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Part I

ÇNavigating usajobs.gov

VAccount set-up

VVacancy search

VReading the job announcement

VVeteran preferences and other special 
hiring authorities

VCompleting the application packet

VApplication Manager / Questionnaire

VCheck your status 

Part II

ÇFederal Resume

Part III

ÇPerformance Based Interview (PBI)



How and 
Where? 

Once you set up a USAJOBS account you will be 
able to:  

Build / upload 
and store up 
to 5 resumes 

and 10 
documents

Search job 
matches 
through a 
variety of 
methods

Use the 
mobile app 
to find and 
apply for 

jobs on-the 
go

Set up job 
alerts

Get real 
time 

updates on 
application 

status

Review 
saved 
jobs 

Usajobs.gov is a free web-based job board 
providing federal job seekers access to 

thousands of job opportunities across hundreds 
of federal agencies and organizations.



Account Set-Up

ÅTo begin applying for 
jobs you must first set 
up a USAJOBS 
account. 

ÅSIGN IN or CREATE AN 
ACCOUNT / PROFILE 
using an established 
e-mail address. 



ÅContact Information 

ÅEligibility ςVeteran status

ÅDemographics- Basic information 
and disability related questions 

ÅPreferences ςWork, Veteran and 
disability related

Create Your Profile



USAJOBS Main Page

SIGN IN to your account to begin job searching



Search For Vacancies

Ç Keywords and location 
Ç Filter by
V Hiring Path: Open to the public, 

Federal employees, Internal to 
agency, Veterans, Individuals with 
Disabilities, Military spouses, 
Native Americans 

V Pay:Salary or General Schedule 
(GS) series 

V Each General Schedule (GS) grade 
has 10 steps called Within-Grade 
Increases (WGIs). These are 
periodic increases in an 
ŜƳǇƭƻȅŜŜΩǎ ǊŀǘŜ ƻŦ Ǉŀȅ ŦǊƻƳ ƻƴŜ 
step of the grade to the next 
higher step of that grade*

V Department & Agency



Hiring Path: Understanding Your Eligibility
ÅOpen to the public: U.S. Citizen

ÅFederal Employees: Current federal 
employee

ÅTypes of services and appointments 
that will impact eligibility 

ÅInternal to an Agency: Within that federal 
agency

ÅFamily of Overseas Employee: moving back 
to states; working overseas currently or 
living with family overseas

ÅVeterans: Sole survivorship (0 points), Non-
disabled (5 points), Disabled (10 points). All 
require DD-214

ÅIndividuals with Disabilities: Must provide 
άǇǊƻƻŦ ƻŦ Řƛǎŀōƛƭƛǘȅέ ƭŜǘǘŜǊ ςSchedule A 



Hiring Path Continued

ÅMilitary Spouses: Relocating with your spouse under Permanent 
Change of Station orders; spouse of a service member who is 100% 
disabled due to a service connected injury; spouse of a service 
member killed in active duty; time limits associated

ÅNational Guard & Reserves: Already a National Guard member in a 
specific state; must be willing to join; willing to transfer to a specific 
state; require you to wear a National Guard uniform

ÅPeace Corps/VISTA Alumni: Served at least 2 years of service with the 
Peace Corps or one year of service with AmeriCorps VISTA

ÅNative Americans: Preference is given to qualified Indian candidates 
in accordance with Indian Reorganization Act of 1934. 



Appointment 
Type

Non-Temporary: Does 
not have a specific 
άƴƻǘ-to-ŜȄŎŜŜŘέ ŘŀǘŜ 

associated with it

Non-Competitive: 
Positions under 

specific excepted 
hiring authorities

Temporary: Time 
limited not to exceed 
1 year but could be 

less

Term: Time limited for 
at least 1 year but not 

to exceed 4



Veteran Preferences
5 Point Eligible

ωDischarged under honorable or general 
conditions and:

ωIn a war, campaign or expedition for which a 
campaign badge has been authorized or 
between April 28, 1952 and July 1, 1955 OR

ω180+ consecutive days, any part of which 
occurred after January 31, 1955 and before 
October 15, 1976 OR

ωBetween August 2, 1990 and January 2, 1992 OR

ω180+ consecutive days, any part of which 
occurred during the period beginning 
September 11, 2001 and ending the last 
established date of Operation Iraqi Freedom

10 Point Eligible

ωDischarged under honorable/general conditions 
and: 

ωHas a compensable service-connected disability 
OR

ωReceiving compensation, disability retirement, 
or pension from military or the VA; OR

ωReceived a Purple Heart 

ωOther:  Certain spouses, widows, widowers, and 
mothers of deceased or disabled veterans may 
receive derived preference

Service-Connected Disability: monetary benefit paid to Veterans who are 
determined VA by to be disabledby an injury or illness that was incurred or 
aggravated during active military service



/ƭŀǎǎƛŦƛŎŀǘƛƻƴ 5ŜǎŎǊƛǇǘƛƻƴ tǊŜŦŜǊŜƴŎŜ tƻƛƴǘǎ 

¢t tǊŜŦŜǊŜƴŎŜ ŜƭƛƎƛōƭŜ ǿƛǘƘ ƴƻ 
Řƛǎŀōƛƭƛǘȅ ǊŀǘƛƴƎ 

р 

/t{ 5ƛǎŀōƛƭƛǘȅ ǊŀǘƛƴƎ ƻŦ ол҈ ƻǊ 
ƳƻǊŜ 

мл 

/t 5ƛǎŀōƛƭƛǘȅ ǊŀǘƛƴƎ ƻŦ ŀǘ ƭŜŀǎǘ 
мл҈ ōǳǘ ƭŜǎǎ ǘƘŀƴ ол҈ 

мл 

·t 5ƛǎŀōƛƭƛǘȅ ǊŀǘƛƴƎ ƭŜǎǎ ǘƘŀƴ 
мл҈ 

мл 

 

10 Point Preference Groups

Preference Eligiblesare divided. into five (5) groups:

VCompensable Service Connected Disability  (CPS)

30% or more

VCompensable Disabled  (CP)

At least 10%, but less than 30%

VDerived Preference (XP) 

Less than 10% 

Purple Heart recipient

Has a service connected disability ςreceiving compensation, 
disability retirement benefits from military or VA, but not 
eligible for CP or CPS

Derived preference ςqualified spouses, widows, 
widowers, or mothers of Veterans

5 Point Preference Group
VTentative Preference (TP)

5 points: service during specified periods 



SF-15 Form for 10 Point Preference



Competitive vs Noncompetitive: What Does It All Mean? 
×Competitive process

ÅJobs are advertised through USAJOBS.gov

ÅApplicant must go through a competitive hiring process (i.e. competitive examining)

ÅExamining may include a written test, evaluation of the individuals education and experience, 
and/or evaluation of other attributes necessary for performance in the position 

Å*Eligible to apply for merit promotion jobs

ÅWhat is Merit Promotion? hǇŜƴ ǘƻ ά{ǘŀǘǳǎ /ŀƴŘƛŘŀǘŜǎέ όŎǳǊǊŜƴǘ ƻǊ ŦƻǊƳŜǊ ŦŜŘŜǊŀƭ 
employees who have worked in a competitive, permanent appointment for 3 
years-ŀƭǎƻ ŎŀƭƭŜŘ άŎŀǊŜŜǊ ŀǇǇƻƛƴǘƳŜƴǘέύΦ Lǘ ƭŜǘǎ ŀ ŎǳǊǊŜƴǘ ƻǊ ŦƻǊƳŜǊ ŦŜŘŜǊŀƭ 
employee apply for a job without having to compete with the general public or 
people with Veterans preference. 

×Noncompetitive process

ÅPositions do not require a public announcement

ÅApplicant must meet the requirements for noncompetitive status and be able to perform the 
essential duties with or without a reasonable accommodation

ÅApplicant will not be subject to the usual requirement to determine the most qualified 
candidates and rating of qualification 

ÅExcepted service sets their own qualification requirements that are not subject to the 
appointment, pay, and classifications under the competitive process

ÅVeterans Preference does not apply 



Excepted 
Hiring 
Authorities

Veterans 
Employment 

Opportunity Act of 
1998 (VEOA) 

Veterans 
Recruitment 
Appointment 

(VRA)

30 % or More 
Disabled Veterans

Schedule A

Disabled Veterans 
Enrolled in a VA  
Training Program



Veterans Employment Opportunity Act of 1998 (VEOA)

ÅOnly used for filling permanent, competitive service positions. 

ÅAllows Veterans to apply for announcements that otherwise would only be 
available to ñstatusò or ñmerit promotionò candidates 

ÅVeterans are eligible if:

ÅHonorably discharged AND either 

ÅPreference eligible, or

ÅServed 3 years of continuous active duty

ÅVeterans preference does not apply to internal agency actions such as 
promotions, transfers, reassignments and reinstatements 



30% or More Disabled Veteran

ÅAllows any Veteran with a 30% or more service-connected disability to be non-
competitively appointed to any position for which he/she is qualified, without 
competition 

ÅCan be used for the hiring of permanent, temporary (not to exceed 1 year), or 
term (more than 1 year, but not to exceed 4) appointments

ÅNo GS level limitations

ÅEligibility: 

ÅRetired from active military service with a service-connected disability rating 
of 30% or more, OR

ÅYou have a rating form the VA showing a compensable service-connected 
disability of 30% or more



Veterans Recruitment Act (VRA)
ÅAllows agencies to appoint eligible Veterans without competition in positions up 

to and including a GS-11

ÅEligible if: 
ÅReceipt of a campaign badge for service during a war or in a campaign or 

expedition, OR
ÅAre a disabled Veteran, OR
ÅReceipt of an Armed forces Service Medal for participation in a military 

operation, OR
ÅAre a recently separated Veteran within the last 3 years, AND
ÅSeparated under honorable or general conditions
ÅVeterans preference does apply when using VRA authority. 

ÅCan be used to fill temporary (not to exceed 1 year) or term (more than 1 year 
but not to exceed 4) positions. 



Schedule A Hiring Authority
ÅAllows agencies to appoint eligible persons who have a physical, 

psychological or intellectual disability

ÅApplies to the general public

ÅMust show proof of your disability. 
ÅDocumentation may be from a licensed medical professional, a 

licensed vocational rehabilitation specialist/counselor, or agency 
that issues or provides disability benefits

ÅMay be in the form of a letter or separate letters verifying disability. 

ÅCan be used for any job (time-limited or permanent) for which you 
qualify.

Å±ŜǘŜǊŀƴǎΩ ǇǊŜŦŜǊŜƴŎŜ ŀǇǇƭƛŜǎ ǿƘŜƴ ǳǎƛƴƎ ǘƘƛǎ ŀǳǘƘƻǊƛǘȅΦ



Disabled Veterans Enrolled in a VA Training Program

ÅDisabled Veterans eligible for training under the VA vocational 
rehabilitation program may enroll for training or work experience at an 
agency under the terms of an agreement between the agency and VA. 

ÅVeteran is not a Federal employee

Åbƻ ǎŜǘ ǘƛƳŜ ƭƛƳƛǘΣ ōǳǘ ǊŀǘƘŜǊ ƛǘ ƛǎ ōŀǎŜŘ ƻƴ ƳŜŜǘƛƴƎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŜŜŘǎ 
and goals. 

ÅIntended to prepare the individual for eventual appointment in the agency. 

ÅUpon successful completion, the agency and VA will give the Veteran a 
Certificate of Training 



Documents for 
Preference and 
Special Hiring 
Authority 
Eligibility

5 POINT PREFERENCE

DD-214 

10 POINT PREFERENCE

DD-214 

SF-15 Form

Award letter

VRA and VEOA

DD-214

SCHEDULE A HIRING AUTHORITY

Letter of Verification for disability, can be provided by VRC or 
medical provider



The Job Announcement

ÅOverview
ÅOpen and closing Date
ÅPay scale and grade
ÅAppointment Type
ÅService
ÅSalary
ÅWork Schedule

ÅLocations
ÅDuties
ÅRequirements
ÅConditions of employment: type of 

citizenship, specific resume instructions, 
need for a background investigation 
ÅQualifications: experience, skills and other 

criteria
ÅHow you will be evaluated: evaluation 

criteria such as a job assessment
ÅPreview questionnaire: at the bottom of this 

section is a link to preview the assessment 
questions. READme! Your resume must 
support the answers regarding experience. 

ÅRequired Documents
ÅBenefits
ÅHow to Apply




