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Procedure

Welcome to the USAJOBS Search Jobs tutorial! 
Take a moment and go through this tutorial to learn how to view job announcements and apply to jobs online.

	Step
	Action

	1.  
	What is a Job Announcement?

The Job Announcement contains complete details for the open position. Scroll through the posting to determine if a posting is the right job for you!



	2.  
	Let's Start!

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


 

[image: image1.png]A UsAI085
| Fle Edr vew Favortss Tods b

—USA|

O BS 120551 th ottt it st rderst covomment. 5

T¥5 your ane-stop source for Faderal jobs and employment information.

"WORKING FOR AMERICA'

PR T PRIVACY POLICY | HELP T SHETIAP
HOME | SEARCHJOBS | MYUSAJOBS | FORMS

Refine Search with Add

[Training Refine

[ New Search ]

Save this search and email me jobs o

Jobs 1 to 49 of 49 Show Jobs Opening: [l Jobs <

Sort: Opening Date | Relevance view: Brief | Detailed
Opening
o Job Title Agency Location

Jan 23, 2004 TRAINING AND CURRICULUM SPECIALIST  Air Force US-NV-LAS
Personnel  VEGAS NEVADA
Center INC

Jan 23, 2004 TRAINING SPECIALIST Veterans US-MIN-
Affairs, Minneapalis
Veterans
Health
Administration

Jan 20, 2004 TRAINING SPECIALIST Mine Safety  US-CO-DENVER,

andHealth O
Administration

Jan 15, 2004 GUIDANCE COUNSELOR Field Operating US-CO-HQ FT
Office CARSON DPTM

Tnternet




	Step
	Action

	3.  
	Job Announcement:

Some of the job announcements can be quite lengthy, but all the information listed is important to the open position.

Scan the job announcement for details that help you decide if you are qualified.
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	Action

	4.  
	Job Posting Information:

The job posting information is broken into logical sections. Make sure to read through the Specialized Experience and Education required before applying to a position.

	5.  
	Application Information:

Find information regarding how to apply to a job at the bottom of each announcement. Some features available to you include the Apply Online, Print, and Email a Friend links.

Note: Not all job announcements have an Apply Online link. Many positions do currently include a link to Federal Agency sites to apply online for positions.



	6.  
	Print:

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



	7.  
	Email a Friend:

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



	8.  
	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.



	9.  
	Questions:

If you have any questions concerning this job announcement, contact the agency listed here.



	10.  
	Related Job Links:

Not all job announcements offer the ability to apply online through USAJOBS. For those who do not, be on the lookout for a Related Job Link. 

Click the Related Job Links to visit an agency site where you can most likely apply online.
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	Step
	Action

	11.  
	Job Related Links:

Job related sites will vary according to agency and location. When you open a job related site, look for employment opportunities and apply as instructed.

Note: You may need to create an account and a resume to apply for positions on agency sites. We are is working to integrate the application process to make USAJOBS the single place to apply for all Federal positions.



	12.  
	Apply Online via USAJOBS:

Let's find a job that has a Apply Online link!
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	Step
	Action

	13.  
	Apply Online Link:

If an Apply Online link is available, it will always appear at the bottom of the job announcement to the left of the print and e-mail buttons.



	14.  
	Job Announcement Information:

Be sure to read the job announcement and follow all instructions when applying for a position. Many positions require submitting additional forms. Incomplete applications may not be accepted.



	15.  
	Do you qualify?

If you would like to apply to a job announcement online using your USAJOBS resume, click the Apply Online link.
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	Step
	Action

	16.  
	Cover Letter:
To attach one of your saved Cover Letters to your resume, select one from the listbox.

Note: Many Federal Agents do not require or accept cover letters. Review the job announcement for application instructions.
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	Step
	Action

	17.  
	Your Resume:

Your Resume is automatically selected. If you have more than one resume, you would be able to select the most appropriate one here.



	18.  
	Apply:

When you are ready, click Apply for this position now!
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	Step
	Action

	19.  
	Search Again:

To conduct a new search and apply for more jobs, click the Click here to search again link.



	20.  
	Track Applications:

To track your applications online, click the Click here to track your job applications with us link.



	21.  
	Job Application History:

Use your Job Application History page to view jobs to which you have applied and to track your application status. USAJOBS shows all applications that have occurred within the past 18 months.

Note: The Status will update based on your movement through each organization's recruitment process.



	 
	Thank you for participating in this USAJOBS tutorial.

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


 

	
	



