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Competitive Hiring Process -
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Outline

- Most federal jobs hired through Competitive Exam process.
- Most positions posted to USAJobs

- submit cover letter and resume

- Either go to questionnaire (best qualified-BQs) and/or have
to write KSAs

- Applicants ranked according to Key Words and other criteria
on scale of 100 points

- Those who score the highest are interviewed (veterans’
preference)

- Rule of Three: veterans move to the top of the list and
position can only be offered to top three candidates



Hiring Reform

- OO
Federal Hiring Reform

- President’s May 11 Memo
- Application Changes
- KSAs?
- Categories
- Hiring Managers more involved
- Pathways
- Internships
- Recent Graduates
- Presidential Management Fellows (PMF)



Finding the Jobs 2
S

Agencies/Departments/Bureaus/Offices

- Index of U.S. Government Departments and Agencies
http://www.usa.gov/Agencies/Federal/All _Agencies/index.shtml

List of Acronyms
http://members.cox.net/govdocs/govspeak.html

Fedscope
http://www.fedscope.opm.gov



http://www.usa.gov/Agencies/Federal/All_Agencies/index.shtml
http://members.cox.net/govdocs/govspeak.html
http://www.fedscope.opm.gov/

Finding the Jobs

Index of U.S. Government Agencies

r BE A-7 Index of U.5. Governm... Lo = |EP] ZE

« C M 2 htp/iwww.usa.govisgenciesFederalfal_Agenciesindex.shtml » O~ &~

3 Financial (£ Doctaorate Research -'] iGoogle [ TsPrra_mas ] Tscomer. ] TScc student | Gwvork rgr. ] Gwork Student [ G Search ¥ O] cther bookmarks

ry
Haome | FAGs | Site ndex | E-mail Us | Chat

et E-mail Updates | Change Text Size

USA 5

chernmen‘t Made Easy

1 {800} FED-INFO | 1 {800) 333 4636

Get Services Explore Topics Find Government Agencies Contact Government Officials

o= E-mail == Print Share LRSS E-mail Alert= Este tema en espariol

Home = Agencies = A-F Index = A-F Index of LS. Government Departments and Agencies

A-Z Index of U.S. Government Departments and

Agencies
ABCDEFEGHIJKLMNOPQRSTUVY W XZ

Government Agencies

Federal Governrment
State Government
A Local Government

- . . - Tribal Governrment
= Adrministration for Children and Families (ACF)

» Administration for Mative Americans

L . . | '@ Printer Friendly Agency Index
» Administration on Aging (Ao)

» Adrministration on Developrmental Disabilities

» Administrative Committee of the Federal Register

* Administrative Office of the 1.5, Cours

* Advisory Council on Historic Preservation

» African Development Foundation

= Agency for Healthcare Research and Quality (AHRG

* Agency for International Development




Finding the Jobs

Using Acronyms to Find Federal Opportunities

2100y
An0,
AsD
ALPC
Al
ABMC
ABFF
ACC
ACD
ACDA,
ACE
ACES
ACF
ACFR
ACHF
Acghet
ACOWeh
ACS
ACSFA,
ACSL
ACYF
ADA,
ADC
ADD
ADDS
ADF
ADR
AES
AFC

Office of the 21st Century YWWorkforce

Archives of American Art

Access tao Archival Databases

Accounting and Auditing Policy Committee

Dffice of Airport Satety and Standards

American Battle Monuments Commission

American Battlefield Protection Program

Air Combat Command

Advanced Counterfeit Deterrence

Lnited States Armes Control and Disarmament Agency
Automated Commerical Environment

Active Community Environments Initiative

Administration for Children and Families

Administrative Committee of the Federal Hegister

Advisory Council on Historic Freservation

Acghlet

Office of the Under Secretary of Defense far Acquisition and Technology
Dffice of American Citizens Services and Crisis Management
Advizaory Committee on Student Financial Assistance
Alternate Crops and Systems Lab (changed to C5EC)
Administration for Children, ¥auth, and Families

Americans with Disabilities Act (Text of ADA legislation)
Frogram Against Digital Counterfeiting of Currency (changed to 400
Administration on Developmental Disahbilities

Axiation Digital Data Service

African Development Foundation

Alternative Dispute Resolution

Automated Export System

Armerican Folklife Center



Finding the Jobs

FedScope (www.fedscope.opm.gov)

| Importart Links | Contact Us | Help
U.5.OFFICE OF PERSONNEL MANAGEMENT

Ensuring the Federal Government has an effective dvilian workforce

=0
Advanced Search

main | Data Definitions | Help | Employment Statistics | Join our ListSerss

Attention Mews Media Data Cubes

Getting Started
. Please read our Data Definitions

Ahout our Data (CPDF) before using FedScope data.
Ethnicity & Race Indicatar Separations Thank you!

Employment
FAGs Trend
Drata SourcelDefinitions Diversity
Help

Glossary of kKey Terms

Cluestions/Comments

Satisfaction Survey "The Fast, Easy Way to Access Federal HR Data”

1.5, Office of Personnel Management 1200 E Street MW Waszhington, DC 20415 | (2027 B06-1800 | TTY (202) BOG-2532
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Finding the Jobs
S

. What Titles/Jobs?

- Federal Classification and Job Grading System
. http://www.opm.gov/fedclass/

- Good for key words too

. What Grade Level?

- Explained in Position Announcement
- See GS Scale for salary ranges in local areas


http://www.opm.gov/fedclass/

Finding the Jobs—USAJobs

4 Search Jobs 2 My Account 4 Info Center
® Search Jobs Eevword Tips @
USAJOBS [wrhat: (keywords) | [where: {city, state or zip codd °

"WORKINGWFFOR AMERICA" Browsze Jobsz >  Advanced/International Search >

My Account = Highlights from USAJOBS
Paul Binkley

Current Goal:

Firish dissertation Looking for an internship, entry level job, or just want to explore the

possibilities open in the government to the country’s young people? Check out
Last login: 3/9/2010 the brand new Students page at hitp:/fwwew.usajobs.gov/studentjobs{. From
hiere you can find information on Government-wide hiring programs for
students, entry level employment upon graduation, and additional
opportunities including apprenticeships, cooperatives, fellowships, grants,
internships, and scholarships.

ﬂ Saved Jobs a

. ‘ Saved Documents a

"2\ Resumes a

e %[ Application Status a
=" Job Search Agents «

Site Map  Contact Us  Help/FAQs  Emplovers  Privacy Act and Public Burden Information

Thiz is a United States Office of Personnel Management website,
USAJOBS is the Federal Government's official one-stop zource for Federal jobs and employment information,




Finding the Jobs—USAJobs
Search Jobs . My Account - Info Center

Search jobs - Main Page

Search Jobs keyword Tips @
e [ithat: (keywards) | [Where: (city, state or zip codd °

Advanced/International Search " Browse Jobs = Advanced/International Search =

Jobsz in Dermand

Maost Popular Jobs

——rtqunt —’ﬁ Highlights from USAJOBS
Paul Binkley

Current Goal:
Finish dissertation

Looking for an internship, entry level job, or just want to explore the
possibilities open in the government to the country’s young people? Check out
Last login: 3/9/2010 the brand new Students page at hitp: [fwwew . usajobs .govistudentiobs/, From
here you can find information on Government-wide hiring programs for
students, entry level employment upon graduation, and additional
opportunities including apprenticeships, cooperatives, fellowships, grants,
internships, and scholarships,

ﬂ Saved Jobs &

w® ‘ Saved Documents a
=) Resumes a

(e Application Status «

“:“ﬂ Job Search Agents a

Site Map  Contact s Help/FAQ:  Employers  Privacy Act and Public Burden Information

Thiz is a United States Office of Perzonnel Managerment website,
USAIOBS iz the Federal Government's official one-ztop source for Federal jobs and employrment infarmation,




Finding the Jobs—USAJobs

Most Popular Jobs

Top Occupations in Demand

and is cumulative through the past calendar month,

*Postings are not equal to Job openings.

Tip: Sort data by clicking on the header links below,

Occupation

Simply click on an occupation title to see it a list of current open job postings.

Information Technology Management Specialist

Managerment and Program Analyst
Administration & Prograrm Staff
Medical Officer

Murse

Office Clerk / Assistant
Contract Specialist

Business and Industry Specialist
Engineer, General

Hurman Resources Specialist
Auditor

Financial Adrninistrator
Engineetr, Ciwvil

Engineer, Mechanical

Logistics Managerment Specialist

Engineer, Electrical

Telecommunications Specialist

Educational and Training Program Specialist
Biological and Matural Resources

. Engineering Technician

Views Engineer, Electronics

Cne of the kevs to landing vour perfect 1ob is staving up to date an the latest federal hiring trends and we're
here to help. This page displays the top 50 Federal occupations with the most postings® in this calendar vear

Postings

2582
1617
1550
14351
1332
Q42
91z
d51
g51
=]
Fog
a6z
635
59z
563
520
467
454
=49
=40
431



Finding the Jobs—USAJobs

earchJobs 4 My Account Hh]f{) Center

WCIRKNGJ

OBS

FOR AMERICA'

My Accol

Paul Binkleyg

Current Goj
Finish disserty

Info Center - Main Page
Supplernental Farms
Individuals with Disabilitias
Weterans

Students

Senior Executives

Feature

Searchable FAQs

Search Jobs Kevword Tips @

What: (keywords) ithere: (city, state or 2ip codg

Browse Jobs = Advanced/Intemational Search »

/ Highlights from USAJOBS

5 0pen in the government o the country's young people? Check out

F an internship, entry level job, or just want to explore the

el 1120 StUCRNTES page At hitp:/www Usa)obs.qov/studentobs/, From

Last [ogin; 3

eoin

hiere you can find information on Government-wide hinng programs for
students, entry level employment upon graduation, and additional
opportunities induding apprenticeships, cooperatives, tellowshins, grants,
ntemnships, and scholarships,

ﬂ Saved Jobs 4

-

Welcome Paul! | Sign out




Finding the Jobs—USAJobs

‘ BRIEF VIEW ‘ DETAILED VIEW

Search Results 1-10 of 10 Page: [1]

Page 1of 1

Closing Job Summary

Agency

8/11/2010 Management & Program Analys

Y Expand

8/11/2010 Management & Program Analyst

+ Expand

12/7/2010 Management and Program Bnalyst

Y Expand

12/7/2010 Management and Program Analyst

+ Expand

3/19/2010 Management and Program Bnalyst

Y Expand

4/2/2010 Contract SpecfAdmin/Neq. Proc
Analyst (Supvy fNon/Lead)

Homeland Security, Customs
and Border Protection

P View Map

Homeland Security, Custams
and Border Protection

P iew Map

Homeland Security, Customs
and Border Protection

P View Map

Homeland Security, Custams
and Border Protection

P iew Map

Transportation, Federal
dviation Administration

P iew Map

General Services
ddministration

Location

Salary

=M1 -Mew
Tork

Save Job

S-MY-Hew
‘fork Queens

Save Job

S-MY-New
Tork

Save Job

S-MY-Hew
‘fork Queens

Save Job

5-HY-
tirestbury WY

Save Job

S-NY-New
ork City

L EAN LIRS

| Mare like this

$71,674.00+

| Mare like this

$47 44800+

| Mare like this

447 448,00+

| Mare like this

$43,052.00+

| More like this

$50,154.00+

& Save this search and email me jobs

Current Search

® Only Jobs Open To ALL U5, Citizens
O ALL Jobs (I'll Determine If I Can Apply) @

You Added ... @

programm analyst Remove E

new york Remove E3

Clear all And Start Hew Search B

Refine Your Results

b Salary

b Grade

} Occupations

} Agencies

} Posting Date

» Work Schedule

} Exclude These

[ RS5 Feed Of This Search @




Analyze & Decide
5

* Read through the entire position
* What is your time worth?
* Pay attention to specific requirements of job

* Do you have the skills, abilities, education the
position demands

* Do not apply for every position
* 80% Rule



USAJOBS

"WORKING

FOR AMERICA"

Search Johs

Feyward Tips @

|What: (keywords)

| |Where: (U5, city, state or zip code) | °

Browse Jobs = Adwanced Search =

International Search =

‘:w| OVERVIEW | DUTIES | QUALIFICATIONS & EVALUATIONS | BEMEFITS & OTHER INFO

; "‘m- B L] #
ﬁj“‘*’f ', US. Citizenship
Ja £ K

./ and Immigration
el Services

Job Title: MANAGEMEMNT AMND PROGRAM AMALYST
Department: Department Of Homeland Security
Agency: Citizenship and Immigration Services

Job Announcement Number: CI

SALARY RANGE:

5-PIM-361400-VER

£31,315.00 - £50,431.00 fyear

OPEM PERIOD:

Friday, July 02, 2010 to Friday, July

23,2010 |

SERIES & GRADE:

G35-0343-05/07

POSITION INFORMATION:

Full TimeCareer/Career Conditional

PROMOTION POTENTIAL:

a9

DUTY LOCATIONS:
WHO MAY BE CONSIDERED:

JOB SUMMARY:

Many vacancies - LINCOLMN, ME
United States Citizens

U.5. Citizenship and Immigration Services secures America's promise as a nation of

imrigrants by providing accurate and wseful information to our customers, granting
immrnigration and citizenship benefits, promaoting an awareness and understanding of
citizenship, and ensuring the integrity of our immigration system,

“All applicants are now required to submit an OF306, Declaration for Federal
quidance on this

Employment, as part of their

application packaae.

For further

HOW TO APPLY

|G|:| to section of this Job: V|

Apply Online »
Print Preview »

Save Job 3

Share Job »

Agency Information:

S Citizenship and Immigration
Services

70 Kimball &ye

S Burlington, &T 05403

LISa,

Questions about this job:

HFE. OFERATIOMNS CEMTER-TEAM FOLUR
Phone: (B02)560-1144

Email: HROCTEAMA@DHS . GO

Job Announcement Number:
CIS5-PIN-361400-VER
Control Number: 1953194




Analyze & Decide: Tips

e Continuous openings

Apply Online »
] ] Print Preview »
aun ' S
Management & Program Analyst Save Job »
1o he dta

Share Job »

Agency Information

Who May Apply:

Relocation Expenses:

hp.d

Job Announcement Number:
6E2-0CA-DE
GControl Number: 1720151

Duties

Additional Duty Location Info:

—_—— C -
iy Start Em QOEBDE rEIanX-MIC..‘ riZi Applving to... 9 2 Google ... | Miscellaneous rE Microsoft E... Ql)- .%EJ 10:16 AM




Analyze & Decide: Tips

e Applying more than once to a position

Apply Online »
Print Preview »
aun

Management & Program Analyst Save Job »
t b o

dt

Share Job »

Agency Information

Who May Apply:

Relocation Expenses:

hp.d

Job Announcement Number:
6E2-0CA-DE
GControl Number: 1720151

Duties

Additional Duty Location Info:

—_—— C -
iy Start Em QOEBDE rEIHbDX-MIC..‘ riZi Applving to... 9 2 Google ... | Miscellaneous rE Microsoft E... Ql)- .%EJ 10:16 AM




i
Analyze & Decide
-~ OO O OO0 0

Questionnaire 80% Rule
Department of Education position
23 “All Grade Questions” specific to position, including:

1. Prepares budget and financial reports containing statistical
data.

2. Monitors the use and rate of expenditure of budgeted
funds.

3. Accesses automated financial systems to review financial
activities of a program or unit.

7. Develops plans for expenditure of program or S&E funds.

11. Develops cost-benefit analysis of proposed budgetary and
program actions.



Applying: Federal Resumes
- @@ @

Same as Applying to Non-Federal Positions

“Outline” or “Modified Chronological” type
KEY WORDS, KEY WORDS, KEY WORDS

- Include as much information that is relevant
- Make the information easy to find
Importance of dates
Achievements/Accomplishments

Use your online USAJobs resume as a guide for
structure/layout




Applying: Federal Resumes

Also Includes:

Social Security Number
Previous Supervisor
Contact Supervisor?
Salary

Objective/Job Number

Candidate Information )

Mote: If your resume is confidential, this information will not be visible to recruiters performing
resume searches. Learn more.

¥ Name Your Resume

* First Name abraham
Middle Name r
* Last Name Lincolll

* Social Security
Number

* Home Address 111 Partnership Street

Home Address 2

What is this?

**-0999 Edit Social Security Number

* City/Town \Washington

* State/Province District of Columbia
* Postal /7IP Code

* Country

* Email

* Day Phone

@ NO Does this 3

Selective Service

Check this box if you are an adult male born on or after January 1st 1960, and you
registered for Selective Service between the ages of 18 through 25.




Sample resume

Abraham Lincoln
1111 President Drive/ Washington, DC 20005
Ewvening Phone: 202 200 2222/ Email: alincolni@pastpresidents.com

Country of citizenship: Unit=d Stat== of Am=rica
Veterans' Preference Mo
Highest Grad e; =5-02-7, 0eS 200308 210
Contact Curment Emp loyert ==

AVAILABILITY Job Type: Permane=nt
Tempomarny Promotion
Fedemral Carmer Intem

Work Schedube; Full Tirme=

DESIRED US- Do -Was=hingtonMetro

LOCATIONS
LS 8- Miosrfhemrn

WO RK EXPERIENCE Yirginia Cooperative Externsion L2006 -4 72007

Fani rfang, WA US Salary: 20 USD Per Hour
Hours perwesk: 40

Program Coondinator

- Chrerzes three mentonring programs in limited resowros communities

- Bi=cmuit, train, and manrage 25 adult mentors and 30 youlh

- D=velop marketing and training matensls for u=e= in FM P programs and other county
mentoring initiathres

-Wirite and manage program granks, Hire cut=side contradors for grant implementstion
-Communicate in Spanish with program participants and their families { Contact
Sup=rvisor: Yes, Supsrisor's Name: Chede Jackson, Supsrvisor's Phone: 703- 334-5365)

.5, Consulate (Departmentof Stabe) 62005 -8 /2005
Milan, Lombardy Itahy Grade Level: NA
Hours perwesk: 45

Political and Economic Secton Intem , HA
- ===arched and wrot= regional =coromicand political Briefs for US &mbaz=ador's Milan
oomsulate district wisit=




Applying: Outline Format

Management and Program Analyst position, U.S. Department of Homeland Security

[™ USAJOBS - Search Jobs EEIE

< C A | T htp/fobvisw.usaiobs. gov/GetIob. aspx? JoblD =889 78 7568 JobTite =MAMAGEMENT + AND +PROGRAM+ ANALYST B O~ &~

impacting organizational activity. These may include:

Budget methodology and contral,

Statistical research and perfarmance measurement.
Information systems.

Management technigues and theories.

Crganization structure.

Flanning and control systems.

Flanning andfor conducting special studies.

Yoo il

mplement, coordinate, andfor oversee a variety of management programs impacting the
arganization's activities.

Develop andior evaluate policies in assigned areas of responsibility.

Frovide technical assistance and support to management in a variety of matters relating to
planning activities.

Develop, implement, andior monitor management information systems.

Frepare andfor provide briefings and presentations on analktical findings and recommendations.
Develop new andfor recommend changes to existing issuances and directives.

Assistin representing the organization at meetings and conferences.

t4 start EwmoBOE 7/En T, Microsoft .. = 5 : . | E12 Microsoft ... = 'f)ﬁ{!*-") 1:47 PM




Applying: Outline Format

MARGARET CHAPLIN
2980 Thunder Hill Road » Columbia, MD 55555
555.555.5555 « mchaplin@aol.com

EXPERIENCE

L) == = =y
e ] als ]

Key Accomplishments

PRODUCTIVITY: Boosted productivity from 110 to 178 cases per hour, in 90 days, through
implementation of a targeted training program.

FINANCIAL SAVINGS: Slashed overtime by 51% through efficient training reforms, resulting in
the decrease of average monthly overtime from 37% to 18.8%.

QA/QC inspections.

PRDPERTY ACCOUNTING: \Dversee and control property accounting procedures involving
~Storage, Distribution, Audits, Supply Locator System, Supply

Safety and SEGurlty’ Dperatlﬂns POL, and Authorized Stockage List. Evaluate programs,
constantly analyze data and systems, identify and report trends, and recommend specific
courses of action to resolve |logistical supply or technical problems. Monitor stock record control
and render technical advice to management and subordinates in resolving materials
management problems.




Applying: After Submission 2
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. Questionnaires

- May include short answers to back up self-
assessment of skills

. KSAs: Knowledge, Skills, and Abilities



Applying: Questionnaires

14. Examines financial procedures, documents, and reports for completeness, validity,
and gquality.

{_':} I have not had education, training or experience in performing thiz taszk,

{:} I have had education or training in performing this task, but have not vet performed it on the
job.

{_':} I have performed this tazsk on the job, with close supervizion from supervizor or zenior emplavee,

{_':} I have performed this tazk as a regular part of the job, independently and usually without review
by supervizor ar zenior emploves,

Thizs tazk has been a central aor mmajor part of iy work, I have performed it myself routinely, and

I have trained others in performmance of this task andfor others have consulted me az an expert
for aszistance in perdorming this task,

15. Applies Federal budget and appropriations processes, laws, regulations, policies and

procedures governing an agency s salaries and expenses budget formulation and
execution activities.

{_':} I have not had education, training or experience in performing thiz taszk,

{:} I have had education or training in pedorming this task, but have not vet perfarmed it on the
job.

{:} I have performed thiz tazk on the job, with cloze supervizion from supervisor or senior emplovee,

{_':} I have performed this tazk as a regular part of the job, independently and usually without review
by zupervizar ar senior emplayes,

Thizs tazk has been a central aor mmajor part of iy work, I have performed it myself routinely, and

I have trained others in performmance of this task andfor others have consulted me az an expert
far aszistance in performing this taszlk,




Applying: What is a KSA?

HOW YOU WILL BE EVALUATED:
What Knowledge, Skills and Abilities are Required for this
Position?

The following Knowledge, Skills and abilities (KSA'sY are reguired -
for this pnsiaun: ; { : ; SpeCIﬁcally address

each KSA in your
application, providing

Ability to communicate orally.

ability to communicate in writing. examples of how your

Ability to work with data on a computer. experience prepares

ability to organize the wark flow of clerical and administrative

support functions. you for this role

G5-07:

To preview questions please click here.

«+ Back to Search Results

Overview | Duties | Qualifications and Evaluation | Benefits and other Information | How to apply




%
Applying: Writing KSAs
- @ O O @O0O0O0O0O0O0O@O@Oo@o @ 6@

Context
Describe the specific problem you had to address. What did you
have to solve, resolve, respond to, handle, etc.?

hallenges
Describe the factors that contributed to a particular challenge such
as budget cuts, new legislation, institutional reform, new goals
from upper management, etc.

Action
Describe the steps you took to solve the problem. Stay away from
the ordinary — be extraordinary in your response!

Result
Describe the outcomes of your actions — use %, #s, grades. What
was the difference you made — highlight THE BEST.



Applying: KSA Summary Tips %
- @ @@ @ — @@

Address key words/phrases mentioned in the
position description

Tie personal experiences to each KSA
Use illustrative examples

Focus on outcomes to which you directly
contributed

Use plain language, without acronyms

Review answers to ensure they are succinct, easy to
read and grammatically correct

Save for other applications



What happens after o

application is submitted?
> OO O OO OO

. Rating on 100 point scale (Veteran’s preference)

. Candidates split into three categories:
- Best Qualified
- Well Qualified
- Qualified

. Applications forwarded to hiring manager for next
steps—interviews (BQs not always forwarded)

. Hiring managers can offer to any one in top category,
but veterans are moved to the top of any category



Related Websites

www.USAJobs.gov

www.avuecentral.com

www.resume-place.com

www.opm.gov/oca/1otables

www.opm.gov/fedclass

www.makingthedifference.
org

www.fedscope.opm.gov

www.bestplacestowork.org

www.wherethejobsare.org

www.americajob.com

www.fedjobs.com

www.fedworld.gov

www.govloop.com

http://members.cox.net/govd

ocs/govspeak.html

http://www.usa.gov/Agencies/Fed
eral/All_Agencies/index.shtml
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http://members.cox.net/govdocs/govspeak.html

Shameless Plugs

o GovLoop Rock Your Resu
GO
Gg=
Rock Your Resume

o Student’s Federal
Career Guide, 2nd Ed




