USAJobs APPLICATION PROCESS
Jobseeker Dream Applicant locates the announcement in USAJOBS for which he wants to apply and clicks on the “Apply Online” button on the right-hand side of the announcement.
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Dream is sent to “My Account,” the member account he created earlier in USAJOBS.  Here, he highlights the résumé he wants to use for the job, and chooses the documents he wants included in his application.  Dream clicks the checkbox next to a verification statement to certify that his application is accurate.  Then he clicks on the “Apply for this Position Now” button.  
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USAJOBS allows your application for employment maximum flexibility by giving you the ability to
have up to five attachments along with your resume such as: DD-214, SF-15, SF-50, OF-306,
Transcripts or other types of documents.
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You have saved 0 of 5 possible documents.



Dream is taken to the Application Manager website. The Questionnaire for the announcement he’s applying for is displayed, along with the navigation box to guide him through the process.  For most jobs, Dream will click a list of task items to state whether he’s an expert, experienced, learning, or not familiar with the task.  No long narratives!
When Dream reaches the “Upload Document” page, the system will display the documents that were brought over from My Account in USAJOBS.
Then Dream checks his application to make sure everything is there, and clicks on the “Submit My Answers” button.  That’s it!
Applicants who cannot apply online can fax their applications instead to a central processing center, using a special form as a cover sheet.
Need help?  Contact USAJOBS, the Application Manager help desk, or the HR specialist announcing the vacancy.  USAJOBS also provides online tutorials on using their site.

USAJOBS FEATURES
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USAJOBS' Resume Builder allows you to create a uniform resume that provides all of
the information required by govemment agendies. Instead of creating multiple
resumes in different formats, you can build your resume once and be ready for all
job opportunities.
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Format: USAJOBS Resume
‘Source: Built with USAJOBS Resume Builder

Resume 2: test Status: Not Searchable
View | Edit | Duplicate | Delete Make Searchable

Format: USAJOBS Resume
‘Source: Built with USAJOBS Resume Builder

Build New Resume  » Upload New Resume »

You have created 2 of 5 possible resumes. You are able to upload and store 2
uploaded resumes; you have created 0 of 2 possible uploaded resumes.




USAJOBS provides a free résumé builder service.  Applicants fill in the blanks to complete their résumé.  The résumé builder is designed to ask for information required to show the applicant is qualified.
Applicants can also upload résumés (this feature was added at VA’s request).  Applicants who upload résumés should make sure all the information needed is included.
Applicants can check the status of their applications in the “Application Status” area:
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When the applicant clicks on the link for “more information,” they go to Application Manager for more details about their application, including status and copies of documents submitted.  Status is updated when the application is received, rated, and referred, and also when a selection is made.  This is in addition to notices that are sent directly to the applicant.
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Vacancy ID: 102352

Biographic Information
ity Information

Other Information

Assessment Questionnaire

Job Title: HR Specialist (Ques & Written Test)

Announcement Number: Test 0803 LMR
USAJOBS Control Number: 1149859

Section1
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Section2
Section 3
Section 4
Section§
Section &

Documents

Uplo:
‘Submit My Answers.

ViewPrint My Answers

\ )

Save

User: SLMEADOW

Upload Documents
1. Select Document Type:

2. Click "Browse” to locate a file and click
"Open” to attach it

3. Click "Upload”

Resume 3/25/2008 5:59:23 P
USA108S Porfolio 3/25/2008 5:59:28 PM
USA108S Porfolio 3/25/2008 5:59:28 PM

USA108S Porfolio 3/25/2008 5:59:28 PM

Understanding This Table:

elect a Document Typ:

Upload

4. When the message "Upload Successful” appears, repeat steps 1-3 to upload any additional supporting documents.

Documents On File

USAJORS Pracessed
USAJ0BS Ausiting Ratrieval from USAIOBS
USAJ0BS Ausiting Ratrieval from USAIOBS

USAJ0BS Ausiting Ratrieval from USAIOBS

Documents on the table above with a Status of Processed have been successfully received and attached to your application; no
further action on thern is required. Uploaded Documents move from Awaiting Virus Scan to Processed in a matter of minutes.
Faxed documents may take 24 hours o more to appear as Processed

Browse.
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Applicants can save documents such as transcripts, Notification of Personnel Actions (SF-50), and military service certification (DD-214) in their account.  When applying, the applicant simply selects the documents he or she wants to include with the application.
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Applicants can even save links to the jobs they want to apply for while they are searching.   Then, after entering their member accounts, applicants can use the links to return quickly and easily to jobs they had looked at earlier.
“Job Search Agents” allow applicants to identify in their account the type of jobs they want to apply for.  When a matching announcement is posted, applicants are instantly notified by email. 
