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Agenda 

• Current Competitive Hiring Process 
• OPM Hiring Reforms & Pathways 
• Finding the Jobs 

• Agency, Title, Salary 
• USAJobs  

• Applying 
• Analyze and Decide (80% rule) 
• Federal Resume 
• Questionnaires & KSAs 

• Summary & Web Addresses 
 



Competitive Hiring Process 

• 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 

• 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 

• 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  
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Finding the Jobs 

Index of U.S. Government Agencies 



Finding the Jobs 

Using Acronyms to Find Federal Opportunities 



Finding the Jobs 

FedScope (www.fedscope.opm.gov) 



Finding the Jobs 

• 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  



Finding the Jobs—USAJobs 



Finding the Jobs—USAJobs 
Most Popular Jobs 



Finding the Jobs—USAJobs 



Finding the Jobs—USAJobs 

 



Analyze & Decide 

• Read through the entire position 

• .3% read description thoroughly 

• 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 

 





Analyze  & Decide: Tips 

•Continuous openings 



Analyze  & Decide: Tips 

•Applying more than once to a position 



Analyze & Decide 

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 

 



MAKINGTHEDIFFERENCE.ORG 

Sample resume 



Applying: Outline Format 
Management and Program Analyst position, U.S. Department of Homeland Security 



Applying: Outline Format 

Key Accomplishments 

 



Applying: After Submission 

• Questionnaires 

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

 

• KSAs: Knowledge, Skills, and Abilities 



Applying: Questionnaires 

 



Applying: What is a KSA? 

Specifically address 
each KSA in your 
application, providing 
examples of how your 
experience prepares 
you for this role 



Applying: Writing KSAs 

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

Challenges 
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 
application is submitted? 

• 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/10tables 

• www.opm.gov/fedclass  

• www.makingthedifference. 
org  

• www.fedscope.opm.gov 

• http://www.usa.gov/Agencies/Fed
eral/All_Agencies/index.shtml 

 

 

• 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  
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Shameless Plugs 

 GovLoop Rock Your Resume 

 

 

 

 Student’s Federal  

Career Guide, 2nd Ed 

 


