USAJOBS

FOR AMERICA"

> USAJOBS®, the federal government's official job search web site provides access to
vacancy announcements from all federal government agencies .

> USAJOBS® is updated every business day from a database of numerous worldwide job
opportunities and is available to job seekers in a format to ensure access for customers
with differing physical and technological capabilities.

The Federal Job Search - A "Three - Step Process”

Step 1 - Create your Account or Log into your account........cccecvvemmnnnnnansnnnnnnas Page 5
Set up your “My Account” within USAJOBS® to:

Build or upload your résumé and post it online

Upload additional required documents

Receive customized job alerts

Apply for Federal Government jobs

Save or Email a Friend Job Opportunity Announcements

NN

Step 2 — Searching for JODbS.....ccuiiiiiminmrrssrs s srs s s ss s ssa s s snnnsnnnnnnns Page 11

Search USAJOBS® database for thousands of available federal opportunities.

Step 3 — Applying for open poSitiONS.....ccvicririemsrsersssssssssssansssnssanssannnnnns Page 12

Get all the information needed to obtain a position within the Federal Government.
You can also check on the application status for positions that you have applied for
through your USAJOBS® account.

Note:
If this is your first time using the USAJOBS® program please allow at least 2 hours to
get your application information together within USAJOBS®. It is highly recommended
to prepare an account within USAJOBS® prior to searching for open positions.

The following pages will assist you in navigating the process to apply for open vacancy
announcements. If this is your first time using USAJOBS® and applying for federal
positions.

\ \
/ \ - - - / \

' ' Please read this guide thoroughly before attempting '
i{ o i to apply for any open vacancy announcements. i\i a i



Applying For a Federal Position

Vacancy announcements for federal jobs will describe the information needed to complete an
application such as the a description of the work to be performed; minimum required
qualifications; and how to submit your application and the closing date of the announcement. All
vacancy announcements have the option of applying through online or fax procedures to submit
your application, which may require special forms and instructions.

Important Tip: Remember, in the Federal government, a full and complete application
package is to your benefit! An incomplete application package often precludes an applicant
from further consideration!

The resume you use to apply for Federal jobs will differ from those in the civilian (corporate)
workplace. Please review these helpful hints (listed below) when building your Federal resume:

1. Formats: Federal resumes have specific formats, which differ from those in the civilian
workplace. These include specific information, order, character counts, page length
requirements and fields. Review the "Duties” area of the vacancy announcement and tailor
your federal resume to that position.

2. Required information: Federal resumes require specific information such as social security
numbers; job start and end month and sometimes day; employer addresses; salary
information; supervisor names and phone numbers; college GPA and graduation dates; high
school education; all training, including course name, date and number of hours; and other
information typically not included in corporate resumes. If this information is not included, an
application may be rejected.

3. Length: Federal resumes (3-15 pages) are typically much longer than corporate resumes (1-
2 pages in general). They require detailed descriptions of duties: repeated for each job you
did them in. They also must specifically spell out how the client meets all requirements and
has done most of the duties for the job they are applying for or the application could be
rejected. Like corporate resumes, Federal resumes must detail accomplishments.

You should consider your resume as a proposal you are submitting in order to work for the
government. Your resume should carefully match the job announcement, with serious
consideration regarding your ability to perform the job. If you spend time and look at samples of
federal resumes versus resumes from the private sector, you could find yourself being referred to
a selecting official for consideration and an interview; and maybe even hired into the open
position.

Federal Resumes within USAJOBS®

After you click on the “Create a Resume” button and register with the USAJOBS® Web site, you'll
see that the resume-building process has five basic steps: Experience, Education, Other,
References, and Preview and Finish. The next couple of pages will walk you thru the online
resume process within USAJOBS®. As you complete the resume building process, keep an eye
out for blue circles with question marks inside, as these can help explain the step you're working
on with a little more detail. If you have a resume already prepared (e.g. in Microsoft Word or
Adobe PDF format) then you can just upload that document into your profile within USAJOBS®.



Different Methods to Submit an Application Package

Application packages for open vacancy announcements within the Sioux Falls VA Health Care
System can be submitted thru one of the below listed options. Please ensure that you are
submitting your application package only once for any applied position. Here are the available
options you can use to apply for any open vacancies:

Option 1: Online application submission

Step 1: Log into your account within “"USAJOBS®” and search for any open vacancy
announcements.

Step 2: Completely read and print out the vacancy announcement.

Step 3: Click the “Apply Online” button to apply for this position.

Step 4: Read and follow all the prompts to transfer your application package from
“USAJOBS®” to “Application Manager”.

Step 5: Complete the online occupational questionnaire within “Application Manager”.
Step 6: Then please click the "Submit My Answers” button at the end of the process
(within “Application Manager”) to apply for the vacancy.

Option 2: Combination of online and fax application submission

Step 1: Log into your account within "USAJOBS®" and search for any open vacancy
announcements.

Step 2: Completely read and print out the vacancy announcement.

Step 3: Click the “"Apply Online” button to apply for this position.

Step 4: Read and follow all the prompts to transfer your resume from “USAJOBS®” to
“Application Manager”. Complete the online occupational questionnaire on “Application
Manager”.

Step 5: Please click the "Submit My Answers” button at the end of the process to apply for
the vacancy.

Step 6: Fax all the required documents listed within the vacancy announcement you did
not upload within either "USAJOBS®” or “Application Manager” to the following fax number
1-478-757-3144.

Step 7: Complete the fax cover page http://staffing.opm.gov/pdf/usascover.pdf when
faxing your documents.

Option 3: Fax only application submission

Step 1: Faxing your entire application package if you cannot apply online.

Step 2: Open "USAJOBS®" and search for any open positions.

Step 3: Read completely and also print out the vacancy announcement.

Step 4: Please click the link “"View Occupational Questionnaire” located within the "How to
Apply" section and print out this questionnaire and then print out the OPM-1203FX form
also located within the "How to Apply" section to provide your answers to the “View
Occupational Questionnaire”.

Step 5: The OPM-1203 FX is the official response sheet. Viewing the “Occupational
Questionnaire” lists the questions and the OPM-1203 FX is the answer sheet. If the
“Occupational Questionnaire” states to list an item or questions blank then you do not need
to respond to the question.

Step 6: The OPM-1203 FX can be found at the following:
http://www.opm.gov/forms/pdfimage/opm1203fx.pdf.

Step 7: You will need to fax the OPM-1203FX and all the required documents listed within
the vacancy announcement to the following fax number 1-478-757-3144. Your OPM-
1203FX will serve as a fax cover page for your fax transmission.



http://staffing.opm.gov/pdf/usascover.pdf
http://www.opm.gov/forms/pdfimage/opm1203fx.pdf

What is Required within an Application Package

To apply for any open vacancy announcement, you must provide a complete application package.
You need to insure that all required application documents are received by 11:59 p.m. Eastern
Time (ET), by the closing date of any announcement, in order to be considered for any position. If
you do not submit the required documents your application may not be considered for the applied
position. Please review the "Required Documents” section of the vacancy announcement, if the
materials apply to you then you will need to submit this material. If this material does not apply
then disregard these documents.

HINT:
It is highly advised to print out the vacancy announcement and refer to it while
preparing your application package.

All Applicants please include:

1. Complete and current resume or CV.

2. OF 306, "Declaration for Federal Employment. You must complete this form to determine
your suitability for Federal employment. (Please sign this form on page 2, question #17a)

3. Occupational Questionnaire. (This is located in the Application Manager program after you
click the "Apply Online" button)

4. Copy of Unofficial transcript. (If required within the qualifications section of the vacancy
announcement)

Current and former Federal Employees please include :

1. Copy of latest performance evaluation - All current and previous Federal employees must
provide their most recent performance evaluation with their application package.

2. SF-50 “Notification of Personnel Action” - All previous and current Federal employees must
provide their last or most recent SF-50, “Notification of Personnel Action”.

Veteran Applicants applying for preference please include :

1. If a veteran: Veterans Preference eligible's, including 30% or more disabled, must submit a
legible copy(ies) of ALL MEMBER 4, DD-214's showing dates of service and character of
service (honorable, general, ect.).

2. Disabled Veterans and other Veterans eligible for 10-point preference must submit an SF-
15 with current proof of a service-connected disability. 10-point preference can only be
given when this form is submitted.

3. VA Civil Service Preference Letter - If applying for 10-point Veterans preference using an
SF-15 (as stated in item #2 above) you must also include a copy of your VA Civil Service
Preference Letter. A VA Civil Service Preference Letter can be obtained from the nearest
Veterans Benefits Administration Regional Office.

Veteran's Preference:

When applying for Federal Jobs, eligible Veterans should submit all documentation of past
military service by submitting legible copy (copies) of ALL MEMBER 4, DD-214's showing
dates of service and character of service (honorable, general, ect.). More than one DD-214
may be submitted to show all dates of active military service If you are a veteran and do
not know what your status would be then please review the Department of Labor's
Veterans Preference website at http://www.dol.gov/elaws/vetspref.htm to determine your
current status.




Step 1 - Creating an account or Logging into an existing account

To expedite the application process, candidates should create their USAJOBS® account
prior to beginning their applications. To do so, follow the steps listed on the next few
pages.

Giiiome < Searlobs & Wy Accowt & Resourcs omer Begin the process by signing
into your USAJOBS® account.

WMJOBS

FOR AMERICA"

If you do not have an account,
click "CREATE AN ACCOUNT.”

** REQUIREMENT* *

You must have an account established before uploading resumes and applying
for any open positions.

NOTE:
v You will be prompted to edit your username if it is not unique
v Your password must contain a special character, a number, and be at least 8 characters

in length
v Document your Username and Password for future reference!

Basic Profile Information

To create and account you must enter
some basic Personal Information into o e ncare
the Form Section R

SELECT -

SELECT - -

Complete all required fields s
(indicated by a red asterisk * ). SeLEcT: s

Be advised that only one account can be created for each email address. Be sure the
% email ount you use is only accessible by you and the email account is properly
ecured

»

cfount Information

- emame Use between 4 and 20 characters




USAJOBS® - My Account Area

Once you've filled out the basic profile information and created your account, you
can Build a New Resume or Upload a New Resume by selecting one of the
options in the Resumes area.

’.} Home <4 Search Jobs 4 My Account - Resource Center Welcome Test! | Sign out
US E oBsx What: Keyword Tips @ where:
"wORxlNGjFOR AMERICA" Advanced Search > [Radius: 20 miles =1

=" Highlights from USAJOBS
My Account

TESE Did you know that the U.S. Federal Government offers a Child Care Subsidy Program to assist
Current Goal: certain groups of employees with the high cost of child care? It is just one more benefit of
working for America! Find out more about this program and make sure to visit www.opm.gov
for information on other great Federal employment benefits and programs.

Last login:
09/26/2011 02:37 PM

#3 Saved Jobs

‘ Saved Documents

Change Photo

B Resumes a
50 "..I > . "
“}_} Farrd SoErEes « Application Status

Site Map Contact Us Help/FAQs Privacy Act and Public Burden Information FOIA About Us USA.gov

This is a United States Office of Personnel Management website.
USAJOBS is the Federal Government’s official one-stop source for Federal jobs and employment information.

In your USAJOBS® account you can:

* Build or Upload a new Resumes

+ Upload and save Documents required to support your application
+ Check your Application Status

+ Create Job Search Agents

+ Review any Saved Jobs

From your "My Account” page, click "Resumes” to expand the view of the available options in
the dropdown menu:

& Home Search Jobs My Account Resource Center Welkcome Test! | Sign out

USAJOBS — | @ The "Build New Resume” option

— allows you to create or build a
resume using the USAJOBS®
Resume Builder

== [Radus: 20 miles =

Highlights from USAJOBS
My Accomnt ighlights from US, BS

Test

Current Goal:

La!

Change Photo

P The “Upload New Resume” option

allows you to upload your own
resume(s) from your computer,
flash drive, etc.

%) Resumes »

- Application Status

Upload New Resume »

00! 5 posai NOTE: You may store a total of 5
resumes. These 5 may be a

View 81 Besmes combination of resumes you have
created or built using Resume
Builder, or uploaded.

u b

e2 Saved Searches a



Resume Builder within USAJOBS®

After expanding the “"Resumes”
section to review any resumes that
you have saved to your account.
From your account page, you also

My Acc

USAJOBS

Highlights from USAJOBS
My Account -
Test

have the option to Build or Upload a
new resume.

You can build a full resume online by
selecting "Build New Resume”.

4. You also have the option to Upload
new documents.

5. Expand the “"Saved Documents” _
section This section will allow you to i
upload and store additional \_ : /\ /
documents. oL e

£ toma Search Jobs My Account Resource Center w

USAJOBS sl 0

Resume Builder

After selecting to “Build New
Resume”, you will be redirected to
the “Experience” section of the

& i J
Previaw your resume
1 txp 2 e 0 4 $h SN Omy formann wready saves
il Gl ¥ Prik Previem
PLEASE wOTE - werin () ocx reguired flelds

Work Experience @

Note: If your resume 15 not searchable, thes information will not be visidle to recruiters performing
resume searches.

USAJOBS® Resume Builder. To build
your work experience, you should:

« Complete all required fields

[United States

bostal Code T

o Jcry/Town [

» Jstate ce [Mabama 3]

o [rormal 3ob ice T

o |t [October =] [20713]

» [end Date [SELECT- 3] [Presemt =)
lar

| USD ] [Pee Yo

plishments and Related Skills

outies, Accomphs
RaRand this acea

(indicated by a red asterisk * ).

« Use “Spell Check” to ensure correct
spelling of information you entered.

« To add additional work experience,
simply click “Save Experience” after
completing all required fields. A
blank “Experience” page will display
and you should complete the
required fields.

When you have entered all your
work experience, click “"Next” to
move to the next section.



A — , W= Resume Builder within USAJOBS®
USAJOBS e ——— e

Resume Bullder The next section you will see is
e “Education.” To build your Education, you

N, O oo ar
i o even

should:

ing your Rducatient
e ecvcamon programs stue mews (g
oty Opsrating Mt .

Complete all required fields (indicated
by a red asterisk * )

Use “Spell Check” to ensure correct
spelling of information you entered.

To add additional Education, simply
click “Save Education” after
completing all required fields. A blank
“Education” page will display and you
should complete the required fields.

+  When you have entered all your
Education, click "Next” to move to the
next section .

o

The third section you will see is “Other.” USAIORS '

There are no required fields in this
section. You have the opportunity to
provide information associated with:

+ Any Job Related Training you have/ _— s =

completed. Use "Spell Check” to [
check your entry.

« Language Skills you may have. To
add additional languages, click "Add —~ imones
Language” s

+ Any Specific Organizations or /‘"‘."‘.",'ij —_—
Affiliations that you are a member _
of. To add multiple organizations or :
affiliations, click "Add Affiliation”
+ Any Professional Publications or
Additional Information that you want
potential employers to be aware of. T :l
Use "Spell Check” to check your e o S medicitie aek e i v e
entry. o

*  When you have completed the Other : J
section, click "Next” to move to the | l
next section.

8 [ < Provious ml



Resume Builder within USAJOBS®

~
W

Hoe

we  Search Jobis - My Account  + Resource Center
. Swarch Jobe Q where
USAJOBS

The fourth section allows you to enter
either professional or personal
references. You may enter and save up
——y references. You do not have to
Tm—— provide references unless you want to.
If you do not want to provide
I ot e ot st cemsnon s e e o references, click “Next” to move to the
next section of the Resume Builder.

: « Complete all required fields.
— (indicated by a red asterisk * )

© professonst C Persoon « To add additional References,
click “"Save Reference.”

Resume Bullder

PLEASE NOTE . NENICEE reauired Tieses

«  When you have completed the
/ Reference section, click "Next” to
ams (GEID) (@5 move to the fifth and final section.
Home Senrch 3085 My Account R o
USAJOBS e — e

[

The final section allows you to Preview and

Finish your resume. You also have the options
to either print your resume or email your

Resume Builder

resume. Jias
1. Review all information for correctness r—— . e
2. Click “Previous” to edit information

tducation:

Tes
Master's Degree

Click “Finish” to complete your resume

Job Related Tralning: Resume building 101, completed 9/15/2011

References: 2 Test
Phone Number: 222-222-2222

f Jobs My Account

USAJOBS

8. Resumes

Once you have finished building your resume,
you will be redirected to the Resumes page and
can view, edit, duplicate, or delete previously
built resumes. You can also change the status of
astome your built resume from Not searchable to

Build New Resume  » Searchable by clicking on the “Make Searchable”
link. You can change your resume status back to
Not searchable at any time by clicking the “"Make
Non-Searchable” link.

d 1 of 5 possdie rasumes. You are able to upload and store 5 resumes to vour My

To upload a saved resume, click “Upload New
Resume.” This option can also be used from your
My Account page within the Resumes dropdown.

9



Resume Builder within USAJOBS®

USAJOBS o=
Radws 20 miles =]

whn

Resume Uploader

You are able to upload and store five resumes to your My USAJOBS account, If the job accepts uploaded

s, ey e SR Id oIS R W00 Tt 0 O LR YO0 Y o0 U Spoh or & 10, 115 Resume Uploading within

sugoested resumes be no longer than five pages

USAJOBS®
* Required information
oAl ¢ less than im!i and can be in one of the following formats: GIF, ®G, IPEG Once O n the Resu me U pload er pagel
L Do oy A3i7, 0, P P03 i e b v e you will see the different document
Hotes Uploaded resumes ady ok D c6epbed by S0ike aences’ onine AOPRCASN pIGcesses formats that are acceptable for

Sample Resume Yahat to Include

uploading (e.g. doc, docx, rtf, pdf,
png, gif, jpg, jpeg). You are also able
to view a "Sample Resume” and tips on

Upload your existing resume by selecting a file below,

Please enter a name for ths resume (100 charatters max)

o o “What to Include” in your resume.
[ upload ]

To upload your resume, you are required to enter a name (e.g., Resume-
Mine2013) for each resume that you upload.
Use “Browse” to select the resume that you wish to upload.

Click “Upload.” N e G Y N AT A =T
. What 0 Whers
USAJOBS

[Radws 20 miles

After a successful upload, you will .
return to the "Resumes” page \E. Resumes

where you can view or delete your
uploaded resume(s).

You can also change the status of
your uploaded resume(s) from Not
searchable to Searchable by
clicking on the “Make Searchable” g o
link. You can change your resume

status back to Not searchable at e Wacha
any time by clicking the “Make

Do not
ned n Bx

View | Edt | Duphcate | Delete Make Searchable

Source; Huilt with USAIOBS Resume Bulder

Farmat: & fie

NOﬂ-SearChab|E" ||nk. Source: Uploaded from my computer

If you need additional assistance

Build New Resumae  » Upload New Rasume »

Remember, you can only have 5 resumes

please review the Tips area within on file at any time.

the Resumes page. This area will
provide a good example of what a |

resume should look like and R ol e e s e
different information to include Acceptable file
within your resume. ¢ rsciibiaddn
Note: } ) ) | ST )
The number of resumes you have — ——
Sample Resume What o Include

created or uploaded will display.

To build or upload additional
resumes, simply repeat the steps It is not time to search for current open vacancies.
described in this tutorial. Please continue thru the next few pages to find open

jobs.
10



Step 2 - Searching for Jobs (Basic Search)

From the USAJOBS® main web page you can perform a local search by enter “Sioux Falls,
VA" in the “what” field (shown below). Follow the instruction on this page to narrow down

your search.
\QHome 4 Search Jobs - My Account < Resource Center

Remember to log into your

U AJOBSE account before searching

"WORKING W FOR AMERICA" for jobs.

What: O Ihere:
[Sioux Falls VA

Advanced Search >

#3 Home 4 SearchJobs - My Account - Resource Center

1. Once the page has USAJOBS @ e

“WORKING Refine Your Search ] [Sotth Daketa ] °

refreshed, click the e T TR

button that says
Sort By: (PREVIOUS NEXT)

Refine Your Results

A\Y
J o bs fo r Fed €ra I Search Results 1-10 of 151 Page: [112345 > Last EEeResae Spotlight

Employees” on the
top left corner of the
screen.

Remove  LPN

Clear all and start new search B wuwpppLy ONLINE OR BY FOLLOWING THE FAXING INSTRUCTIONS LOCATED IN THE "HOW TO  Quick Visw | More Uike This
APPLY" SECTION®** Our mission: To fulfill President Lincoln's promise "To care for him who shall have borne the battle, and

y serving and honoring the men and women who are America's Vetera

e for his widow, and his orpha

The Civilian Expeditionary

Agen Veterans Affairs, Veterans Health Administration
> Grade .
Location:  Sioux Falls Yankton Areas, SD United States Workforce R o
+ satary e s s A new call to service has been sounded
across the natton. A cail for each of us to be

2 U t h I f Open Period: Thursday, October 27, 2011 to Wednesday, November 08, 2011
. Use this only It you v ereafa recte ppese. 4 call sachof s
can heed by being a part of the Civilian
are a current or Department Of Agriculture(84) RN e
Expeditionary Worlforce.
Department Of Defense(3) e \ete  read more.
=*%APPLY ONLINE OR BY FOLLOWING THE FAXING INSTRUCTIONS LOCATED IN THE "HOW TO  Quick View | More Like This
Department Of Eneray(1 VIEW ALL SPOTLIGHTS

fo rmer fe d era | APPLY" SECTION**= Qur mission: To fulfll President Lincoln's promise "To care far him who shall have bore the battle, and
Department of Health And Human for his widow, and his orphar erving and henaring the men and women wha are America's Vetera
Services(28)

e m IO e e o r a Department Of Homeland Security(1 Agen Veterans Affairs, Veterans Health Administration
Salary: 0.00 to $0.00 / Per Year
Department Of Labor(1 rve 8 #
Open Period: Thursday, October 27, 2011 to Wednesday, November 05, 2011

veteran with Deereman 0 e a1

Department OF Veterans Affairs(11

preference. Nursing Assistant

»
ECEEN To fulfil President Lincoln's promis "To care for him who shall have borne the battle, and for his Qui

imw | Mors Liks This

» Work Schedule widow, and his orphan” by serving and honoring the men and wome!
become a part of a team providing compassionate care to veterans?

» Posting Date

Agency:  Veterans Affairs, Veterans Health Administration
£ Home Search Jobs 4 My Account Resource Center SIGN TN OR CREATE AN ACEOUNT
USAJOBS i 0 wee
WORENGEEOR AER CA Refine Your Search  [Sioux Falls VA (]
Sdvmnced Sesch > | Radius: 20 miles %

Did you mean: “siowx falls” VA
Refine Your Results .

PREVIOUS NEXT )

Spotlight

Search Results 1-22 of 22 Fage: (1]

{sa 3l and start ngw ssarchy,  Registered Nurse - Nurse Manager (Sloux City)

Falle VA Healt

» Grade

Agency:

Lacation:

» Salary Salary:
Open Period:

» Job Categories

» Work Schedule

piorkiTres RN - (Mental Health Service Line Site Director)

# Pasting Date me taue, The Sisus Falls VA Health Care System Quick vie

Falls VA Hesth Ca

partment of Veterans Affair ve bensfaz

» Exclude These

Agency:
me jas Location:
Salary:

3. You can refine your search by
selecting an item from this drop
S down box. For example, if you

irector)

e want to see a list of position that

Open Period: Tuesda,

I are closing soon then select the
T - e “Close Date” item and USAJOBS®
will redo your search.

Agency:
Location:
salary:
Open Period:

e Select the blue question marks for an explanation of that specific area.

11



Step 3 - Applying for the open vacancy

#>Home 4 SearchJobs 4 My Account 4 Resource Center

“WO! KK\NGJFOR AMERICA”

Refine Your Results

(@) 2 e M s Search Results 1-11 of 11 Page: [1]

® 3obs for Federal Employees €@
You Added ... @
Sioux Falls " -
remove  Medical Technician
Department Of Veterans Affairs
fremove To fulfill President Lincoln's promise "To care for him who shall have borne the bz
Clear all and start new search B

Agency:  Veterans Affairs, Veterans Health Administration
» Grade Location:  Sioux Falls,South Dakota
salary: $31,315.00 to $40,706.00 / Per Year

iecoiCtcaoncs Open Period: Thursday, February 09, 2012 to Wednesday, February 15, 2012

attle, and for his widow, and his orphan” by serving and honoring  Quick view | More Like This
the men and wemen whe are America’s Veterans. How would you like to beceme a part of a team providing compassionate care to veterans? YOU CAN MAKE A DIF

‘SIGN IN OR CREATE AN ACCOUNT

whats @ vhere:
Refine Your Search Siows Falls (]
sdvanced searh > |Radius: 20 miles ¥

sotey [SELECT- ™ {PREVIOUS NEXT)
Page 1 of 1 Spotlight

Federal Bureau of Prisons
Looking for an exciting position with an
agency that offers job secwrity, career
opportunities at 116 facilities across the

» sala N
i nation, 6 regional offices and a
» Work Schedule | Housekeeping nid haadguarters office located in our Nation's
] ’
» Work Type ONS ENTITLED TO VETERANS' FREFERENCE. WHO MAY BE CONSIDERED: Applications  Quick visw | bore Lice T C221Al! Become part of an envirorment that
will orly be accepted from the following hiring catagories: Com nent competitive service employees of Sioux Falls VA Health Care System and permanent Veterans promotes
» Sub Agencies Canteen read more...
VIEW ALL SPOTLIGHTS
» Posting Date Agency:  Veterans Affairs, Veterans Health Administration
e — Location:  Sioux Falls, South Daketa
salary: $10.38 to $13.38 / Per Hour

Open Period: Monday, February 06, 2012 te Friday, February 24, 2012

RS reed of This Seorch @) Quality and Training Specialist

This is a virtual position. The individual selected for this position must reside within a resonable commuting distance of 50 miles from one of the  Quick View | More Like This
numerous locations listed above, QUR MISSION: To fulfill President Lincolns promise To <are for him who shall have borne the battle, and for his widow,

Agency:  Veterans Benefits Administration
Location:  Multipls Locations
salary: $68,809.00 to $68,450.00 / Per Year

Open Period: Friday, February 10, 2012 to Tuesday, February 14, 2012

Carpenter

Once you find the open
vacancy you wish to apply for
then just click on the name
of the position and this will
open the full vacancy

ot A ISR o e e o i s ot et s s e e @INOUNCEMENE (ShOWN

Heslth Care System (SFVAHCS), we strive to hire only the best! Working with and for America’s Veterans is a privilegs and we pride ourselves on the quality of care

Agency:  Veterans Affairs, Veterans Heslth Administration
Location:  Sioux Falls,South Dakota
Salary: $19.02 to $22.18 / Per Hour

Open Period: Friday, February 10, 2012 to Friday, March 02, 2012

#) Home . SearchJobs - My Account - Resource Center

below).

USAJOBS

"WORKING W FOR AMERICA"

< Back to Results

SICN IN OR CREATE AN ACCOUNT

0@ where:
| [» ]

Advanced Search >

Overview“/ Duties 1( Qualifications & Evaluations 1{ Benefits & Other Infa 1( How to Apply I

Veterans Health Administration

Job Title: Housekeeping Aid

Department: Department Of Veterans Affairs

Agency: Veterans Affairs, Veterans Health Administration
Job Announcement Number: VHA-438-12-RIM486725

SALARY RANGE: $10.38 to $13.38 / Per Hour

| Go to section of this Job: V|

Apply Online »

Share Job >

Agency Information:
VHA Sioux Falls HCS

OPEN PERIOD:

SERIES & GRADE:

POSITION INFORMATION:
PROMOTION POTENTIAL:
DUTY LOCATIONS:

WHO MAY BE CONSIDERED:

Monday, February 05, 2012 to Friday, February 24, 2012
WG-3566-01

Full Time - Permanent

02

2 vacancy(s) - Sioux Falls, SO United States View Map
Status Candidates (Merit Promation and VEOA Eligibles)

Department of Veterans Affairs
2501 West 22nd Street

Sioux Falls, 5D

57105

USA

Questions about this job:

JOB SUMMARY:

Vacancy Identification Number (VIN): 593378 (Please include on all documents)

*¥¥¥APPLY ONLINE OR BY FOLLOWING THE FAXING INSTRUCTIONS LOCATED IN THE "HOW
TO APPLY"™ SECTION***

THIS POSITION IS RESTRICTED BY FEDERAL L AW TO PERSONS ENTITLED TO VETERANS'
PREFERENCE.

WHO MAY BE CONSIDERED: Applications will only be accepted from the following hiring catagories:
Current permanent competitive service employees of Sioux Falls VA Health Care System and
permanent Veterans Canteen Service employees, Status eligibles - current career or career-
conditional federal employees with competitive status, reinstatement eligibles, Veterans Recruitment
Authority (VRA) eligibles, disabled veterans with a 30% or more disability, Veterans Employment
Opportunity Act (VEOA) eligibles, certain military spouses, persons with disabilities.

Qur mission: To fulfill President Lincoln's promise - "To care for him whao shall have borne the battle,

Job Announcement Number:

Control Number:

308008200

The vacancy announcement contains all
the information about the open position.

The following page will break down the

and for his widow, and his arphan” - by serving and honoring the men and women whao are

America's Veterans.
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vacancy announcement to give you a
better understanding of the information
contained within the vacancy
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How to read the vacancy announcement

The most confusing part of any federal vacancy announcement is understanding the vacancy
announcement. Each vacancy announcement is broken down into 5 parts;

Overview Duties Qualifications & Evaluations Benefits & Other Info How to Apply

Overview

The “Overview” area covers the general information about the agency placing the
announcement, general position information, pay plan information, and the "Who May

Be Considered” area. Please pay attention to this area as it will describe who may apply
for the position.

What is meant by "Status” candidates?
A “status” candidate means the position is open to all current and former federal
employees, and veterans with preference. If the announcement states "Open to
all US Citizens” then everybody may apply for the vacancy position.

Duties

The “Duties” area covers the what the position will be performing. It is important to
review this area carefully and apply this information into your resume. You could have a

better chance of being considered if your resume relates, in some part, to the information
within the “Duties” area.

Qualifications & Evaluations

The “Qualifications & Evaluations” area covers the requirements for that position. These
standards are used to evaluate the minimum qualifications required for the position.

Please pay special to these qualifications as the will inform you of the experience and
education requirements for any position.

Benefits & Other Info

The “"Benefits & Other Info” area covers general information about the benefits offered
by the federal government. Federal employees can review current information about
health, dental, vision and life insurance, flexible spending accounts, and long term

care insurance. This information can be found at the Office of Personnel Management’s
web site (www.opm.gov).

How to Apply

The “How to Apply” area contains all the information needed to apply for any open
vacancy. From what information is needed within the application package to how to
apply (either online or by fax), this is what this area will advise you. This is the most
important area to read prior to starting any application package!
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Starting the Online Application Process
At the floating window on the right of the announcement, click "Apply Online”:

USAJOBS 2 =

"WORKING FOR AMERICA"

Advanced Search =

= Back to Results Dock

Overview |[ Duties || Qualifications & Evaluations || Benefits & Other Info || How to Apply [ Go ta section of this Job- 3

Apply Online »

Veterans Health Administration

Job Title: Operations Clerk

Department: Department Of Veterans Affairs Save Job »

Agency: Veterans Affairs, Veterans Health Administration

Job Announcement Number: VHA 438 12 RIMOOOZVCS Share Job >

|

Agency Information:

SALARY RANGE: %11.11 to $13.07 / Per Hour VHA Sioux Falls HCS

OPEN PERIOD: Monday, December 05, 2011 to Friday, December 16, 2011 Department of Veterans Affairs
SERIES & GRADE: WwC-0203-06 2501 West 22nd Street
POSITION INFORMATION: Full Time - Excepted Service Permanent Sioux Falls, SD

PROMOTION POTENTIAL: o6 57105

DUTY LOCATIONS: 1 vacancy(s) - Sioux Falls, SO United States Wiew Map usa

Important Notice: Do not apply using someone else’s account. This may lead to
incorrect information being submitted with your application.

If you have an existing USAJOBS® account
« Enter your username and password
« If you have forgotten your username and password click “Forgot Password” and follow
the instructions (Note: you will have to return to the vacancy announcement and click
Apply Online to restart the application process)
* Click Log In

Job Announcement Number:  VHA-436-13-5GWE04E73 HINT: Please follow these instructions to
Job Title: Human Resources Assistant . . . .
Grade: 65 05/05 transfer information to Application Manager
Department: Department Of Veterans Affairs
Agency: Veterans Affairs, Veterans Health Administration , e .
Job I__ocation: Sioux Falls, South Dakota select Resume and Any support’ng
Closing Date: Monday, December 17, 2012

Documents

Resume - Select one of your stored USAJOBS resumes to send (or first Create or Upload a New
USAIOBS resume) :

s ey —» Click on the résumé you wish to

FomieT | € submit

| Click on the additional documents

_— you wish to submit

Flick (or Cmebrelck on Ma) » Click the required boxes to agree
/ with the statements (red stars *)

/ It is important that you select the items
you want to be included with your

*Et havegl_re'g'iewed my resume . The selected document includes the information I wish t application package, if yOU fai/ tO Se/ect

| D A—— i A your material it_ Wi/_l not be uploaded

demeprabhic information. within the Application Manager program

Attachment(s) - Select one or mere of your Saved Documents tg
ocuments). In order to select multiple items, you

- SELECT -
DD-214 (DD-214)

Fields below with an asterisks (*) are required.

* [T [ certify, to the best of my knowledge and belief, all the information submitted by me with my

ption for employment is true, complete, and made in good faith, and that I have truthfully and
accurately represented my work experience, knowledge, skills, abilities and education (degrees,
accomplishments, etc.). I understand that the information provided may be investigated. I understand
that misrepresenting my experience or education, or providing false or fraudulent information in or with
my application may be grounds for not hiring me or for firing me after I begin work. I also understand
that false or fraudulent statements may be punishable by fine or imprisonment (18 U.5.C. 1001).

| |
Click the “Apply for this position now” button

Clicking on “Apply for this position now” will take you to Application Manager to apply
for any open position.
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The transition from USAJOBS® to Application Manager

One moment please...
We are now bringing you to the system used by the
Veterans Affairs, Veterans Health Administration

to complete your application process. You will be returned to USAJOBS upon completion. If you do not return to USAIOBS, please remember to
close your web browser for security.

Your browser should automatically take you there in about 15 seconds, or...

Take me there now »p

Completing Your Application in Application Manager

» Application Manager is used collect online application and assessment
information for specific vacancy announcements.

« Where USAJOBS® is the warehouse of available jobs, Application Manager is
the application process for open positions.

Application Manager
\pplication Manag

’

Welcome to USA Stafﬁng® Application Manager
r N

Click Accept and Proczed to accept the Full Terms and Conditions of Use and continue with the application process.

Check out our Quick Start Guide.

[ Accept and Proceed
\ >

Full Terms and Conditions of Use

Application Manager powered by USA Stamnge is a U. S. Government information system to be used only in the
manner authorized. You are authorized to use this system’s menus, controls, and features to do any and all of the
following as a job applicant or potential job applicant, subject to any limitations that may be imposed, such as due
dates and deadlines, or any requirement that a particular assessment be completed personally by the job applicant:

e Prepare, complete, and submit application packages, questionnaires, and other assessments.
o View, print, modify, and save questionnaires and assessment responses and documents.
e View the status of application packages you have in progress and correspondence addressed to you.

You are prohibited from accessing or attempting to access this system or records it contains to access information
about anyone who has not given you permission to do so, because the data and documents on this system include
Federal records that contain sensitive information protected by various Federal statutes, including the Privacy Act, 5
U.S.C. § 552a.

You are also prohibited from attempting to access, view, upload, change, or delete information on this system in any
manner not consistent with and supported by its own menu options and controls, even if that information pertains to
you. You are not permitted to modify the system, deny access to the system, accrue system resources for unauthorized
use, or otherwise misuse this system, and if you do so, or try to do so, you may face criminal, civil, or administrative
penalties.

If you use this system, that will be construed to mean you understand and agree to abide by these terms and
constitutes unconditional consent to review, monitor, record, audit, and take action by all authorized government and
law enforcement personnel.
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Biographic Information

Annlication Manager

The Navigation Bar in the

upper left corner indicates | vacancy in: 299321

What pa rt Of the process Biographic Information ob Title: Voluntary Services Specialist
. Elipibiaty informnation || Announcement Number: DVA-09-HA299321 USAJOBS Control Number: 1730335
you are in and how many Other Information
are left to complete Assessment Questionnaire || {PPlicant Name: VAEXANPLE  [Change Name
' Section 1
Section 2 Next
. . . Section 3
Your information will be Sectiond r

pulled out of USAJOBS®. B

Section 6 Address

— T Please review that the
— information was
ReUse Documents
Upload Documents pU”ed Over COFreCtly.
Work City Submit My Answers
) View/Print My Answers City
I . Kansas City
Work State |
Use Standard State Postal Codes. If you live outside the USA, fill in Country l\ J State
- Make a Selection - v Use Standard State Postal Codes. If you live outside the USA_ fill in Country, leaving State blank
MO v
Work Zip Code
Zip Code
54106-

Work Telephone Number

- State:
Use numbers only - no punctuation. Include area code if within United States Telephone Number

Use numbers only - no punctuation. Include area code if within United States
b

Repeat for each section of the application process

Extension

Citizenship
Are you a citizen of the United States?

®ves
ow.  Click Next on each section , clicking next will save your information

|

Re-using and Uploading Documents in Application Manager

Section 5

Section 6 Documents in Application Package for Vacancy:299321 This displays the documents
ection i Original File Name - . -
— 4 - submitted from your profile in

[ ReUse Documents l .';t-eraﬁ-s Documentation 4, M . d P Resume.doc U SAJO BS® .

Upload Documents

Submit My Answers

ViewlPrint iy Answers These are the documents will be
forwarded automatically when
you click the Submit button in

Documents in the above table have already been included in your Application Package for this vacancy. Documents in the Appl ication Ma nager

table below were submitted to a previous Application Package and can be re-used in this Application Package. To re-use
one or more documents, check the boxes for the documents you want to include in this Application Package and click the

Include Selected Documents™ button. If you do not want to re-use any documents, click the "Next” button to continue to the
Document Upload page

Documents are listed in this table in order from newest to oldest within each source (Fax, Upload, USAJOBS). You can

change the order by clicking on the column headings. Any documents preVIOUS|y
submitted through Application
Manager will be listed under

M Documents Available for Re-use.

9 3:44:56 PM Upload A Test Applicant Resume.d22355

Documents Available for Re-Use
Add to
Application

Package

Document
Type

v Resume

View Resume 2/13/2009 3:23:10 PM Upload VA Professional Resume Ex23p82

.| Select any documents to submit
[ Re-Use Selected Documents ] [ Hide Selected Documents ] [ UnHide All Documents by Ch eCkI ng the bOX neXt tO

them.
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Upload Documents

Application Manager

Vacancy 10: 110114

i\

. Baegraphic |l"|'01m!(’b0ﬂ Job Title: Accourtant Hearm Alarden.

Eligibity Information ARBOUBCTTIETIY PUITIPEE: |

‘:‘“""""““;“’"l Agpiicant Name: The Upload Documents section of the online
ssessment Queshonnaire e ] . . .
Section i e i application process provides another
[ : opportunity to submit any additional
Section 3 Lprenous J [ Next J Sl
section documents that are not within your
Section Ty USAJOBS® account.
z:::z:: Upload Documents
tectiond Protect your prracy DONOT incluce privacy isformation. such as Seaal Seournity Number, In your upicaded documents
Soctond unlass Geoctly roguired

Re-Use Documents 1. Selec Document Type -Selecta Document Type - ~

ch.):od Documents 2 Click "B " 10 10cate 3 e and Gk “Open”

Submiat My Answ::rs b 3";d“= IR : : Brovess

ViewiPrioe My Answers 1. Clicx Upload »LTD;JEA

Uploaded Documents move from Recewved-Pending Virus Scan 10 Processed within 1 hour

Faxed Documents maylake 2.3 days to appear as Frocessed

Upload successful.
Notice to Applicants: Flease ensure you keep copies of all documents yeu uploaded of faxed, including your resume, as
Please fO llow the well as any NOINICANONS Sentio you. They will De deleted rom the system after 3 years of the closing date of the
announcement
on-screen
. . Note: Documents begining with ~$ 2re normaily temporary files and the system will not be able ko process them
instructions to
upload additional Documents On Fiie
documents into  SEET VT0TT It oo Uptesd | Mecaat Panding ire Bt e
YOU r a ppl |Ca tlon . Transcrigt 6/21/2012 4114130 PV Uplcad  Received-Pending Virus Scan Transwript.docx
Cover Letter 6/21/2012 4:15:100.240 PM Uplcad Received-Pending Virus Scan Cover Letter.docx

Understanding This Tadle:

Cocuments on e 1abie above with a S1atus of Processed have been successiully leceived and atached o your application: no
further adion onthem is required. Uploaded Documents move fom Recénad-Pending Vius Scan to Frocessedwithan | hour, Faxed
documents maylake 2-3 days 1 IpPeAr as Pocessed, USAIOBS patfolio documents are retrieved afler you press the “Sudmit My
Answers’ button Ploscs dllow 3-8 howe for USAJOBS portfolio documente 10 be retriovedfrom USAJOBS If we sre unable 1o ratriove
portfolio documents, you will be notfied at the email address in your Application Manager profile

Document Uploaé and Faxing Tps:

o The "How!o appli” section or 1k in the Job Announcenient contains 3 list of ihe required Supporting documents for this
position
o Forimportant detalls about Document Uploading and Faxing, dick Help Then, if youneed aFax Cover Page, ghickhars

[wc vious | [ next J

The “Documents on File” will include all items sent from your USAJOBS® account.

Note:
You do not have to upload documents in Application Manager if you have already
uploaded the documents in your account in USAJOBS®.

Hint: Refer to the "Required Documents” area of the "How to Apply” section within the
vacancy announcement for a complete list of required documents

** Failure to submit all applicable required documents may result in your application
package not being considered for the open position. **
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Submit Application

Application Manager

Vacancy ID: 299321

Biographic Information Job Title: Voluntary Services Specialist User: VAEXANPLEO1

Elaibiity kstormation Announcement Number: DVA-09-H4299321 USAJOBS Control Number: 1730335

Other Information
2 VA EXA Change Name
Assessment Questionnaire Applicant Name: VA EXAMPLE 9

Section 1

Section 2 N

T Submit My Answers

In order for your answers to be processed and for you to be considered for the position, you must click the Submit My s button below

Section 4

Section § After you click Subdr nswers, provide any required Supporting Documents and be sure the 4 tus page shows all steps are complete

Section 6

Section 7 Ready to Submit? Notready?

Section 8

s ; / k s B ved S ed. You C ere to when you are y

ReUse Documents Submit My Your work so 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
T * Work on this Application Package some more. Use the Navigation Box in the upper left to go to the part you want to work on or review

View/Print My Answers
I - « Work on a different Application Package. Go to Application Manager Main

IMPORTANT!

You must click “Submit My Answers” to apply!

Note: If you receive a warning that a section of the assessment is incomplete, return to that
section using the Navigation Bar on the left and complete all required information.

A confirmation of your submitted application package will appear.

| Vacancy ID: 112536

Re-Use Documents

Uplaad Documents

ViewiPrint My Answers Confirmation of your Submission to USA S\afﬂng‘@ Application Manager

 Pleass be sure to review ine How to Apply
can usually sxpect ta raceive a notfication

an of
our eligiail

b announcementfor any addibanal staps required 10 complete the applicabon process Once you have completed the application requirements. yo
her oy mail or electronic email in about 2 weeks afer e closing date of e job announczment

If you have guestons canceming this posion or the application process, please contacithe person listedin the "Questions?” area at the bottom of the job announcement TEST LANGI
CUSTOMER LEVEL CUSTOMER = HR OFFICE AF

T THE

Submission Details

Job Title: Human Resource

o SUCCESS!

I 3

Suomission Date and Time.

Job Announcement Nu

1 You have successfully applied to this position!

32112013 44510 PK

Name: MARY MACK

ARaryou have logged out of Application Manager I you would IIke to raturn later o chack the status of 1his or 3ny other UISA Stamng® appiication, access the URL a2low,
hitto s:fmy.usa; 0 be gowAccount'Login

Click View/Print My Answers \ Click here to return back to USAJOBS®
on the Navigation Bar to see
and print your responses
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Checking the Status of Application Packages
Click on Application Status to see the status of all Application Packages

OBS —
"WORK INbJ

FOR AMERICA®

@ where:

Radius: 20 miles =]

My Account

Mary f y 2w minutes to
Current Goal: ( d e erred to 3 new
Last login:

03/21/2013 05:12 PM

Edit Profile »

Change Photo

5 Inbox a

For detailed information regarding
your application, click on “more
information.” This will take you to
8 saved Dgfuments « Details page within Application
Manager for more information about
your application.

2\ Resumes ~

- “ saved Jobs
"= Saved Searches .

v'ﬁ'Application Status ~

Search:

Job Details Job State  Last Apply Last Updatg
Human Resources Specialist Open 03/21/2013 03/21/204
Office of Personnel Management

Ope: 03/21/2013  03/21/2043  Application
more
infermstion

Showing 1 to 2 of 2 entriec

Notficstion Settings | View All Applications

™

AppllcatlonﬂManager

Return to USAIOES
A=

' o T Within Application Manager, the

Job Title: Human Resources Specialist

- 112636 Closing Date: Thursday, March 21, 2012 i i i i
‘ Announcement Kumber: 13-112536- Tast Contact: SQA Tester - (478)744-2222 Detalls page prOVIdes |nf0rmat|on on
USAJOBS Control Number: 304741100
\ Appiicant: MARY MACK Assessments, Documents, Messages,
[ change My Answers | [ Add Documents | [ update Biographic Informaton| [ viev/Pnnt My Answers an d Ap p I i Catlo n Process in g Statu S
Most information below pertains 1o the most recent version of your Application Package. (Explain This
HNotice to Applicants: Please ensure you keep copies of all or faxed, ing your resume,
as well as any notifications sent to you, They will be deleted from the syslsm after 3 years of the closing date of the
announcement.

Details | Checklist

Assessments
Status Name Date Submitted Due Date
Complete A t 21/2013 4:56:3L PV

REMEMBER:

D . .

ki s o Complete and up-to-date information
Re-Use Date 5 . .

e T oot o Ovana e ame | Ptadoedis | on the status of your application

ReCNPenSO  Coves et wsasoss e ; packages can be found 24 hours a day
o Bt in you’'re "My Account” section of
: ‘ USAJOBS®

Viaw Proocassed SF-50 USAIOBS

Messages
[ esigehpe | Dwecnaies | omerriued |
Misw Acknow gement Letter 3/21/2013 4:46:57 *M

Application Processing Status

Status Date Submitted

Complete 3/21/2013 4:56:21 PM
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Alternative to Applying Online: Faxing Applications

If you cannot apply online:

1. Please review the "Required Documents" area to ensure that all the required
documents are faxed together with your application package.

2. Print the OPM Form 1203-FX form to provide your response to the occupational
questionnaire.

3. Fax the completed OPM Form 1203-FX along with all required documents to (478) 757-
3144. Your 1203FX form needs to be placed on top of all materials being faxed and will
serve as a cover page for your fax transmission.

4. Keep a copy of your fax receipt in case verification is needed.

To fax supporting documents you are unable to upload:

1. Complete the fax cover page. You must use the USAJOBS® fax cover sheet in order for
your documents to be matched with your online application.
2. Fax your documents to (478)757-3144.

Faxed documents submitted with missing information will not be processed. Itis
recommended that on the fax cover page and the OPM FORM 1203-FX that you print neatly
and with capital letters to ensure your application package materials are properly received.
The following will prevent your documents from being processed:

» Not using the special cover page mentioned above.
» Missing, incomplete, illegible, or invalid Vacancy Identification Number
» Missing, incomplete, or illegible Social Security Number or Name

For optimum accuracy:

» It is recommended that characters be written in all capital letters and printed neatly to
ensure the faxed material is uploaded properly.

» Do not write on or outside the boxes.

» Do not use special characters.

> Use the following example as shown below.

ABICID|IEF|GHITNIK|LMIN[OPIQRIR|S|T|U|V|W|X]|Y|Z
- - - .

oh 2|3 4[5]6[7/8 [ Notike st &S

Resource Center

You may visit USAJOBS® Resource
Center where you can find tutorials
for using different areas of
USAJOBS® and information about
Federal Employment, applying for
Federal jobs, Veterans information,

. . Spotlight
and other areas to assist you within o our mose f
H H D rtment of
the application process. D VeRr s

Contact Us

Pharmacists: Start The Career If your question is still unanswered, or you have a comment or suggestion, contact us. We will

of a Lifetime at VA
Now .

VIEW ALL SPOTLIGHTS



