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Part 1: Finding and Viewing a Vacancy Announcement

1A. Go to USAJOBS and Search for a Job
m  Go to www.usajobs.gov

o A basic search can be done at the main page by entering in a keyword,
location, etc:
| cncon B
USAJOBS
®

Review the list of vacancy announcements that match your criteria

1B: Review all Sections of the Vacancy Announcement

m  Click on any of the tabs (i.e., Overview, Duties, Qualifications and Evaluations,

Benefits and Other Info, and How to Apply) to view that section of the vacancy

announcement. Or you can scroll down the page to see the rest of the
announcement.

. Search Jobs 4 My Accoun t

USAJOBS

"WORKING P FOR AMERICA

< Back to Rd

jults | OVERVIEW | DUTIES | QUALIFICATIONS & EVALUATIONS || BENEFITS & OTHER INFO || HOW TO APPLY |

| Go to section of this Job: ~|
Apply Online »
Print Preview »

SALARY RANGE: 27.00 - 27.00 USD /hour Share Job  »
OPEN PERIOD: Friday, March 05, 2010 to Thursday, March 11, 2010

SERIES & GRADE: G5-0301-09

Agency Informa tion:
SAN FRANCISCO
POSITION INFORMATION: __Intermittent EmploymentTerm NTE 13 Months

PLEASE DO NOT MAIL/E-MAIL

§ IMPORTANT! 4

Document the Vacancy Identification Number!

m  This is usually a 6 digit number within the vacancy announcement number
m  This is NOT the USAJOBS Control Number

Refer to the Applicant Checklist provided in the How to Apply section of the vacancy
announcement

m  This provides special application instructions and requirements
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1C: Print the Announcement

o Inthe box to the right side of the screen of the vacancy announcement and

click Print Preview to view the entire vacancy announcement which can be
easily printed:

° Search Jobs £evwers Tizs @
USAJOBS [What: (keywords [Where: (city, state or zip codd °
nal Ssarch =

"WORKING W FOR AMERICA"

Brovee Jobs » Advanced/Internatio

< Back to Results | OVERVIEW | DUTIES | QUALIFICATIONS & EVALUATIONS | BENEFITS & OTHER INFO | HOW TO APPLY |

€
#8.) Veterans Health Administration Go to section of this Job: ~l
Apply Online »
Job Title: Program Specialist - GS 301-9

Department: Department Of Veterans Affairs
Agency: Veterans Health Administration Sa b

Job Announcement Number: LP-10-FGa-325259
SALARY RANGE: 27.00 - 27.00 USD /hour Share lab k

OPEN PERIOD: Friday, March 05, 2010 to Thursday, March 11, 2010 N
Agency Information:
SERIES & GRADE: G5-0301-09

SAN FRANCISCO
POSITION INFORMATION:  Intermittent EmploymentTerm NTE 13 Months PLEASE DO NOT MAIL/E-MAIL

= Print the vacancy announcement. You can also save this link in My Account so
you can quickly find the announcement again.
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Part 2: Applying Online
2A: Accessing USAJOBS “My Account”

“My Account” is the area within USAJOBS you begin the application process. For VA,
after completing the first steps through USAJOBS, you will be transferred to Application
Manager to fully complete and submit your application package.

If you have an existing USAJOBS account, at the top of the USAJOBS screen,
click Sign In:

. Search Jobs  + My Accoun it 4 Info Center

USAJOBS

"WORKING W FOR AMERICA”

< Back to Results | OVERVIEW | DUTIES | QUALIFICATIONS & EVALUATIONS | BENEFITS & OTHER INFO | HOW TO APPLY

| Go to section of this Job: v

Apply Online »

Print Preview »
SALARY RANGE: 27.00 - 27.00 USD /hour ShareEIobE »
OPEN PERIOD: Friday, March 05, 2010 to Thursday, March 11, 2010

Agency Informa tion:
SERIES & GRADE: GS-0301-09 SAN FRANCISCO
POSITION INFORMATION: Intermittent EmploymentTerm NTE 13 Months ?LE»"«SE_DO NOT MAIL/E-MAIL
PROMOIION DOITENTIAL - fals} APPLICATIONS

Job Announcemen t Number: LP-10-FG3-325259

¢ IMPORTANT! ¢

Do not apply using someone else’s account. This may lead to your

application being in a pending status and incorrect information being
submitted with your application.

= Enter your username and password

o If you have forgotten your username and password click Forgot Password and
follow instructions (Note: you will have to return to the vacancy announcement
and click Apply Online to restart the application process)

m Click Log In
m  Skip to step 2F: Select Resume and Any Supporting Information (page 11)

2B: Create a USAJOBS Account

= If you do not have an existing USAJOBS account, at the top of the USAJOBS
screen, click Create an Account:
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o This will open the Create New Account page:

#D Home < SearchJobs < My Account - Resource Center

USAJOBS

"WORKINGW FOR AMERICA"

Create New Account

Welcome to USAJOBS!

USLIORS is the official job site of the U.S. Federal Government
1t's your one-stap source for Federal jobs and employment information.

With your new account you'll be able to:

+ Build and store up to five distinct resumes o Learn how to use USAIORS

+ Save and automate job searches + Learn about the Federal hiring process
« Save and apply for jobs o Discover spedial hiring programs.

« Search by Agency, Occupation, Locatian,.. + See which jobs are in demand

+ Apply to Federal Agencies

Form Sections: Personal Infarmation | Ascount Information

* Required information

Personal Information

# First Name

Middle Name

\
\

* Last Name [ |
=

* Telephone humbers SELECT-  +| | |

[-sELECT- ¥ | |

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

To help remember and protect your password, supply some personal "hints” by
selecting three different Password Questions and answers. Knowing this information

% can help you quickly reset your "MY USAJOBS" account using our autemated account
resetting tool.

-

Password Question 1 |*SELECT* v‘

#* Your Answer | |

Password Question 2 |*SELECT* V‘

*

#* Your Answer | |

Password Question 3 |-SELECT- v‘

*

#* Your Answer | |

Terms and Conditions

This U. 5. Federal Govermment system is to be used by authorized users only. Infarmation from this
system resides on computer systems funded by the government. The data and documents on this

system include Federal records that may contain sensitive information protected by various Federal
statutes, including the Privacy Act, 5 1U.5.C. § 552a.

all access or use of this system constitutes user understanding and acceptance of these terms and
constitutes unconditional consent to review, monitaring and action by all authorized government and
law enforcement persannel, While using this system your use may be monitored, recorded and subject
to audit.

Unauthorized user attempts or acts to [ 1) access, upload, change, or delete or deface information on
this system, (2) modify this system, {3) deny access to this system, (4) accrue resources for
unauthorized use or (5) otherwise misuse this system are strictly prohibited. Such attempts or acts are
subject to action that may result in criminal, civil, or administrative penalties.

I agree. Create my account. »
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2C: Creating or Uploading your Résumé
® Adding a Résumé: At the Welcome Page for your account, select Build New
Résumeée to create a résumé or, if you already have one, you can upload your
existing résume by clicking on Upload Résumeé.

rchdobs =My Account

USAJOBS

Search Jobs
What: (1ob tite, keywords) |Where: (s

My Account Highlights from USAJOBS +

8ill Bradbury
Current Goal:
T

off ob in the

Y Saved Jobs +

Agency Name Closing Date

NASA, Headquarters  11/16/2009 m
st ot 11620 (T

Date Saved  Job Title

You have created 1 of 5 possible resumes

Upload New Resume »

Savad Jobs

' Saved Documents «

fee "‘Al' tion Status a
\S Search Agents « i priiccion doies

You can store up to five different résumés within your account; these can be
created through Résumé Builder or uploaded. It is important to note, personal,
uploaded résumés cannot be larger than 3MB in size.

2D: Upload Any Supporting Documents
= Return to the main page and click on Saved Documents:

arch Jobs 4 My Account
. Search Jobs
USAJOBS [What: Gob title, keywords) [Where: (city, state or zip code) °
WORKING WFOR AMERICA Rroess Jobs > Advancad Search
My Account Highlights from USAJOBS +

Last Login: 9/25/2009

Edit Profile »

#| Saved Jobs +

Resumes v

9/10/2009

9/8/2009

ou created 1 of 5 possible resumes.
Build New Resume »

Upload New Resume »

A2 search Agents «

‘ Saved Documents

-‘f,‘ Application Status «

m Upload all documents individually:
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o For each, select the document type it most closely fits: résumé, transcript,

veterans documentation, qualifications, etc
o Click Browse

o Choose the document to upload from your computer:

’-_ Saved Documents v

documents.
= View | Delete

Upload a New Document @

DD-214 &

‘ ” Browse |

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

You have saved 1 of 5 possible documents.

USAJOBS allows your application for employment maximum flexibility by giving you the ability to have up to five
attachments along with vour resume such as: DD-214, SF-15, SF-50, OF-306, Transcripts or other types of

Document 1: - OPMOther - 2850a Date Upl d: 3/30/2010

[ Choose file @

Look inc | 9 Reference ~| «meE-
L\§ (SiCalerdars:
i aa (DPay Schedules
Dacuments  [EIVICS OPERATING PROCEDURES

,T% F2007-phwsicar-pay chart
B ASSIGMNMENT CODES
Desklop NASSIGNMENT CODES - Social Waorkers

. FAssignment Codes with Pay Tables - OHRM 7-20-07
7 T Handbock-Oee-Groups
My Documert v |ZUMP-2, chapter 3 - Selection of Chiefs of Staff
. € PAID Position TItle Codes
;.;J_g 1 Traines Berefits (Associated Health Trainees)
My Computer | S0 VHA Directive 10-94-068 - VA Chaplain staffing and classif ¢

My Network  File name: - Open
S ‘ =1 L= ]
Files of type: [ Files () -] Cancel

m  The size limit for these uploaded documents is 3MB. To avoid too-large files,
applicants should save documents in PDF (Adobe Acrobat) format.

m Click on Upload to transfer the document to your account.

4 Success! 4

You have successfully created an account in USAJOBS and are ready to start

the application process.

2E: Return to the Vacancy Announcement

m Inthe Keyword Search field (see screen shot/arrow below), type the title or similar key

for the vacancy announcement you wish to apply

o You may also search using other criteria by selecting the advanced search

option, at the top of the screen
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o Now that you are logged into your account, you can click Create Saved Search
(see circle) to save the search criteria in your account.

43 Home  Searchlobs . My Accounl - Resource Cenler
"NORK »n;Juw.a*«w A

Radius. 20 mies
Refine Your Results seet vy [LSELECT ¥ (PREVIOUS NEXT)

10 page (112 ao8 3 Spotlight
« fe LS. Citiswns Search Results 1.0, Page: (11232 Last o poliig
© 1obs fo- Federst Employees @)

You Added ... @
rado 07 - Gra R . A
Accountant ek . e This

Clear all ard start new s=arch B YOUR GATEWAY TO VA CAREERS

» Agency TeleHealth Clinical Technician
- o

» Job Categories (T
Agen

» salary Local
Salary:

» Work Type Open

» Posting Date Period:

VIEW ALL SPOTLIGHTS
» Exclud T

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

m Click Apply Online for the vacancy you wish to begin the application process.

. Search Jobs . My Accoun t 2 Info Center

USAJOBS

"WORKING WP FOR AMERICA”

< Back to Results | OVERVIEW | DUTIES | QUALIFICATIONS & EVALUATIONS | BENEFITS & OTHERINFO | HOW TO APPLY |

%) Veterans Health Administration

Job Title: Program Specialist - GS 301-2

partment Of Veterans Affairs
ns Health Administration
Job Announcemen t Number: LP-10-FG3-325259
saLary RanGE: 27.00 - 27.00 USD frour (QWiSH=r=055M - V]
OPEN PERIOD: Friday, March 05, 2010 to Thursday, March 11, 2010 ;

Agency Information:

SERIES & GRADE: GS-0301-08 SAN FRANCISCO
POSITION INFORMATION:

PLEASE DO NOT MAIL/E-MAIL
RROMOTION POTENTIAL- APPLICATIONS

Intermittent EmploymentTerm NTE 13 Months
ag

2F: Select Résumé and Supporting Documents

= Click on the title of the résumé you wish to include in your application
o This will highlight the title in blue

m Click on any additional documents you wish to include in your application
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= Click the applicable verification/certification boxes, two of which are required to
continue: (1) agreeing that you have previewed your resume and (2) certifying
your application material.

Fields below with an asterisks {*} are required.

* 1 have previewed my resume . The selected document includes the information I wish to provide
with this application,

ivl allow me to attach demographic information to the application, Review or update your
demographic information.

* 1 certify, to the best of my knowledge and belief, all the information submitted by me with my
application for employment is true, complete, and made in good faith, and that 1 have truthfully and
accurately represented my work experience, knowledge, skills, abilities and education (degrees,
accomplishments, etc.) Qunderstand that the infarmation provided may be investigated. [ understand
that misrepresenting my rignce or education, or providing false or fraudulent information in or with
my application may be groun r not hiring me or for firing me after [ begin work, I also understand
that false or fraudulent stateme v he punishable by fing or imprisonment (18 U.5.C. 1001).

Apply for this position now! »

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

USAJOBS

"WORKING W FOR AMERICA"

One moment please...

We are now bringing you to the system used by the

Department of Veterans Affairs
to complete your application process. You will be returned to USAJOBS upon completion.

If you do not return to USAJOBS, please remember to close your web browser for
security.

Your browser should automatically take you there in about 5 seconds, or...

Take me there now »

m At the next window click the Proceed with my Application button:

Application | Manager
N ;

Welcome, ANNIE

Not ANNIE OAKLEY? You were automatically logged in to this account from USAJOBS. You need to dlick here to return to
USAJOBS and create your own account under your name

Proceed with my Application ]

10
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2G: Other features within USAJOBS My Account

)

Personal Profile

USAJOBS e s 0

Within your profile, you can update all il Pt

personal information, hiring eligibility (‘s) you e a5 o . b S
may qualify for, job preferences you wish to ’ -
identify (e.g. travel, type of work, etc),
demographic information, and account
information (e.g. security questions, etc).

Job Search Agents

In the agent, you may specify what type of
job(s) you are interested in applying for, duty
location(s), etc. Up to ten of these searches
may be saved.

Then, whenever a job is posted that is a
match of the criteria of the search, an email is
automatically sent you with a link to the
vacancy’s announcement.

Application Tracking

My Account tracks applications that were
submitted by clicking the “Apply Online”
within the last 18 months.

Save Jobs s e R e A A e

The “Saved Jobs” feature allows you to save

links to announcements that are of interest to you. When you want to refer back to the
announcement, simply click on the link listed in your account.

To save a link, simply clicks the “Create Saved Search” link at the USAJOBS search list.
After the link has been saved, the pale gray “Save job” changes to “Saved” in bold type.

11
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Part 3: Completing the Application in Application Manager

3A: Access your Application Manager Account

m [f you have not yet created an account in Application Manager, you will have to do
so. If you have an account but this is the first time you are accessing the account
from USAJOBS, simply login to your account now.

o These are both one-time actions that do not have to be repeated.

m Select Create an Account after clicking the Proceed with my application button
to open the Log In page of Application Manager:

— .
R “w

; { NOTE {
k, Welcome to USA stafﬁng®AppIication Manager If yOU have pl’eVIOUS|y Cl’ea'[ed an
Existing Account? Log In Here: account |n App“C&tIOﬂ Manager
serName: || | Application Manager is an official U.S. .
o | = You will be routed to the
::\?uar?na‘:wgfcoﬁ:risu::ui}sr.fnT»::;:sosecuuon B|Ograph|c |nf0r‘m atlon Sectlon Of
Forgot User Name or Password Problems Logging In? the Appllcatlon
x m Skip to step 3B: Complete the
Create an Account: Appllcatlon (pa‘ge 15)
Create one now — Its fast, convenien! easy to use all these Application Lanaoer features! ] Ensure that a" the Inform atIOI’] |n
this section is complete and
on how to 3pplv for 3 job without using Application Lianager aCCu rate

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

o If noaccountis found,
click ’m done
checking for accounts Y createan account

o If an account is found, -m-b ms» m Ton

select the correct email

Application Manager
R e 1Y

Be advised that only one account can be created for each email address. Be sure the email account you use is
address. If the address o accessibe by ou and he mall account 5 propery secured
- Before you create an account, it is important to verify that you do not already have one on file. Creating a duplicate
yo u Want to us e |S n Ot account will keep you from completing the application process at a further step.

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

listed (for example, you

made a typing error), g t

return to the login page e o s s
and start over by

clicking Create e

Account. Then repeat
the steps above.

o Click Create account with this address

12
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o Make up a user name for your account. This is the name you will use to access
your account in the future. This must between 6 and 8 characters in length

o Enter this user name and then click Create user name

" Application Manager .
ROy

* Create an Account

Create a user name for your Appli
User Name

bon Manager account.

Create user name

This is a U.S. Government System.
Eull Terms an nditions

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

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

—

created your Application Manager account! Click proceed to enter Application Manager.

Proceed to Application Manager

Y e TN ~ ) |
Application Manager
R R Ly

* Create an Account

You have success|

This is a U.S. Government System.
Full Terms and Conditions

§ IMPORTANT! 4
To apply, you must complete the Assessment in Application Manager

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

m Take care to answer all questions correctly

13
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3B: Complete the Application

= This will open the Biographic Information section of the Application:
Application Manager

Vacancy 1D: 108141 ‘ NOTE ‘
e potiuasoe I i The Navigation Bar in the
upper left corner indicates
= what section of the
Social Security Number Application/Assessment

Social Security Number  Why is this required?

you are in and shows how

many areas are left to

complete. However,

Name ‘ always use the
“Previous”, “Next”’, and

“Save” buttons to

Retype Social Security Number

Midale Initial

navigate from section to
section. This will ensure
Gl G your responses are saved!

m  Complete all required information

m Click Next and repeat for each section of the Assessment until you reach the
ReUse Documents section. If you have failed to answer one of the questions,
Application Manager will warn you before you leave that section.

3C: Reusing and Uploading Documents

m The ReUse Documents page will identify any documents previously submitted
through your Application Manager/lUSAJOBS accounts

o Within the Documents Available for Re-Use table, select additional
supporting document(s) to add to your application package (and that you did
not submit within your USAJOBS account) by checking the box next to them
then click Re-Use Selected Documents

*

1 Application Manager

Relse Documents

Documents in Application Package

5ura you keap copies of all documents you upioaded or fexed, incluging yous resums,
k9 you. They will be deleted from the system after 3 years of the closing date of the

14
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Select Next

®

®

®

This will open the Upload Documents page where you can upload documents
that may not already be in your application package (as seen in the
Documents on File table).

Application Manager

| Vacancy ID: 108141

ReUse Doc

.

| | Upload Documents
Protect your g “ DO NOT incluce preaacy information, such as Sodial Securty Humber in your uploaded document

Hotice to Applicants: Please ensure you keep copies of a8 documents you uploaded or faxed, including your resume, as
well 25 any notifications sent to you. They will be delated from the system after 3 years of the closing data of the
announcament.

Documents On File
Sou

Status Original File Name

nt containg 3 list ot

pEOMing documents for this

« Forimgortant detais about Document Uploading ar

ping, click Help Tner

aver Page. click here

After you have uploaded all necessary documents, the system will confirm the
upload was successful and the document will be placed in the Documents On
File table. Also, documents uploaded in this area will be available in the ReUse
Documents section for future applications.

You can open these documents in Application Manager, save the, and upload
later upload the electronic document to your USAJOBS account. Then you can
easily include them in your future applications.

§ NOTE 4

This section provides a Fax Cover Page for documents you are unable to
upload. This fax cover page is pre-populated with the information required
for the fax to be processed for the specific vacancy you are applying for.
The fax number is provided in the How to Apply section of the
announcement. It is important to remember that faxed documents must
have this cover page with the correct information filled in, or your
documents will not be associated with this application.

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

m Failure to submit all applicable required documents may result in you
not being considered for employment.

15
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m Click Next

3D: Submit Application

®  When your application is complete and you are ready to submit the application
package, click Submit My Answers

Application Manager

Vacancy ID: 299321

| Job Title: Voluntary Senvices Specialist User: VAEXAMPLEO1

1 Announcement Number: DVA-09-HA4299321 USAJOBS Control Number: 1730335

i
: VA EXA Change Name
Assessment Questionnaire il AppicantName: VAEXAMPLE 2

Section 1
Section 2 n
Sectiond Submit My Answers
— In order for your answers to be processed and for you to be considered for the position, you must click the Su &rs button below
ection
Section 5 After you click Submit My Answers, provide any required Supporting Documents and be sure the Applicat s page shows all steps are complete
Section &
Sechon Ready to Submit? | Notready?
Section 8
e Submit My Answers | | Your work 5o far has been saved but not Submitted. You can return here to Submit it when you are read;
Upload Documents What would you like to do next?
Submit My Answers
View/Print My Answers « Work on this Application Package some more. Use the Navigation Box in the upper Ieftto go to the part you want to work o or review
* Work on a different Application Package. Go to Application Lanager Wain
Main

* Leave Application Manager
Logout

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

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

m If you receive a warning that a section of the assessment is incomplete (refer to
screen shot below), return to that section using the Navigation Bar on the left and
complete all required information. You will not be allowed to submit your application
online until you have answered the question(s).

16
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o A confirmation of Submission message will appear:

Application Manager
Vacancy ID: 299321 ‘ >

ReUse Documents

Upload

ViewiPrint by Anawers ¢ jon of your ission to USA Staffing® Application Manager )

e Thank you for submitting your answers for the job announcement as detailed below. Your submission has been received and processed. You may wish to print this page for your records

Remember, submitting your answers may not complete your application package. Many job announcements also require the submission of supporting documents such as a resume.
transcripts and Veterans’ Preference documentation, if appropriate. To ensure you receive consideration for this position, read and follow the instructions in the announcement carefully

If you have questions concerning this position or the application process, please contact the person identified in the job announcement
Submission Details

Job Title: Voluntary Services Specialist

Job Announcement Number. DVA-09-HA299321
Vacancy Identification Number (VIN): 299321
USAJOBS Control Number: 1730335

Submission Date and Time: 4/12/2010 2:59:54 PM
Name: VAEXAMPLE

Application Manager User Name: VAEXAMPLEO1

After you have logged out of Application Manager. if you would like to retur later to check the status of this or any other USA Staffing® application, access the URL below.
https //Applicationtdanager.gov

Retum to USAJOBS

Click View/Print My Answers on the Navigation Bar to see your answers

Click the Main button to view the Status of your Application Package. While there,
we recommend you view your submitted documents and questionnaire responses.
Changes can be made if needed until the closing date of the announcement.

Click Logout to exit Application Manager

¢ SUCCESS! 4
You have successfully applied to this position!

17
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Part 4. Checking the Status of your Application Package

4A: Sign in to your USAJOBS Account

m  Click on Application Status to see the status of all Application Packages you
have submitted

o For detailed information regarding your application, click on “more
information.”
This will take you to the Details tab of Application Manager for more detailed
information about your application.

] Application Status

- USAJOBS
Initial Job [LSE Application Uploaded
Application Job Summary Status Application @ I tm——
Date Update Slaliey @
Status
9/30/2009 Deputy Program Director {Operations) Closed 11/13/2009 Application MNone
Office Of Personnel Management Job Announcement Received more
Number: 09-343-LMW more information...
Pay Plan: G5-0343/14 information. ..

Location: US-DC-Washington DC Metro Area

m Here you can view the documents you submitted, the answers you gave in your
assessment questionnaires, messages/notices from the Human Resources
Office handling the vacancy, and application package history:

Announcement Number: DVA-09-HA299321 Contact: Office of the Coordinator - (913)758-9691
View Announcement

USAJOBS Control Number: 173033

. Job Title: Voluntary Services Specialist
Vacancy Identification Number: 299321 Closing Date: Friday, May 14, 2010
Applicant: VA EXAMPLE

Change My Answers Update Biographic Information | [ View/Print My Answers

Most information belo, ains to the most recent version of your Application Package. (Explain This

Details | Checklist

Assessments
Name | Date Submitted | Due Date
Complete Assessment Questionmgit@/2010 2:59:54 PM
Documents
* Secunty Alert Protect vour privacy
‘ Date S =
Status Document Type Source Re. d Original File Name
iew Processed Resume USAIOBS 10
= Upload 93/12/2010 gesume. doc

{ REMEMBER #{
Complete and up-to-date information on the status of your application packages can be
found 24 hours a day in your USAJOBS My Account

B http:/my.usajobs.gov/Login.aspx

18
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Part 5: Alternative to Applying Online: Faxing Applications

¢ NOTE {4
You are STRONGLY ENCOURAGED TO APPLY ONLINE whenever possible

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

Faxed documents submitted with missing information will not
be processed

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

o You must complete your application using the OPM Form 1203-FX
http://www.opm.gov/Forms/pdf_fillOPM1203fx.pdf

= Page 2 of the 1203-FX form must be the first page in your fax
transmission.

o Include your resume and any supporting documents

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

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

o DO NOT fax documents that have already been submitted online

m Reference the vacancy announcement for more information on faxing

¢ Important! ¢
Be careful to follow the announcements instructions exactly!

m Make sure the information you enter on the fax cover sheet is accurate and
that you have written the 6-digit vacancy identification number exactly as it
appears in the announcement.

m Be sure to place the appropriate, required fax cover sheet on top of your
application or supporting documents



http://www.opm.gov/Forms/pdf_fill/OPM1203fx.pdf
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USAJOBS

"WORKING W FOR AMERICA"

WWw.usajobs.qov

Search for Jobs e« Begin the Application Process ¢ Create Resumes
* Find Employment Resources ¢ Upload Documents ¢ Much More

Appli‘cat/ion Manager
N N

https://ApplicationManager.gov

Complete and submit your Application Package < View Application Status
* View Previous Applications ¢ Much More

PERFORMANCE BASED INTERVIEWING

Department of Veterans Affairs

www.va.gov/pbi

Find Tips on Preparing for an Interview * Find Tips for Conducting an Interview

|lJ‘T(

TN
vacareers

www.vacareers.va.gov

http://www.vacareers.va.gov/I2_Jobs Forms.cfm

Application Forms < Fax Cover Page <« Application for 10-point Veterans
Preference
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