit response to KSA' s ifi any.
I you have guestion, leok for a contact person

['you create a new. resuime or cover letter for
the position, save it on USAJOBS system for

future use




Tips

\What to do when there's a contact person listed (phene or e-
mail)
Resume vs. OF 612 application

KSA's don't repliace cover lietters (make sure you have acover
|etter)

Some agencies reguire specific resume formats (be sure to
check up on Who.yeu applying to)

s Example: RESUMIX format reg. by VA, Dept. of Defense,
and the Air Force.




[EXcepted Service Agencies

IHave thelir own hinng process, procedures and gualifications. Y .eu shoulid
apply/ e them directly:

*Post Rates Commission
WWW.Prc.gov

*Postal Service www.usps.gov

*Tennessee Valley Authority
www.tva.gov

*United States Mission to the United
Nations www.un.int/usa

*United States Supreme Court
Building (202) 479-3000
sAdministrative Office of the U.S.
Courts www.uscourts.gov

*United States Claims Court
www.uscf c.uscourts.gov

*U.S. Senate www.senate.qgov

*U.S. House of Representatives
www.house.gov

sLibrary of Congress www.loc.gov

*Federa Reserve System, Board of
Governors www.federareserve.gov

«Central Intelligence Agency
WWW.cia.gov

*Defense Intelligence Agency
www.dia.mil

*U.S. Department of State
www.state.gov

*Federal Bureau of Investigation
www.fbi.gov

*General Accounting Office
WWW.Qa0.gov

*Agency for International
Devel opment www.usaid.gov

*National Security Agency
WWW.NSa.gov

*U.S. Nuclear Regulatory
Commission www.nrc.gov




