USA Staffing

¥ Great Government Starts Here®

Application Training Exercise 2: Applying to an Announcement

Now that you have completed the online portion of training for Application, it is time to practice what you have learned.
Use this step-by-step guide to help you practice this lesson. Retain your notes to assist you with other lessons.

Applying to a job requires a Login.gov account, a completed USAJOBS profile, and a released, and open, USA Staffing
announcement. If you already have a Login.gov account and USAJOBS profile in the test environment, you can skip the
first practice exercise and proceed directly to this exercise.

e Login.gov Account & USAJOBS Test Profile: To test whether or not you have a Login.gov account and USAJOBS
profile in the test environment, go to: https://www.uat.usajobs.gov/ , click Sign In at the top of the page, and

attempt to sign in. You will be directed to Login.gov to sign in with your e-mail address and password. The
system will require you to enter a one-time security code you receive via text or phone call. If you don’t have a
test account, use the Practice Exercise 1 to create one.

e USA Staffing Upgrade Announcement: To practice the application process you will need a test announcement
that was created in the USA Staffing Upgrade environment that is currently open. If you are taking this course in
the standard staffing order you created and released an announcement in the last module and can use that one.
If not, work with your Office Administrator to get a sample job announcement that you can apply to for this
exercise. The person with access to the announcement in USA Staffing will be able to provide you with a direct
access link to the announcement from the Announcement Text page.

The Announcement | Am Going to Apply to:

To access the entire practice training series on the USA Staffing Training Resources page at:
https://help.usastaffing.gov/ResourceCenter/index.php/USA Staffing Training Resources .

Applying to An Announcement
1. Go to the Test USAJOBS environment: https://www.uat.usajobs.gov/ . Click the Sign In button at the top of the

page and sign in to your Login.gov account for USAJOBS.

USA]OBS #) signin | @ Help Q, search

SHAPE AMERICA'S FUTURE

Find your it in the Federal Government

Create Profile

Image 1: USAJOBS login page with the Sign In icon highlighted.
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2. While you are signed into your USAJOBS account, click on the direct access link for your test announcement. (Or
search for and find your announcement using the control number if the job is not designated as Internal Merit
Promotion.) You should see your test applicant name at the top of the page. If the Apply Online button is not
displaying in your view it means the job is either not currently open or someone un-checked the Apply Online

option on the Settings page.

USAJOBS

Program Analyst

Office of Personnel Management

@ telp Q search

Cwarview Locations Dt Fgaremantz Frgquived Documeres Berains Hom 2 gl
©ip Quilp
Overview This job is open to
Open & clazing dates Service Fedral amployses uo et the definiion of 2 ‘surphe’ or
01/08/2019 t001/14/2019 Competitiie “diplacad amgliyos
Pay scale & grade Salary 0 Fedaral - i sarvice
658 25,0000 §35,000 per year Cumsnt o farmer compesitis serwice dual smploysis.
i Individuals with disabilities
Appaintment type Wiork schedule ©
Permanant Ful-Time
Recent graduates
grachusned fram a
InstRute o cart s prageam wAtSIn the st 2 yearz or e for
—
R ©uidn ‘Students
Locations (e = =1 L
high schaol to graduate level. Inchudes Intermships, pativeays and
Lvacancy inthe following locations: [P —
@ Boulder, O @ Fairfan, VA
- “
Relocation expenses reimbursed Telewark eligible
H s delermined by agency ool
o wsis vetermined by agency policy Brint i e
Announcement number
. o DEST-106T7303-15-RD
Duties
Cantrol mumber
Summary 1251943900
Dt e e e T TR
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Program Analyst

Office of Personnel Management

[ Lesatons Duties Frgaremeriz Fequned Documenes Bercin Hom 2 gl
Dy Dl
Overview This job is open to
Opan & closing dates Sorvice Federal Emelnyess wromeet the definfion of 8 sk’ or
DL/08/2018 to 01/ 14/201% Competitive sl ampioyws
Pay scale & grade salary Q Fedeml - sarvice
Gea 525,000 10 535,000 per pear Cument o formar cempatitha service adual amployess.
Appaintment type Work schedute ©  Individuslewith disabilities
Fermanent FullTime:
Eecent graduates
prachusned fiam s
it o cert et program wAteinthe (a2 yeara o prars e
—y
Bl
Locations
Lvacancy in the following locatisns:
@ Boulder, €O  Fairfax, VA
@ Seattle, WA
Relocation expenses reimbursed Telework ligible
No s i ebenmined by ageney policy
BFiint 4§ share Sae
Announcamant numbar
Bicip TTI0
. DEST-L00TTI03-19-70
Duties
Control number
Summary L3900
Dt e e e o

Image 3: An open announcement on USAJOBS with the Apply button highlighted

the page on the right side.

. The Apply button is toward the top of
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4. The Welcome to the USAJOBS Application Process page will display. To begin, click Start Application.

Welcome to the USAJOBS Application Process

This step by step process will help you select your resume and documents (if required) for submission to the agency hiring
for this position. Once you have reviewed your application, we will send you to an agency system where you will complete

and submit your application.

(O 0o not show this message again Start Application

Image 4: Welcome to the USAJOBS Application Process.

5. To begin the transfer, select a Resume. Select Save & Continue.

USAJOBS

- Waren @ Help Q, Search

Select Resume

Instructions

select the resume that you want to submit & part of yeur application. You cannot progress to the next
step wnbil you select a resume, You can only submit one resume,

If the resume you want to submit ks not displayed, select "hdd Resume” to either uplead a new resume or
to create one using LSAIORS Resume Ruilder, Any resume you upload, create ar delets will autsmatically
be reflected in your account. USAJUES stores up to five resumes. so you may need to delete an existing

tesurne Lo wpload or build 3 new one.

Your Resumes *=r=

Add Resume

Program ...t for HR:

Uploaded 12/17/201%

View | Delete

Acceptabla Farmats. -

Uploaded resumes must be less than IMB
and in one of the fallowing document
formats: Gik, JPG, JUEG, PNG, RIF, 1X1,
FOF ur Word (00T o DOCK).

Do Not Include in Resume
o Classified information

o Social Security Number [S5H)

o Photos of yourself
o Persanal or sensitive information
o Encrypted and digitally sizned
doruments
Helpful Links
Vit should linclude in my resume?

Save & Continue

Image 5: Step 1 in the USAJOBS transfer- Select Resume.
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6. Select any documents you want to transfer. Select Save & Continue.

USAJOBS 2 e 0 - q s

Select Documents Mo 4

Instructions

=T

Image 6: Step 2 in the USAJOBS transfer-Select Documents.

7. Review the documents that will be transferred, click the Acknowledgement at the bottom of the page, and click
Save & Continue.

USAJOBS & rann @ Q e

Review Package L

Your Rk Ade/RenoveEmma

Your DOCUMES e femeu oo

BOaH Brell

00 234 L1700

Image 7: Step 3 in the USAJOBS transfer- Review Package.
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8. Next indicate if you would like to transfer your demographic information to USA Staffing and select how you

heard about the job. When ready, select Save & Continue.

USAJOBS

Include Personal Information

1 do not volunteer to provide my demographic information to
help improve the hiring process.
Sowe can better in the fut sse tell us hows you heard about this job. Please choose

the best eption availsble.

Isearched the USAJOBS website.

Ireceived a USAJOBS saved search email

153w iton an agency website.

An agency employee told me about it

it Liob fr, Meetup, etc
search agent other than USAJOBS.

Iheard it on the radio o saw a TV advertisement.

Viound it threugh a professional arganization

Isaw it on a schoal or univ

Other

I prefer not to answer

This information will never be used for hiring decisions or sent to the hiring manager. Information abaut you
process.

& Karen @ Hel Q search

helps us improve the hiring

Save & Continue

Image 8: Step 4 in the USAJOBS transfer — Include Personal Info.

9. Now you will certify the information you are submitting is true and submitted in good faith.

USAJOBS

Applying o
Program Analyst

Office of Personnel

my applicati
d made in good faith, and that |
kexperience,

Image 9: Step 5 in the USAJOBS transfer — Continue Application with Agency.
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10. Now you will see the Continue to Agency message.

Continue to Agency

USAJOBS

You are being sent to the Office of Personnel Management application system to Continue your application. Your resume,

(s) and profile i ion will be d as well.

Image 10: Continue to Agency page.

11. When you reach Application, the page will show the retrieval from USAJOBS. Once the page is Done, you can

select Continue.

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT

Application Progress

Position Title

Agency

Announcement Number
Open Period

e Help Center ~ & Karen Barrett ~

Program Analyst

OfFfice of Personnel Management

DEST-10097751-20-RB

Saturday, December 14, 2019 to Monday, December 23, 2019

Application Package Status: Application Incomplete

Welcome Karen Barrett!
IFyou are not Karen Barrett please return to USAJOBS.

Please wait while we retrieve your information from USAJOBS.

Thank you for your interest in the GS-9 Program Analyst position.

Continue

v

Over the next few pages we are going to verify and collect pertinentinformation to help you complete your application for this
position. You will be able to review and then submit your application to the Office of Personnel Management.

Image 11: Welcome page of USA Staffing’s application.
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12. If this is the first time this account is applying to this organization you will receive the Personal Security
Information page. Complete the three required items. Subsequent applications to the same USA Staffing
organization will not require this page. For training purposes use:

a. Month of Birth: 01
b. Day of Birth: 01
c. Last 4 of SSN: 9999
Use the Continue button to advance to the next page for each page in this system.

2] Help Center ~ & Karen Barrett ~

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Application Progress

Position Title  Program Analyst
Agency  Office of Personnel Management
Announcement Number  DEST-10097751-20-RB
Open Period  Saturday, December 14, 2019 to IMonday, December 23,2018

Application Package Status:  Application Incomplete

Personal Security Information:

For security purposes, please select your month and day of birth, and enter the last Four digits of your Social Security Number.

Ienth of Birth Day of Birth Last 4 digits of Social Secuity Number
— Select - v — select —
Continue

Image 12: Personal Security Information page.

13. Next you will review the Biographic Information page. The information is transferred from USAJOBS. Any
updates to this page will not update your USAJOBS account or any other applications.

O applications [ Assessment~ () Documents 2] Review & Submit @ Help Center ~ & Karen Barrett ~

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Application Progress
* 3 s

Position Title  Program Analyst
Agency  Office of Personnel Management
Announcement Number ~ DEST-10007751-20-R8
Open Period  Saturday, December 14, 2019 to Iionday, December 23, 2018

Application Package Status: Application Incomplete

Biographic Information

First Name liddle Name Last Name Suffix
Karen Barrett

Home Address
23 Sky Lane

Home Address 2

City / Te State / Territory / Postal Code Country
Province
Erie 80516 United States
Colorado
Email Address Country of Citizenship
usashd202303@gmail.com United States

Phone Numbers

Mobile v J

Add Phone Number

Continue

Image 13: Biographic Information page.
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14. Next you will go to the Eligibilities page. Complete the questions on this page. Note: Your options will vary

depending on what was selected when the Announcement was created.

Position Title  Pr
Agency

Announcement Number
o ¢

Eligibilities

1. Do you claim Veterans’ Preference

® A No,ldonot claim Veteran

D.  10-point preference for non-<compensable yor P art (XP)

E. 10-point preference b

d on & compensable

ity of at lea:

F. 10point preference based

wfwidower or parent of a di

d veteran, o spo

10-point preference based on a compensable service connected disability of 30% or more (CPS)

2. Are you a veteran who sep

om active duty under hanorable condi

ans AFfairs showing a compens

ice with 8 service-connected disability rating of 30% or more.

est Cestificate of Relesse of Discharge from Active D 214 (copy indicating character of service) of
s character of service. Please also provide the disability letter from the Department of Veterans
airs or Armed Service and the Application for 10-Point Veteran Preference, Standard Form 15,

For more information, review USAIOBS Ve

A Yes

®8 N

For more information, review USAJOBS Veterans resources.
A ves

@8 No

3, Are you currently emplayed by the agency hiring for this position?

ployee displaced from the ag this position? If yes, confirm:

IF yes, confi

y and
¢ the equivelent

You will be required to subm

porting documen ur claim of ICTAP eligibility such s a Reduction in Force (RIF)
separation natice or a Proposed Removal/Sep of your latest Notification of Personnel Action, Standard Form 50. For

ion, review the USA JOB

Continue

Image 14: Eligibilities page.
15. If the Announcement has any Preferences, you will be asked to select them next.

© Help Center ~

Application Progress

Position Title  Program Analyst
Agency  Office of Personnel Management
Announcement Number ~ DEST-10097751-20-RB
Open Period  Saturday, December 14, 2019 to Monday, December 23, 2019

Application Package Status: Application Incomplete

Preferences

1. Select the locations you want to be considered For. You must choose at least one location.
A, Boulder, CO
B. Fairfax, VA

Continue

Image 15: Preferences page. This job has one preference, location.
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16. Now you will complete the Assessment page.

Application~ [ Assessment~ O Documents [2 Review & Submit (2] Help Center ~
UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Application Progress
~ T e Heco ,‘J c i ) Position Title  Program Analyst

Agency  Office of Personnel Management
/ Announcement Number  DEST-10097751-20-RB
Open Period  Saturday, December 14, 2019 to Monday, December 23, 2019

Application Package Status: Application Incomplete

Assessment 1

We will evaluate your resume and responses to this Assessment Questionnaire to determine if you are among the best qualified for this position.
Your responses are subject to verification and must be supported by your resume and supporting documents.

1. Select the one statement that best describes the experience and/or education that you possess that demonstrates your ability to perform the
duties of a G5-09 Program Analyst.

O A, I have one year of experience, equivalent to the GS-7 levelin the Federal service, providing program analysis and business management
support to management within an organization, and working and with a team of individuals on developing and implementing projects that
impact multiple offices. Examples of qualifying spedialized experience include providing managers with objectively based information for
making decisions on administrative and programmatic aspects of agency operations and management, by accomplishing a wide variety of
assignments concerned with effectiveness and efficiency of programs and operations, and performing work flow analysis, budgeting, data
analysis, cost management, and risk assessments.

O B. | have a master's degree or equivalent graduate degree, or have completed 2 full years of progressively higher level graduate education

leading to a master's degree in such fields as in business administration, accounting, financial management, economics or a closely related field,
which provided me with the knowledge, skills and abilities necessary to perform the work of this positi

n.
(SN | have a combination of specialized experience as described in "A" above and graduate education as described in "B" above. To combine
education and experience, determine your total qualifying experience as a percentage of the experience required for the grade level. Then

determine your education as a percentage of the education required for the grade level. Finally, add the two percentages. The total percentage
must equal at least 100 percent to qualify.

QD I do not possess the experience and/or education described above.

Select the one statement that most accurately describes your training and experience carrying out each task using the scale provided.

2. Research existing Federal policies, laws, and regulations to develop procedures for new agency-wide travel program initiatives.

O A. I have not had education, training, or experience in performing this task.
QO B. I have had education or training in how to perform this task, but have not yet performed it on the job.
O C I have performed this task on the job. My work on this task was monitored closely by a supervisor or senior employee to ensure

compliance with proper procedures.

O D. I have performed this task as a regular part of a job. I have performed it independently and normally without review by a supervisor or
senior employee.

OE | am considered an expert in performing this task. | have supervised performance of this task or am normally the person who is consulted
by other workers to assist or train them in doing this task because of my expertise.

3. Advise managers regarding leave administration under bad weather dismissal or other special circumstances.

O A. I have not had education, training, or experience in performing this task.
O B. I have had education or training in how to perform this task, but have not yet performed it on the job.
O C I have performed this task on the job. My work on this task was monitored closely by a supervisor or senior employee to ensure

compliance with proper procedures.

O D. I have performed this task as a regular part of a job. I have performed it independently and normally without review by a supervisor or
senior employee.

OE | am considered an expert in performing this task. | have supervised performance of this task or am normally the person who is consulted
by other workers to assist or train them in doing this task because of my expertise.

4. Assess the effectiveness of a human resources recruitment process in meeting management's staffing needs.

O A I have not had education, training, or experience in performing this task.
QO B. | have had education or training in how to perform this task, but have not yet performed it on the job.
(SN | have performed this task on the job. My work on this task was monitored closely by a supervisor or senior employee to ensure

compliance with proper procedures.

QO D. | have performed this task as a regular part of a job. | have performed it independently and normally without review by a supervisor or
senior employee.

O E | am considered an expert in performing this task. | have supervised performance of this task or am normally the person who is consulted
by other workers to assist or train them in doing this task because of my expertise.

Continue

Image 16: Assessment page.
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17. Next, use the drop-down arrow to select any Available Documents for each of the Accepted Documents
categories. Note: Your page will vary based on what was selected in the Announcement and what documents

you selected to transfer from USAJOBS.

Opocuments [ Review & Submit ©@Help Center ~ & Karen Barrett ~

Application Progress

Position Title  Program Analyst
Agency  OFfice of Personnel Management
Announcement Number ~ DEST-10097751-20-RB
Open Period  Saturday, Decamber 14, 2019 to Monday, December 23, 2019

Application Package Status:  Application Incomplete

Documents

Please assign the supporting documents you imported From USAJOBS to the appropriate document types listed below. If the document you
need was not imported from USAJOBS, you may upload it directly into this application.

You MUST assign at least one supporting document For each required document type in order to submit your application. Any available
documents that are not assigned to an pted Di type will NOT be submitted as part of your application.

Accepted Documents Available Documents
Resume (required)

Program Analyst Barrett
Cover Letter

DD214 Barratt
DD-214 Transcript CU Barrett
Cover Letter Program Analyst Barrett

Performance Appraisal, Statement if no
Appraisal

SF-15
SF-50
Transcript
Are you missing a document?

Upload

Continue

Image 17: Documents page.

18. Upload a document, or two, using the Upload button at the bottom of the page. Remember this is a training
environment. Do not upload a live applicant’s materials, confidential information, or anything sensitive.

Upload Document

Document Name

I Masters Degree Transcript I

Document Type

| Transcripts v |

Selected File

Transcript Sample 2.pdf

Files must be less than 3mb and can be in one of the following formats: GIF, JPG, JPEG, PNG, RTF,
PDF, or Word (DOC or DOCX).

Upload

Close

Image 18: Upload Documents box.
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19. Add your uploaded document to an Accepted Documents category by using the drop-down arrow. Remember
that only documents showing as selected on this page will be transferred to USA Staffing. You can upload up to
15 documents under each document type.

Note: If you try proceeding from this page and receive the Unassigned Documents warning message, it means you
didn’t assign one, or more, of your documents to a type. Click cancel to return to the page to select your document.

T4 Application ~ [ Assessment~ 0O Documents @ Review & Submit (2] Help Center ~ & Karen Barrett ~

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT Application Progress

Position Title  Program Analyst
Agency  Office of Personnel Management
Announcement Number DEST-10097751-20-RB
Open Period  Saturday, December 14, 2019 to Monday, December 23, 2019

Application Package Status: Application Incomplete

Documents

Please assign the supporting documents you imported from USAJOBS to the appropriate document types listed below. If the document you
need was not imported from USAJOBS, you may upload it directly into this application.

You MUST assign at least one supporting document For each required document type in order to submit your application. Any available
documents that are not assigned to an Accepted Document type will NOT be submitted as part of your application.

Accepted Documents Available Documents

Resume (required)

% Program Analyst Resume - View -
Cover Letter -
DD-214 % My DD-214 - View -
OF-306 -
OPIM 1979 Performance -
SF-15 -
SF-50 -
Transcript x Transcripts MPA CU - View -

Program Analyst Resume

Are you missing a document? Program Analyst Cover Letter

Upload IMasters Degree Transcript

My DD-214

Continue

Imagel9: Documents page with newly uploaded document appearing in the drop-down list.
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20. You are now on the Review and Submit page. From this page you can look over your application. Also, you may
want to try clicking on Help Center to access the Online Help. Online Help will open in a separate browser tab.

Any items marked with a red x must be corrected before you can submit your application. Click on the item to
return to that section, if needed.

QApplican'on- [ Assessment~ & Documents

2 Review & Submit

(7] Help Center ~ & Karen Barrett ~

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT

* h

Application Progress

Position Title  Program Analyst
Agency  Office of Personnel Management
Announcement Number  DEST-10097751-20-RB

Open Period  Saturday, December 14, 2019 to Monday, December 23, 2019

Application Package Status: Application Ready to Submit

Review & Submit

Please verify each section of your application is complete and correct. You may review and change your information before submitting.

Status Section

4 Application ~
4 Assessment ~
™4 Documents ~

Accepted Documents Submitted Documents
& Resume (required) Program Analyst for HR - View

¥ DD-214/ Statement of Service DD214 Barrett - View

« 1 acknowledge that all of the supporting documents | want to submit with this application have been assigned to an Accepted Document
type on the Documents page.

Image 20: Review and Submit page.

21. When ready, click the acknowledgement about supporting documents and the Submit Application button will

activate. Then click the Submit Application button. Note: Until you select the Submit Application button your
application is not complete and will not transfer to USA Staffing.

a. Once submitted, click the View/ Print Application button to see a copy of what you submitted.

@ Help Center ~ & Karen Barrett ~

Application Progress

UNITED STATES OFFIGE OF PERSONNEL MANAGEMENT

*

Position Title  Program Analyst

Agency  Office of Personnel Management
Announcement Number ~ DEST-10007751-20-R8

Open Period  Saturday, December 14, 2019 to Monday, December 23, 2019
Application Package Status: Application Submitted

Thank you For your application. Please make sure to check back with USAJOBS for updates.
B View / Print Application

Return to USAJOBS

Image 21: A submitted application.
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22. Once complete, give the system up to one hour to process your documents. Then log back into your USAJOBS
account and check your application status. Click the + next to a job title to see detailed information about your
application. Click the Additional Application Information button to see details.

USAJOBS & Karen © Help Q, Search

Home  Profile  Documents  Preferences

Welcome Karen! -....

Your profile is complete and you're able to apply for jobs on USAJOBS. Not your profile?

1 0 0

APPLICATION SAVED JOBS SAVED SEARCHES
Active Archived
Find & filter applications +

Sortby | Lastupdated

“»

X Notifications

@ Program Analyst

Office of Personnel Management

Multiple Locations

@ Closes 12/23/2018 Last updated 12/18/2019

Application Status

Your application has been received for processing.

Locations
@ Boulder, Colorado
Q Fairfax, Virginia

Work Schedule Job announcement number
Full-Time - Permanent DEST-10087751-20-RB

Series & Grade Salary Range

GS-0343-9 $25,000.00 to $35,000.00 / Per Year

Update Application Additional Application Information

Full job announcement Tl Archive @ Help

& Export all applications

Return to top

Image 22: USAJOBS Home page. The applicant has two applications appearing at the bottom of the page.

This concludes the second lesson on Application.
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Notes for Applicant
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