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Procedure

Welcome to the USAJOBS My Job Search Agents tutorial!

Take a moment and go through this tutorial to learn how to create and manage your Job Search Agents.

	Step
	Action

	1.  
	What is a USAJOB Agent?

If you have a USAJOBS account, you can create up to five Job Search Agents. These agents automatically retrieve jobs matching your criteria and email the results to you at a time period you select.



	2.  
	Let's Start!

To begin, click the My USAJOBS button.
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	Step
	Action

	3.  
	Log In:

You must be a USAJOBS member to create job search agents. Type your username and password into the provided fields.

Click Log Me In when you are finished.
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Note: If you do not have a USAJOBS account, sign up for free today! Simply click Create your account now!



	4.  
	My Job Search Agents:

To create a Search Agent, click Create New Agent.
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	Step
	Action

	5.  
	Create Job Search Agents:

To create an agent, you need to select a series of job search criteria.

Complete the Job Search Agent form to the best of your ability. Keep in mind that the fields marked with a red asterisk ( * ) are required.



	6.  
	Job Locations:

Select the Locations in which you are willing to work. You can select as many locations as necessary.



	7.  
	Job Categories:

Select all the Job Categories in which you are willing to work



	8.  
	Occupational Series:

Do you know your desired Occupational Series? Refine your search by selecting it from the menu box.
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	Step
	Action

	9.  
	Agencies:

If you want to limit your job search to specific agencies, select them using this menu box.



	10.  
	Salary Range:

Type your desired salary into the Salary Range fields to search for job announcements based on compensation.

Note: The actual salary that an agency offers will depend on your qualifications.



	11.  
	Senior Executive:

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



	12.  
	Applicant Eligibility:

Choose the selection that matches you. This information enables USAJOBS to show you the jobs that matches your experience.



	13.  
	Email Notification:

How often do you want to receive email notification?

Your selection determines when you will receive emails in the mail account stored in your USAJOBS account profile.



	14.  
	Position Type:

Select the type of position you prefer.

Note: You may select both Part-Time and Full-Time.



	15.  
	Search Keywords:

Type job titles and descriptions into the Search Keywords field.

Keywords are words and phrases that describe your educational and professional experiences and skills. Type in various keywords to maximize your chances of retrieving job announcements that are right for you.

Note: Keywords can also include job title, pay plan, occupation code, and/or appointment term.



	16.  
	Agent Title:

Type an Agent Title that describes the type of job announcements your agent will retrieve. Be specific in order to distinguish between agents if you create more than one.



	17.  
	Save Agent:

When you are ready, click Save Agent.
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	Step
	Action

	18.  
	Manage Job Search Agents:

The Current Job Search Agents page shows a list of agent titles and the dates and times each was originally created.

Manage your Job Search Agents through the view, edit, and delete functions.



	19.  
	View Job Search Agents:

The View function runs job searches based on the agent criteria.

To run a search, click the View link.
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	Step
	Action

	20.  
	Edit Job Search Agents:

To make a change in your Job Search Agent criteria, click Edit.
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	Step
	Action

	21.  
	Delete Job Search Agents:

Is your job search agent irrelevant? Click Delete to permanently remove an agent from your USAJOBS account.



	22.  
	Thank you for participating in this USAJOBS tutorial!

To learn how to create resumes and letters, check out our other tutorials!


 

	
	


	
	



