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What is a USAJOBS Search Agent?

Search agents automatically retrieve jobs matching specified criteria and email the results at specified times. 

You will not receive announcements in your emails that have already been posted in the past; you will only receive notifications of any new announcements posted that meet your selected criteria. 

If you have a My USAJOBS account, you can create up to five Job Search Agents.
Let's Start!

Click the My USAJOBS tab to begin. 
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Become a My USAJOBS member

Take control of your job search and career today!

Create Account >>

With your USAJOBS membership, you can:

# Post your resume online
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# Apply to Federal government jobs
Find jobs you want and get your rsume in the right
hands

* Receive automated job alerts
Create Job Agents for updates on the latest listings.
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Log In:

You must have a My USAJOBS account to create search agents. Enter your username and password in the appropriate fields. Next, click Log In!
Note: Click Create Account to create your free My USAJOBS account today. 
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My Job Search Agents:

Click the MY Job Search Agents. 
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My Job Search Agents:

Click the Create New Agent button to create a new job search agent. 

[image: image5.png]HELP(Z]

© USAJOBS is the official job site of the United States Federal Government.
source for Federal jobs and employment information,
-wor«mc

FOR AMERICA"

[ et 300s YOIV toto contec Y eterans Y. £oms Yogmporersenices

Profile | Resume | Agents | Applications | Log Out
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Job Locations
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search around the clock and email you the
results.
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Job Categories
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Business, Industry, and Procurement
Copyright, Patent, and Trademark

Occupational Series
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Abrahar Lincoln Bicentennial Commission
Advisory Council on Histaric Preservation
African Development Foundation

]
9924 - Able Seaman =
9925 - Able Seaman (Maintenance)
0510 - Accountant
0500 - Accounting Budget and Finance ]
Agencies

For multple selections, hold down Ctl (Command for Hacs) whils dicking selections,





Create Job Search Agents:

Enter the search criteria in the appropriate fields.

Note: Field marked with a red asterisk (*) are required. 
Job Location:

Select the locations in which you want to work.  You can select up to ten locations per search agent.

For multiple selections, hold down Ctrl (Command for Macs) while clicking selections.
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Job Categories:

Select the applicable job categories.  Up to ten job categories can be selected per search agent.

For multiple selections, hold down Ctrl (Command for Macs) while clicking selections.
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Occupational Series:

Refine your search further by selecting your desired occupational series.  Up to ten occupational series can be selected per search agent. 

For multiple selections, hold down Ctrl (Command for Macs) while clicking selections.
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Agencies:

To limit the search to specific agencies, select the desired agencies in the Agencies box.  Up to ten agencies can be selected per search agent.

For multiple selections, hold down Ctrl (Command for Macs) while clicking selections.
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Salary Range:

Enter the desired salary in the Salary Range field to search for jobs based on compensation. 

Note: The actual salary offered by an agency will depend upon your qualifications. 
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Pay Grade Range:

Search for salaries equivalent to the selected GS pay grade. Keep in mind, if you select both a Salary Range and Pay Grade Range USAJOBS will search for announcements that meet both sets of criteria. 

 For example: if you enter a Salary Range of $10,000 to $15,000 and a Pay Grade Range of GS14 to GS15, USAJOBS will only display announcements for jobs at a GS14 or GS15 that pay between $10,000 and $15,000.
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Senior Executive:

Looking for a Senior Executive position? Mark this checkbox to search for high-level executive job announcements. 

[image: image12.png]Senior Executive
[ Restrict results to only Senior Executive Service postings that match this search criteria

Applicant Eligibility: are you a

o Permanent Federal employee in a compstitive position, excepted service position covered by an
interchange agresment or sligible for reinstatement?

o Veteran eligible for veterans' preference or separated from the armed forces under honorable
conditions after 3 years or more of continuous military service?

« Person with non-competitive appointment eligibilty?

©No Oves

How Often Do You Want to Recei
Opaily @ weskly Opi-weskly Omonthly O one

Position Type
Select the type of job you vould like to search for.

O Part-Time [ Full-Time

Title Search
Use kagwards that are in the titls of job of interast,

search Keywords
Use kaywords to desaribe your specic skils or areas of nterest

Agent title *
Use 2 name to personalize your search agent.

(4 SAVEAGENT )  ( CANCEL AGENT ) ‘





Applicant Eligibility:

Select the appropriate choice. This information assists USAJOBS in finding jobs that match your eligibility.
Email Notifications:

How often do you want to receive email notifications? 

Your selection will determine how often USAJOBS will send the search results to the email address stored in your USAJOBS account profile. 
Position Type:

Select the desired position type.

Note:  Both full-time and part-time can be selected simultaneously
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Title and Keyword Searches:

Before entering Title Search or Keyword Search criteria, it is helpful to become familiar with Boolean logic.  If the search criteria is not entered correctly, it may result in unwanted search results or may not produce any search results at all. 

For additional information: http://jobsearch.usajobs.gov/help/index.asp?ma=keyword_tips
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Title Search: 

Search based on keywords in the title of the desired position. 
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Search Keywords:

Keywords are terms used when looking for specific information. 

Some information that can be used in a USAJOBS’ keyword search includes: job title, pay plan, occupation code, and/or appointment term. 

Enter the desired keywords in the Search Keywords field. 
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Agent Title: 

Create a title for your search agent. Be specific to help distinguish between other agents. 
Save Agent:

Click Save Agent when finished. 

[image: image17.png][ search 30bs JETTATESETONY anfo center | veterans | Forms | Employer services |

My USAJOBS | Resume | Agents | Applications | Portfolio | Profile | Log Out

Welcome back, Jean Do

We have revolutionized the Faderal application process bacauss you can now attach uploadad
documents o your anline application! You can upload up to S differant documents in your oun
persanal document Portfolis for rapaated use, For thoss jobs tht sciept anlin sttachments,
¥ou can send raquestad spplication documants such s DD-214s, SF-50's, and more from your
Portfalio. Click here to get started!

g » MY Resumes

~ MY Job Search Agents

Cloze agenz [

Agent 1: AK Training Instructor Date Posted: 2/13/2008
View | Edit | Delete

You have created 1 of 10 possible search agents.

E » MY Applications

E » MY Portfolio

E » MY Account Profile

HELP[Z]

<





View:
Click the View link to run a job search based on the agent's criteria.
Edit:

Click the Edit link to make changes to the job agent criteria. 
Delete:

Is your job search irrelevant? 

Click the Delete link to permanently remove an agent from your My USJOBS account. 
Job Search Agents:

Thank you for participating in this USAJOBS tutorial! 

To learn how to create a My USAJOBS account, create resumes, and search for and view job announcements, please view our other tutorials.
USAJOBS
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