Visual Step-by-Step Instructions on How to Apply for a Job on the USAJOBS Website 
STEP 1: Locate the USAJOBS website at http://usajobs.opm.gov  
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STEP 2: Use the “Search Jobs” tab and “Location Search” to find jobs located in Richland, WA.  NOTE: Step 3 on the next page is VERY IMPORTANT! 
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STEP 3: Scroll down to “Applicant Eligibility” near the bottom of the page and click the radio button “YES” I am a current Federal employee or “NO” I am not a current Federal employee.  The “YES” button will also give you a list of all USAJOBS located in Richland, WA.  The radio button will automatically default to “NO” which means that you will not see any jobs open to current Federal employees, only U.S. CITIZENS or vacancies that end in (DEU).  So, it is essential that the correct selection is made on this page.
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Now click the “Search for Jobs” tab
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STEP 4: Scroll down the list of jobs located in Richland, WA until you find the one that you are interested in applying for. 
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STEP 5: Click on the blue description which is linked to the job.  NOTE: There are two vacancies with the same number.  One ends in DEU the other ends in MP.  The DEU is open to the “public” or all U.S. Citizens and the MP is open to “status candidates.”  If you are a current Federal employee you are a “status candidate” and this vacancy would be applicable to you.  If you are a current Federal employee who is also a “veteran” it may be of benefit to you to also apply under the DEU vacancy in order to receive “veteran’s preference.” 
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STEP 6: When the job is opened it will look like this.  Notice the five red and gold tabs across the top of the job; “Overview,” “Duties,” “Qualifications & Evaluations,” “Benefits & Other Info,” and “How to Apply.”  Each tab contains additional information about the job. 
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You can also see these tabs in the “Print Preview” mode if you scroll to the bottom of the page.
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STEP 7: Scroll to the bottom of the job page and click on the “apply online” button. 
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STEP 8:  You will be directed to the “My USAJOBS” tab highlighted in red.  We will begin by creating an account.  Click on “Create Your Account Now” if you have not created an account or profile in USAJOBS.  Enter your Username and Password if you have created an account and profile in USAJOBS.  
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STEP 9: You must create an account BEFORE you can apply for a job on USAJOBS.  Once you have created an account you will only have to enter your Username and Password from then on. 
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STEP 10:  When complete, click “submit.” 
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STEP 11:  Once logged in to “My USAJOBS” the system requests additional information from you.  Below the “My USAJOBS tab you will find your “profile” (contains your account information), “resume,” “agents,” “applications,” and “logout.”  Here you can change your account or profile, build up to 5 different resumes, depending on the type of job you are applying for, build up to 10 “search agents,” and track your USAJOBS online “application” history.  
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STEP 12:  Under the “Resume” tab the system walks you through setting up your resume(s). 
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STEP 13:  Under the “Resume” tab are four “Resume Builder” tabs 1 through 4.  Each tab walks you through building your resume by asking you to fill in applicable fields with information.  The system will allow you to build five unique resumes that can be edited or changed at any time.   Suggestion: You may develop a “master resume” in a word document and copy and paste into the program.
TAB 1: “Getting Started”
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TAB 2: “Experience”
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TAB 3: “Related Information”
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TAB 4: “Finishing Up” 
NOTE:  Saving, submitting or activating your resume on this screen does not constitute applying for a vacancy announcement.  See Steps 15 and 16 for instructions on how to go back to the original vacancy announcement and apply.
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STEP 14:  Below is a screen shot of the “USA JOBS online “applications” history page. 
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STEP 15: Once you have completed all the necessary fields under the “My USAJOBS” tab, return to the vacancy announcement that you want to apply for. 
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STEP 16:  At the bottom of the page, select the “apply online” tab again. 
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STEP 17:  Choose the resume that you built and saved to apply for this vacancy.  Click the “Apply for this position now!”  
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STEP 18:  You will be brought to the page below and then automatically sent to the application.  If your browser does not automatically take you to the application, click on the link notated below to take you there now. 
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STEP 19:  You will be directed to the assessment portion of the vacancy announcement which contains questions that will determine your education, basic qualifications, experience, knowledge, skills, and abilities. 
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STEP 20:  This is the “Question” or assessment portion of the vacancy announcement.  An “Important!” statement reminds the applicant that the answers contained in this section must also be substantiated in your resume. 
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Questions

Questions with an * require a response to be considered for thi

IMEORTANT! The responses you provide must be supported by information in yc
*1. You must meet the minimum basic educational/ experience requirements for professional engineering positions

T have earnied a bachelor's degree in professional engineering, My curriculum was in a school of engineering with at leas
T have a cormbintion of education and experience equivalent to a bachelor's degree in engineering, dermonstrated by my
I have a bachelor's degree in professional engineering that included differential and integral calculus and courses (more ¢
T have successfulls passed the Enginering-in-Training/Engineering Intern exarmination znd have earmed one of the follow
T have successfulls completed 60 semester hours of courses in the physical, mathematical, and engineering sciences, anc
T have successfulls completed a curriculum leading to & BET or in a related professional field , e.g,, physics, chemistry, ar
1o not mest any of the education and/or cormbination of education and experience under any of the choices above.

0000000

*2.65-14 In addition to meeting the basic requirements, you must have one year of specialized experience equival

. s
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STEP 21: Remember to save your answers and to select the “submit application” tab when finished.  It is also recommended that you save a copy of your answers for future reference.  NOTE: Your profile, resume, application questions, or long answer questions can be changed in the system up to the closing date of the vacancy. 
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4. What experience do you have performing engineering design? Select the one that best describes your years of

© Twenty or more yzars experlence performing engineering desion
© Ten tn twenty years experience performing engineering design
© Five 0 ton ymars experience performing enginsering desion

© Less than five years experience performing enginesring design

© No experience performing engingering desion

Important! All the information you provide may be verified by a review of the work experience and/or education as

Any exaggeral

n of your experience, false statements, or attempts to conceal information may be grounds for not

__ SubmitApplicsion | Save | _ ResetForm_|
QuickHire. Xi




  

STEP 22:  For assistance with the application process or to ask questions about the vacancy announcement, please utilize the point-of-contact notated in the vacancy announcement. 

[image: image28.jpg]Note to Applicants: Please review the announcement carefully
and in its entirety. Supplemental documentation is required for all
applicants to deterrine eligibiity and/or qualifications as

outlined in "Required Documents® in the *How To Apply" tab of the

announcement,

KEY REQUIREMENTS:
« U. S. citizenship

<« Back to Search Results

(f APPLY ONLINE )

( & PRINTPREVIEW) (B EMAILA FRIEND)

<" send Mail

Send Mail to:
Environmental Management
825 Jadwin Avenue
P.0. BOX 550, A1-55
Richland, wa 99352
Fax: 509-376-0964

(2). Questions?

For questions about this job:
Linda Yorgensen

Phone: 509-376-7380

Fax: 509-376-0064

Email: DRR@M.gov

USAIOBS Control Number: 972171
EEO Policy Statement | Reasonable Accommodation Policy Statement | Veterans Information




  

STEP 23: You may also view the status of your application in the “My USAJOBS” “applications” tab. 
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USAJOBS s the official job site of the United States Federal Government
It's your one-stop source for Federal jobs and employment information.
‘woRKlNG

FOR AMERICA"

| search 3obs [ITETENY anfo center | veterans Employer Services

Applications
USA JOBS ONLINE APPLICATION HISTORY

IMPORTANT! If you did not apply to the job announcement with your USAJOBS resume through the
pply online buttor, we cannot track your application. It is not possible to track applications in your
USAIOBS account ahen they have been submitted through an agency's application website or through
the mail. You can contact the agency that posted the announcement ta verify receipt of your application
Each record will be deleted 18 months after Initial Application Date. You may want to print this page for
future reference,

Applications 110 6 Page: [1] Page 1 of 1

Initial
Application¥ Job Summary
Date

Last e
application @Application
Update status

Job  Agency
status  Name

General Engineer (Design)
5cb amounsament
S/13/2007  Nmber HANFORD-2007-75 (DEU) Active SPETEN oj1zz00y  Apgliation
Pay Plan: GS-0801-14/14 r
Lodaion: U waRichiand

Human Resources Specialist
5cb Amouncament

12/21/2005  Number HANFORD-2007-05 (W) Closed SPERTEN 12771 c00s  ARglieation
Pay Plan: GS-0201-12/09 _r
Lotaion: US-wacRichiand

‘Budget Analyst

B @ Intemet



  

