
FEDERAL APPLICATIONS 

AND RESUMES

UNDERSTANDING THE PROCESS



FEDERAL EMPLOYMENT

 Two types of jobs in Civil Service

 Competitive Service

 Excepted Service



Types of Jobs

 Competitive Services Jobs 

 These jobs are under the OPM jurisdiction

 Subject to Civil Service Laws

 Hiring authorities have authority to review more that one  applicant 

source to determine the most qualified applicant

 The basic principle of Federal employment is that all 

candidates must meet the qualification requirements for the 

position for which they receive an appointment



Types of Jobs cont’

 Excepted Service

 These agencies set their own qualifications requirements

 They are subject to Veterans’ preference

 Some positions may be excepted service by law, 

executive order, or action of OPM

 You must contact the agency directly to apply for a job



Excepted Service Agencies

 Central Intelligence Agency

 Defense Intelligence Office

 U.S. Department of State

 Federal Bureau of Investigation

 National Security Agency

 Postal Service

 ………



Sources of Eligibility

 External --Competitive list of eligible candidates 

administered by OPM or an agency under OPM

 Internal--List of eligible candidates that have civil 

service status

 Status External Applicants:  list of eligible candidates 

that qualify for a special noncompetitive appointing 

authority



Federal Employment Status

Married to active duty - ”spouse preference”

 Veteran Preference (VRA, VEOA, 30%)

Graduated with a 3.5 GPA

 Eligible for reinstatement w/o competition

 Internal candidates

 Delegated Examining Authority (DEA)



ELIGIBILITY vs. QUALIFICATIONS

 Qualifications:  Experience/Education

OPM Qualification Standard

 www.opm.gov

 Eligibility:  Subject to Hiring Authority

http://www.opm.gov/


Veteran’s Preference

 5 point preference
 Served 180 days or more on Active Duty after 31 Jan 55 

and before 15 Oct 76

 Served on Active Duty anytime during the Gulf War 2 Aug 90 
to 2 Jan 92

 Earned either Campaign Badge or Expeditionary Medal

 Retired Major or above not eligible unless disabled

 Guard and Reserve Active Duty for Training does not qualify

PROOF:  DD 214



10 Point Preference

 10 point preference
 Compensable disability

 Purple Heart

 Unmarried widow/widower or mother of a deceased 
veteran or disabled veteran who served during a conflict, 
provided the veteran is not using the preference themselves

PROOF:  SF-15 and Letter from VA dated within last 12 
months



30% or More Disabled Veteran Program

 Federal agencies have the authority to give a 

veterans a noncompetitive appointment 

 Service connected disability of 30%

 This authority is discretionary with the agency

 Disability must be documented by the DoD or VA

 Covers all grades and occupations

Must meet all qualifications requirements



Veterans Employment Opportunity Act of 

1998 (VEOA)

 Purpose of law is to open up opportunities to veterans

 Veterans may compete for vacancies when an agency 
accepts applications from outside its own workforce

 Eligibility

 3 years of more of continuous active service

 Honorable conditions

 Submit DD Form 214

 Selected veterans are given career or career 
conditional appointments.



Veterans Recruitment Act (VRA)

 Special authority by which agencies may appoint an 
eligible veteran without competition

 Must be a US citizen

 Disable veterans

 Veterans separated  from active duty within the past 3 years 

 Veterans who participated in a military operation for which 
the Armed Forces Service Medal was awarded

 Must have a general to honorable discharge

 No education limit, but if you have less than 15 years of 
education, you may be put on a training program



VRA Cont’

 The candidate does not have to be on a list of eligibles 

 Must meet the basic qualifications

 Applies to positions up to GS-11

 Includes Health & Life benefits

 Can be promoted, reassigned or transferred

 At the end of 2 years can be converted to a 
career-conditional appointment



Spouse Preference

 Must be married to AD member prior to the 
sponsor’s reporting date into new geographic area

 Preference may be used once for each permanent 
relocation of the sponsor

 Preference will terminate after acceptance or 
decline a continuing position including NAF 



Outstanding Scholars

 Special hiring authority established to be a 
supplement to competitive examining for entry 
positions

 Restricted to GS levels 5-7

 Requirements

 Applicants must be college graduates

GPA of 3.5 or better (undergraduate)

Must apply 9 months before completing program



Questions?



FEDERAL APPLICATIONS 

AND RESUMES

APPLYING FOR A FEDERAL POSITION



www.usajobs.opm.gov

http://www.usajobs.opm.gov/


Profile
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USA Jobs Search Process

 Enter search criteria to find listings

Occupation (series), location, agency, etc.
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USA Jobs Search Process Cont.

 View current listings



USA Jobs Search Process Cont

 3/31/2011 Electronics Engineer Air Force Materiel Command GA-Robins 

AFB $68,809.00+ THIS IS A PUBLIC NOTICE. DO NOT APPLY ONLINE. SEND 

OR EMAIL ALL DOCUMENTS TO THE ADDRESS LISTED BELOW. Announcement is 

being extended. If you have previously applied under this announcement, you 

... more

Vacancy Ann #:WR10085512EHA-06

Who May Apply: Public

Pay Plan:GS-0855/12-12

Appointment Term: Permanent

Job Status: Full-Time

Opening Date:10/27/2010

Salary Range: From $68,809.00 to $89,450.00 USD per year

 Collapse

 View Map Save job | More like this
24

http://jobview.usajobs.gov/GetJob.aspx?JobID=91702628&JobTitle=Electronics+Engineer&q=&lid=17582&jbf571=&salmin=&salmax=&paygrademin=&paygrademax=&FedEmp=N&sort=rv&vw=d&brd=3876&ss=0&FedPub=Y&submit1.x=66&submit1.y=15&pg=2&re=3&AVSDM=2011-02-28+11:18:00
http://jobview.usajobs.gov/GetJob.aspx?JobID=91702628&JobTitle=Electronics+Engineer&q=&lid=17582&jbf571=&salmin=&salmax=&paygrademin=&paygrademax=&FedEmp=N&sort=rv&vw=d&brd=3876&ss=0&FedPub=Y&submit1.x=66&submit1.y=15&pg=2&re=3&AVSDM=2011-02-28+11:18:00
https://my.usajobs.gov/JobFile/JobFile.aspx?action=ADD&JobID=91702628&sq=q=&lid=17582&jbf571=&salmin=&salmax=&paygrademin=&paygrademax=&FedEmp=N&sort=rv&vw=d&brd=3876&ss=0&FedPub=Y&submit1.x=66&submit1.y=15&pg=2&re=3&AVSDM=2011-02-28+11:18:00


Critical Announcement Features

Qualifications:

 Generalized and Special Qualifications

 One year required means 52 weeks, 40 hours 
a week

 The reason you must state number of hours 
worked in your jobs for last 10 years is to 
determine if you have specialized experience 
necessary to qualify for the job

Knowledge, Skills, Abilities

 To be written on separate sheet or part of 
resume text?



Building Federal Resume





Key Words

THE PRIMARY PURPOSE OF THIS POSITION IS TO: Use multiple office automation software with varied 

functions to produce a wide range of documents to provide miscellaneous clerical support to JSOU Departments 

or Divisions.

Uses varied functions of multiple office automation software to produce a wide range of documents, formats, 

etc.

Specific assignments require a varying number and sequence of steps and use of different functions from one 

assignment to another.

Uses word processing software to create, copy, edit, store, retrieve, and print forms, memos and letters and 

lengthy reports; 

uses existing database or spreadsheet software to create, enter, revise, soft or calculate, and retrieve data for 

reports, and uses graphics software to provide graphs and charts for report and presentations.

Prepares a wide variety of recurring and nonrecurring correspondence, reports, and other documents.

Composes nontechnical correspondence, such as instructions on office procedures, requests for information, and 

letters of acknowledgement or notification.

Consolidates and finalizes information from system and files for various reports in accordance with established 

reporting procedures.

Reviews and processes incoming and outgoing correspondence, materials, publications, regulations, and 

directives. Screens incoming mail and electronic messages to identify what needs to be brought o the attention 

of the 
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Applying for a Job

 Select which resume and attachments to use



Application Manager
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USAJobs Process Cont.

 Applicants complete AF questionnaire 
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USAJobs Process Cont.

 Upload any extra documentation needed 



Application Manager Cont’

 Answer a questions related to the job that you are 

applying for

 Track the status of your application

 Up load any additional documentation

 DD Form 214

 Transcripts

 Proof of military service

 SF 15



“The most frequent reason an 

applicant is not considered for 

a federal job is because he or 

she does not follow the 

announcement directions.”



KSA’s – More than a Bullet

 Knowledge-factual 

information, education or 

training.

 Skills-measurable actions you 

can perform.

 Abilities-how well you perform 

an activity or task.



10 Rules for writing KSAs

 Give at least one example per KSA

 Be specific with situations – short stories

1. Use different examples for each KSA

2. Use consistent length and format

3. Pack in the information – concise

4. Write in the first person

6. Spell out ALL acronyms

7. Quantify your results/accomplishments

8. Draw material from all parts of your life

9. Use Resume recommended setup

10.Proofread your KSA “set”



CCAR Formula: Recommended by OPM

 CONTEXT
 Your role and the situation

 CHALLENGE
 Specific problem that needed resolution - describe the challenge of the 

situation

 ACTION
 What you did to make a difference

 RESULT
 What difference did it make?
 Save money, increase accountability and information, achieve team 

goals?



Resume/Applications Hints

 Remove all formatting and “bullets”

Write simple bullet statements

 Cut and paste for all electronic resumes

 Use all CAPS to emphasize

 No bold, italics, underlines

 Flush left, ragged right



Cover Letters:

Your goodwill ambassador, magician and 

cheerleader

 Use a cover letter with all “paper applications”

 Cover letters can help your package stand out!

 Sells your best qualifications and experience

 Uses key words from the announcements

 Explains special situations



Apply for Jobs/Submit your Resume

 Each agency is different with their "how to apply”

instruction

 Some are automated and others are still requiring 

paper applications to be mailed or faxed

 Resumix and Supplemental Data Sheet

 All defense agencies use this system

 Recruiters search for keywords/skills



Federal Resumes Supplemental Data

 Supplemental data

 It must be entered!

 Information must be accurate 

 Answer all questions

 Read job kit for explanation of terms

 Seek assistance if questions are not understood



Follow Up

 Use available resources

 USAJOBS

 Application Manager

 Date submitted

 Name of agency

 Title of position

 Series number and grade

 Resume package submitted



Success will require

 Ability to learn and use automated systems

 Patience

 Perseverance

Writing skills

 “Understanding the system”



 It’s who you know

 Talk to Federal employees you know now

 Start a Contact list

 Learn Basic Federal job information

Network



WEB SITES

 WWW.usajobs.opm.gov

 http://www.opm.gov/

 www.afpc.randolph.af.mil

 http://www.cpol.army.mil/

 EUROPE:

 http://cpolrhp.belvoir.army.mil/eur/

http://www.usajobs.opm.gov/
http://www.opm.gov/
http://www.afpc.randolph.af.mil/
http://www.cpol.army.mil/
http://cpolrhp.belvoir.army.mil/eur/


QUESTIONS?

Thank you!


