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How Federal Jobs Are Filled

Most federal agencies do their own recruiting and hiring. In most cases they are required to advertise civilian job openings.  One place to check is USAJOBS.gov, the government’s official job website. You can upload your resume and submit your application directly to the agency online.
How to Apply

Read the job announcement carefully and familiarize yourself with what the agency is looking for. Because agencies do their own hiring and have different requirements, procedures and information required often vary among agencies. Check your resume to ensure it’s complete and includes all the required information for the job you want. (See tips below.)

Next capture how your experience matches the competencies and/or knowledge, skills and abilities (KSA’s) required for that job. 

Besides your resume, you might also be asked to answer questions about your qualifications and complete an assessment that shows how you meet specific job requirements. Questions can be multiple choice, short answer or a combination of both. Be sure to complete the assessment as part of the online application process. On average, assessments will take you about 20 to 30 minutes to complete.
What’s Next?

Although each agency is different, you will hear from the hiring agency after the job announcement closes. You will be provided with information on the status of your application at four points in the hiring process:
1. Application received
2. Application assessed
3. Applicant referred or not referred to hiring official
4. Applicant selected or not selected.

You can get application status for positions that you have applied for through your USAJOBS® account. You may also go to “My Account” in USAJOBS® to view your application history.
How the Hiring Process Works

After all application packages have been received, the agency reviews your resume to ensure Y9u meet the basic qualification requirements. Applicants meeting basic qualification requirements will be further evaluated. Federal managers usually interview the best-qualified candidates before making a selection.
Check Job Announcement

Review the section of the job announcement on “What to Expect Next” for specific information on the agency process. If you are selected for a job, a human resources specialist will contact you with a tentative job offer. At that point you will receive specific instructions regarding suitability and/or security background investigation.
Stay Tuned for Changes

The U.S. Office of Personnel Management is currently reforming the federal hiring process. The reform is expected to cut in half – to 80 days – the time it takes to fill vacancies. For more information on the reform, visit www.gijobs.com/reform.

Résumé Tips: 10 Ways to ‘Federalize’ Your Résumé
Remember: Federal agencies base their decisions on merit, so follow these 10 tips carefully when describing your experience and skills.
1. Use words wisely. The key to a good resume is getting the right information to the agency representative in a fast, readable style. Use a minimum amount of words to provide maximum information.

2. Keep sentences short and clear.  Short, direct sentences help the agency get your point.

3. Make your message stand out. Paragraphs that are easy-to-see are more than nice – they can make or break your message.  Keep your paragraphs brief, usually between five and 10 lines, depending on content. Put important points first where they’re most visible.
4. Focus on outcome. What is the most important aspect of your work experience? The answer may be a surprise: the outcome. In fact, you’d be amazed by how many people forget to mention this critical aspect of their experience altogether. When discussing outcome, be sure to discuss the whats, the hows, and the breadth and scope of your experiences.
5. Showcase your role. Did you work on your own? As part of a team? In a supervisory capacity? As a team leader? Let the agency know your role in the projects.
6. Remember - time frames count.  Be sure to address these questions: What were the dates or length of time you worked on a project or job? Did you work full-time or part-time? If part-time, what percentage of your time did you do that work?
7. Value your experience.  Many experiences illuminate your significance as a candidate. For example, you may have published relevant articles in journals, your college newspaper or a local publication. Or you may have gained valuable experience through leadership positions, extracurricular activities or internships.  Provide specifics, including projects, dates and how your experience applies to the field.
8. Show and tell. Telling about your experience is great, but be sure to use examples, too.

9. Resist additions. You may be tempted, but it is important to resist submitting copies of awards, publications, training certificates, letters of recommendation, lengthy job descriptions, writing samples or a photo unless the agency  specifically requests it.
10. Illuminate your resume – don’t repeat it.  When writing about your experience to describe how it matches the  competencies or KSA’s required by a job, don’t simply repeat your resume but illuminate important facts or give examples to shed new light on your experience.
