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Application requirements 

1. Create your federal resume 

2. Complete the steps posed online 

3. Submit the complete application package by 
the stated deadline 

4. Follow up with the appropriate agency 
contact to inquire about progress in hiring 
for the position 
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What do they want me to do to apply? 

 Read the job announcement carefully 

 Note all the steps needed to send in a 
complete application 

 Tailor your resume and application 
using key words 
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USAjobs.gov Search 
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Search by various fields 
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SEARCH BY: 

Keyword 

Location 

Job Category 

Salary Range 

Pay Grade 

GS-5/7  = 4 years of 
college 

GS-9 = grad school 

GS-11 = PhD   



Anatomy of a vacancy announcement 
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Anatomy of a vacancy announcement 
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Duties 
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DUTIES 

Lists major duties 
and responsibilities 
of the position, 
adding more detail 
to the brief 
overview 



Qualifications 

Qualifications: 

 Academic Major 

 GPA general and in major 

 School accreditation 

 Credit hours of 
coursework 

 Experience 

 Professional Certifications 
(ex CPA) 
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Evaluations 
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EVALUATION 

Identifies skills and 
experience needed for 
the role and explains 
how applications will 
be assessed 

QUESTIONS?  

Write down or print 
out the contact 



How to apply 
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Paper versus online applications 
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Completing and Finding Forms 

Most applications will 
want you to fill out a 
form or two; you can 
find them on 
usajobs.gov/forms or 
opm.gov/forms. 
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Once you fill it out, save it 
and reuse it for other 
positions 



Standard Form- 85 

SF-85 is the general form 
you can start filling out 
now. You can download it 
off the “forms” section of 
USAjobs.gov or perform 
an Internet search for it. 
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Useful terms 

 Superior Qualifications Appointment- Placement 
of a person in a hard-to-recruit-for position at a pay rate 
above the minimum based on the applicant's unique or 
unusually high qualifications 

 Specialized Experience- Experience that equipped 
the applicant with the particular abilities to perform 
successfully the duties of the position. 

 Vacancy Announcement- Job opening(s), this could 
represent one or multiple hires 
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Info Center 
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For more federal terms visit 
the Information Center at 
usajobs.gov. 



The Federal Resume 

 Your federal resume can be different from 
your private sector resume in a few ways: 

 

• Typically 2-3 pages 

• Qualifications used to confirm eligibility by HR 
rather then just get an interview 

• Requires additional information 
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Building a federal resume online 
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Building a federal resume online 
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Sections: 

 Candidate information 

 Work experience 

 Education 

 References 

 Affiliations 

 Desired locations 



Sample federal resume 
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Program Coordinator 
Oversee three mentoring programs in limited resource 
communities 
Recruit, train and manage 25 adult mentors and 30 youth  



Applicant eligibility 

When submitting an application, agencies request eligibility 
information including: 

• Past or current federal employment 

• Veteran qualifications 
(http://www.opm.gov.veterans/html/vetsInfo.asp) 

• Disability status 

• Non-competitive appointment 
Peace Corps and AmeriCorps*VISTA volunteers have 1 year of non-competitive eligibility 

http://www.peacecorps.gov/index.cfm?shell=learn.whyvol.profben#adv 

http://www.americorps.gov/for_individuals/alumni/opportunities.asp 
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Application questionnaires and essays 
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Applicants will be assessed for federal 
opportunities using one of the following 
methods: 

Application 
Questionnaire 

Essays  
(sometimes called KSAs) 



Sample assessment questionnaire 

Serve as a primary point of contact for a specific subject matter. 
 
A. I have not had education, training or experience in performing this task. 

B. I have had education or training in performing the task, but have not yet 
performed it on the job. 

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. 

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

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



Application essays or KSAs 

Agencies commonly require essays as part of the 
application to address characteristics they seek.   

• Used to determine the best qualified candidates  

• Vary depending on the job, but examples include: skill 
in written and oral communications; demonstrated 
technical ability; knowledge of specific subject matter 
areas 

• Write in complete sentences in first person (using „I‟)  
using concrete examples  

• Vary in length. Usually 2-3 example paragraphs. Use 
online application box word limits if possible.  



What is KSA? 

KSA is an acronym for “Knowledge, Skills and Abilities” 

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



KSA essay response approach: CCAR 

 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. 



Sample KSA or essay response 

Ability to 
communicate in 

writing. 



KSA response example 

Context- As the Newsletter Editor in my living-learning community, I was 
responsible for writing articles and editing all submissions published in our 
monthly newsletter.  

Challenges- Our community wanted to use the newsletter as a means for 
reaching out to alumni of the program with the goal of increasing their involvement 
in the community. Before I started as Editor, we had never had a submission from 
an alum.  

Action- I decided to focus the first newsletter of the year entirely on 
accomplishments of our alumni, with a message throughout encouraging alumni to 
submit articles and pictures.  

Result - Over the course of the academic year when I was Newsletter Editor, we 
received an average of 5 alumni submissions per newsletter. Additionally, alumni 
and program participants rated the quality of the newsletter higher than any other 
year.  



Tips for KSA essays 

 Address key words/phrases mentioned in the position 
description 

 Tie your experiences to each KSA  with an illustrative 
example  

 Focus on outcomes to which you directly contributed 

 Use plain language, without acronyms 

 Review your answers (with outside help) to ensure 
they are succinct, easy to read, and grammatically 
correct 

 Save your essays to reuse on other applications 



Downloadable guide to KSA writing  
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Download at 
makingthedifference.org/federal
jobs/ksawriting.shtml 



KSA activity 

Ability to 
communicate orally. 



Summary: tips for applying 

 Plan ahead 
Allow plenty of time to thoroughly complete your application 

 Select carefully 
Always consider using a tailored application for each vacancy you 
apply 

 Prepare for a wait 
Don‟t assume you have been rejected if you do not hear back within 
weeks of submitting your application 

 Follow-up with an agency 
Contact the identified representative to learn the status of an 
application or find out more about a job 



What happens next 

 After the closing date for applications, the agency 
evaluates candidate qualifications 

 From this assessment, the agency produces a list 
of qualified candidates 

 From the list of qualified applicants, agencies 
select candidates for interviews 

 At this point, agencies are like other organizations 
• They conduct interviews and select the best 

candidate(s) for the job 
• Some jobs require security clearance 



Summary 

 Federal agencies hire the best and brightest, and 
getting a federal job is competitive 

 Increase your chances of being hired by following 
a few clear steps: 

1. Research potential opportunities  

2. Consider various employment avenues 

3. Search on job Web sites and specific agencies 

4. Follow the application directions carefully 

 Sell yourself! 
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