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Procedure

Welcome to the USAJOBS Search Jobs tutorial! 
Take a moment and go through this tutorial to learn how to search for open job announcements within the Federal Government.

	Step
	Action

	1.  
	What is Search Jobs? 

USAJOBS is the official jobsite for the US Federal Government. Use Search Jobs to narrow the thousands of Federal job announcements down to only the ones applicable to you!



	2.  
	Let's Start!
To begin, click the Search Jobs button.
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	Step
	Action

	3.  
	Job Search Page:

On the Job Search page, enter criteria to identify the positions for which you are looking. The more specific you are with your criteria, the more targeted your results will be.

	4.  
	USAJOB Searches:

There are several ways to search through USAJOBS.

In this example we will go through the Basic Search, however the following searches are also available:

- Agency Search

- Series Search

- Advanced Search

- Senior Executive Search



	5.  
	Agency Search:

Use the Agency Search to search only for job announcements within selected Federal government agencies.



	6.  
	Series Search:

Federal occupations are grouped into series that are given a numerical code for identification. Use the Series Search to search by those codes.



	7.  
	Advanced Search:

Use the Advanced Search to search using a combination of specialized search criteria, including series and agency criteria.



	8.  
	Senior Executive Search:

Senior Executives administer public programs at the top levels of the Federal Government. Use Senior Executive Search to search for high-level executive job announcements.



	9.  
	Information Icon:

Notice the information icons located throughout the USAJOBS Search process. Click these icons to bring up additional information.



	10.  
	Keyword Search:

Enter job titles and descriptions you would like to see into the Keyword Search 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 most accurately match your search.



	11.  
	Keyword Search:

For tips on using keywords, click More Tips.



	12.  
	Location Search: 

Select locations inside the Location Search box by clicking on your choices. For multiple selections, hold down the CTRL key (the Command key for Macs). 

You can select as many locations for each search as necessary.
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	Step
	Action

	13.  
	Job Category Search:

The Job Category selection allows you to target job announcements that are within the areas you wish to work. If you have no industry preference, you can choose Select all.

Select categories inside the Category Search box by clicking on your choices. 

Select as many Job Categories as necessary. For multiple selections, hold down the CTRL key (the Command key for Macs) while clicking selections.



	14.  
	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.
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	Step
	Action

	15.  
	Applicant Eligibility:

Choose the selection that matches you. This information will enable USAJOBS to show you the jobs that are relevant to you.



	16.  
	Sort Results By:

Your list of matching jobs can either be sorted by date posted or by their key word relevance. Choose your preferred sorting method. 



	17.  
	View Description:

Your list of matching jobs can be listed in either a detailed view or a brief view. Choose your preferred view. 

Note: If you are unsure of which view to select, do not worry. You can always switch views in the search results if you change your mind.



	18.  
	Let's Take a Look!

To view the results of your search criteria, click Search for Jobs.
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	19.  
	Search Results:

According to the tally shown on this page, there are 49 job announcements that match your criteria.



	20.  
	Refine Search:

To narrow your search further, type additional keywords into the provided field and click Refine.



	21.  
	New Search:

To start a fresh search, click the New Search link.



	22.  
	Search Agents:

If you have a USAJOBS Account, you can save your search as a Search Agent. These agents automatically retrieve jobs matching your criteria and email the results to you at a time period you select.

To save a search, click Go.



	23.  
	Detailed View:

The Detailed View displays the first couple of lines of the job description, job type, job status, and salary information. This view allows you to make a better decision on whether a job interests you enough to want to read its entire description. 



	24.  
	Changing Views:

To change views, click the Brief link.



	25.  
	Brief View:

The Brief view displays date, job title, company name, and general location.



	26.  
	View a Job Announcement:

To view any of the job announcements, click the Job Title.



	27.  
	Job Announcements:

The Job Announcement is the job description. Scroll through the posting to determine if this is the right job for you!



	28.  
	Job Posting Information:

The job posting information is broken into logical sections. Make sure to read through the Major Duties and Qualifications Required before applying to a position.



	29.  
	Apply Online:

Do you qualify?

If you would like to apply online using your USAJOBS resume, click the Apply Online link.



	30.  
	Print:

Create a hard-copy of your job announcement for your files by clicking the Print button.



	31.  
	Email a Friend:

Is your friend perfect for this position? Click Email a Friend to send him/her the job announcement!



	32.  
	Send Mail:

If the job announcement does not have an Apply Online link, you can apply to any job via postal mail. Write down the information available here to send a letter to your prospective employer.



	33.  
	Questions:

If you have any questions concerning this job announcement, contact the individual listed here.
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	Step
	Action

	 
	Thank you for participating in this USAJOBS tutorial.

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


 

	
	



