
USAJobs 

Information on How to 
Apply for Vacancies 



Vacancies Requiring USAJobs 
Application  

• DoDEA announces vacancies open to both 
internal  and external applicants.   

• This enables individuals who are on ‘excepted 
service’ appointments to apply to ‘competitive 
service’ 

•  Announcements are posted on USAJobs 
(https://www.usajobs.gov/) as vacancies occur. 
(Quick link for DoDEA only vacancies is:  
https://www.usajobs.gov/JobSearch/Search/GetR
esults?OrganizationID=DD16 ) 

 

https://www.usajobs.gov/
https://www.usajobs.gov/
https://www.usajobs.gov/
https://www.usajobs.gov/JobSearch/Search/GetResults?OrganizationID=DD16
https://www.usajobs.gov/JobSearch/Search/GetResults?OrganizationID=DD16
https://www.usajobs.gov/JobSearch/Search/GetResults?OrganizationID=DD16


Applying through USAJobs 

You must submit ALL documents required by the 
vacancy announcement through USAJobs.  In 
order to do this: 

• You must create an account 

• You must create or upload your resume 

• You must submit other required documents 

(You may pre-load up to 5 resumes as well as 
other documents) 



Go To  
https://www.usajobs.gov  

Click on Sign In 
• Click on Sign In 

https://www.usajobs.gov/


Click on Create a new account 



Fill in blanks 



Read Terms and Conditions then  

• Terms and Conditions  
• This U. S. Federal Government system is to be used by authorized users only. Information from this system resides 

on computer systems funded by the government. The data and documents on this system include Federal records 
that may contain sensitive information protected by various Federal statutes, including the Privacy Act, 5 U.S.C. § 
552a.  

• All access or use of this system constitutes user understanding and acceptance of these terms and constitutes 
unconditional consent to review, monitoring and action by all authorized government and law enforcement 
personnel. While using this system your use may be monitored, recorded and subject to audit.  

• Unauthorized user attempts or acts to (1) access, upload, change, or delete or deface information on this system, 
(2) modify this system, (3) deny access to this system, (4) accrue resources for unauthorized use or (5) otherwise 
misuse this system are strictly prohibited. Such attempts or acts are subject to action that may result in criminal, 
civil, or administrative penalties. Terms and Conditions  

• This U. S. Federal Government system is to be used by authorized users only. Information from this system resides 
on computer systems funded by the government. The data and documents on this system include Federal records 
that may contain sensitive information protected by various Federal statutes, including the Privacy Act, 5 U.S.C. § 
552a.  

• All access or use of this system constitutes user understanding and acceptance of these terms and constitutes 
unconditional consent to review, monitoring and action by all authorized government and law enforcement 
personnel. While using this system your use may be monitored, recorded and subject to audit.  

• Unauthorized user attempts or acts to (1) access, upload, change, or delete or deface information on this system, 
(2) modify this system, (3) deny access to this system, (4) accrue resources for unauthorized use or (5) otherwise 
misuse this system are strictly prohibited. Such attempts or acts are subject to action that may result in criminal, 
civil, or administrative penalties.  

 

   I Agree. Create my Account 
 



USAJOBS Welcome to Your Account 



Click on link in e-mail and compete 
activation 



Complete your account set-up 



Recommend you pre-load resume(s) – up to 5 

Each may be focused on specific skill sets 



You can build in USAJobs or upload a resume – 
Be sure to include required information on 

resume(see What to Include) 



RESUME 

• Your resume needs to provide sufficient 
information to substantiate your responses in 
the self-assessments questionnaire (if 
required by announcement)   

 

• Why more than 1 resume? You may want 
resume to focus on a particular area/expertise 



You should also upload documents that are typically required 
for the positions you would be applying for  

(i.e., teaching certificates, SF-50 or other relevant documents     
(I have my SF-50s and appraisal uploaded))  



How to Find Vacancies 

• You can go onto the www.USAJobs.gov  
website and search for specific vacancies by 
location, title, etc. anytime you want;   

OR 

• You can set up search requests which will 
automatically notify you of vacancy 
announcement that meets your defined 
parameters – can be broad or narrow search. 

http://www.usajobs.gov/


Create a Search 



Be sure to complete this section of Search 
correctly or you may miss job 

opportunities! 



Results of search will be listed – If you want to set up 
an automatic notification for announced jobs that 

match this criteria you should click on  
SAVE THIS SEARCH 



The screen will return to the Advanced Search page and 
at the bottom you will NAME your search and check 

how often you want to be notified of vacancy postings.  
This will set up automatic notifications when a job is 

posted to USAJobs that meets the criteria of your saved 
search 





Sample notification of automatic 
search results sent to you by e-mail 

 From: notifications@usajobs.gov 
 Date: Sat, 7 Feb 2015 06:08:19 -0500 
 Subject: USAJOBS Daily Saved Search Results for 201-14/15 for 2/7/2015 
  
 Top 10 search results for 201-14/15 for 2/7/2015 
  
 To view the complete list of results on the USAJOBS web site, please  click  http://www.usajobs.gov/JobSearch/Search/GetSavedSearchResults/149345 
  
 SUPERVISORY ADMINISTRATIVE/TECHNICAL SPECIALIST 
 http://www.usajobs.gov/GetJob/ViewDetails/393556800 
 Department: Department of the Navy 
 Agency: Naval Sea Systems Command 
 Number of Job Opportunities & Location(s): 1 vacancies - Naval Base  
 Newport, Rhode Island 
 Salary: $58,270.00 to $140,174.00 / Per Year Series and Grade:  
 NT-0201-04/05 Open Period: Friday, February 6, 2015 to Monday,  
 February 16, 2015 Position Information: Permanent - Full-Time Who May  
 Apply: Current Permanent Civilian Employees at Naval Undersea Warfare Center (NUWC), Newport, UIC 66604 or Naval Undersea Warfare Center 
(NUWC), Headquarters, UIC 68934 serving under a Career or Career Conditional Appointment (Note: Your resume MUST include your position title, pay 
plan, series, grade level, agency worked for and dates of employment for all applicable federal work experiences. You are encouraged to submit an SF-50 
to support your eligibility claim at the time of application). 
     
 You received this email because you opted-in to receive customized job search results from USAJOBS. You can make changes or create additional saved 
searches via the Saved Searches section of your USAJOBS account. This area is located by logging into your USAJOBS account and clicking Saved 
Searches. Your Search(es) will have an option to modify the criteria. Simply click the Edit hyperlink under the name of the Saved Search to make 
changes.  
  
 This saved search shall expire on 2/5/2016.  
  
 Thank you for using USAJOBS!  
 Sincerely,  
 The USAJOBS Team 
 U.S. Office of Personnel Management 
1900 E Street NW. Washington, DC 20415 
  
  
 

mailto:notifications@usajobs.gov
http://www.usajobs.gov/JobSearch/Search/GetSavedSearchResults/149345
http://www.usajobs.gov/GetJob/ViewDetails/393556800


APPLYING FOR VACANCIES 
When you see an announcement for a vacancy you 

want to apply for, click HOW TO APPLY  
NOTE:  If you may be appointed under more than 1 authority then you need to apply 

under each category (i.e., Vet, Reinstatement, etc.) 



Be sure to submit everything…follow 
the directions on the announcement 

• HOW TO APPLY:  To apply for this position, you must complete 
the online questionnaire and submit the documentation specified 
in the Required Documents section below.  
 

• REQUIRED DOCUMENTS:  The documents you are required to 
submit vary based on the authority you are using to apply (i.e., 
applying as a veteran, applying as a current permanent Federal 
employee, applying as a reinstatement, etc.). Please review the 
following links to see which documents you need to provide to 
prove your eligibility to apply:  Applicant Merit Checklist and Proof 
of Eligibility.  Ensure they are properly DATED. 

 
• Submit by the Closing Date - The complete application package 

must be submitted by … 
 

 

http://www.armycivilianservice.com/JOA/CKM.pdf
http://www.armycivilianservice.com/JOA/Proof.pdf
http://www.armycivilianservice.com/JOA/Proof.pdf


If you set up Notification of Application Status on your 
Profile, after you apply for positions you can receive updates 

on the status your application 



USAJobs – HELP provides information and How 

to… 



Best wishes for success 


