JOB APPLICATION KIT



USAJOBS®, the government's official job web site provides access to more than 30,000 job listings daily as well as applications, forms, and employment fact sheets. Job postings are updated hourly and are available to job seekers in a variety of formats to ensure accessibility for those with differing physical and technological capabilities. You can search for jobs by location, job category, and agency and you can complete and submit your application directly to the agency online. 
RN/LVN’s-To apply for a nursing position, submit a hardcopy resume to the NHTP Civilian Personnel Office; you DO NOT need to apply via USAJOBS.

Come Work for America. We have made the process simple! Your job search for Federal career opportunities is a "Three – Step Process". With USAJOBS, you can: 

Step 1 - Create Your Account
YOU DO NOT NEED TO CREATE A "My ACCOUNT" TO SEARCH FOR JOBS, BUT YOU MUST CREATE AN ACCOUNT TO APPLY FOR JOBS ONLINE. Set up your "My Account" to: 

· Build or upload your résumé and post it online 

· Receive customized job alerts 

· Apply for Federal Government jobs 

· Save or Email a Friend Job Opportunity Announcements 

Step 2 - Search for Jobs
From the www.usajobs.gov web page, enter your desired job information and submit to search the database of thousands of opportunities. Use your resume to apply online instantly. 

The TDD line 1/978-461-8404 is available for our customers that are hearing impaired. Local telephone companies may charge for long distance service. 

Step 3 - Manage Your Career
Get all the information and advice you need on obtaining a job in the Government. You can also get application status for positions that you have applied for through your USAJOBS® account. 
Naval Hospital Twentynine Palms Civilian Personnel Office contact information:

Fawn Morocco, Civilian Personnel Assistant - fawn.morocco@med.navy.mil
Susan Tapia, Civilian Personnel Assistant - susan.tapia@med.navy.mil
Frequently asked questions:

	Q: 
	What happens when I Apply Online? 

	A: 
	When you see a job that you would like to apply to, you can click the Apply Online link at the bottom of the posting. When you click Apply Online (all jobs do not have this option), you will have to log into your account if you were not previously logged in. Once you are logged in, if you have one or more Resumes, you will have a choice of which Resume to send. Likewise, if you have any cover letters stored, you will also have the option of submitting a cover letter along with your Resume. 

If you have an account and are logged in but do not have any Resumes stored, when you click the Apply Online link, you will get a message that says, 'You are logged in but do not have any Resumes stored.' You will then have the option to Create a New Resume. If you do not have an account opened and you click Apply Online, it will take you to the Create Account/Log In page. 


	Q: 
	How do I get a government job if I am a civilian? 

	A: 
	USAJOBS was created to assist you in your job search. It allows you to search for jobs that best match your skills and talents and to apply for them directly. Civilian federal job opportunities are announced through USAJOBS. The number will vary, but there are frequently around 18,000 listed on any given day, with new jobs added (and old ones closed) every day. Many excepted agencies (such as the FBI, CIA, and some courts) also use USAJOBS to announce their job opportunities. You can search for these opportunities by using the search jobs function (http://jobsearch.USAJOBS.gov/) and then selecting your job requirements. You can also use "My USAJOBS" and create a "search agent" that will notify you when jobs meeting your requirements are added to the system. After finding a job of interest, carefully read the announcement and follow the "How To Apply" instructions included as a part of it. You may be able to apply on line for a job (through various different online questionnaires and through the USAJOBS resume builder) or you may need to mail or fax your resume. This information will be included in the announcement.


	Q: 
	How do I apply to a job announcement? 

	A: 
	When you see a job that you would like to apply to, you can click the Apply Online link at the bottom of the posting. When you click Apply Online (all jobs do not have this option), you will have to log into your account if you were not previously logged in. Once you are logged in, if you have one or more Resumes, you will have a choice of which Resume to send. 


	Q: 
	I have created a resume using your Resume Builder and I want to submit it online for a job vacancy. How do I do this? 

	A: 
	Not all announcements allow for the submission of an online resume. If the vacancy announcement you are applying to accepts resumes online, there will be a link that says Apply Online. When you select this link, it will take you into the resume builder. After preparing your resume, you will be given the option to send your resume. When you select this option, your resume will be automatically sent to the office that is processing the announcement. (You cannot submit a resume online that was produced on another program.) 


	Q: 
	How do I check on the status of a position I applied for? 

	A: 
	If you would like to inquire about the status of your application to a vacancy posted on USAJOBS, you should go to the agency contact provided in the vacancy announcement for assistance. 


Resume and KSA (knowledge, skills & abilities) tips: 

Pay Attention to Keywords
Whether you're writing your first resume, updating an existing one, or answering a position's Knowledge, Skills, and Abilities (KSA's), stop and think about which keywords you need to add. You could be the most qualified person for the position, but you could be lost in a sea of applicants without the right keywords.
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A Single Keyword Communicates Multiple Skills and Qualifications 

When a recruiter reads the keyword "analyst," he or she might assume you have experience in collecting data, evaluating effectiveness, and researching and developing new processes. Just one keyword can have tremendous power and deliver a huge message.
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Study Job Announcements

This is the best way to determine important keywords. Review several job announcements and their questions for your ideal position. The jobs don't have to be in your geographic target area. The idea is to find skills, experience, education and other credentials important in your field. You will probably find keywords frequently mentioned by different agencies. Focus on the "requirements," "skills" or "qualifications" sections of job ads, and look for “buzzwords” and desirable credentials for your ideal job.

Be Concise
Don't confuse telling your story with creating your autobiography. Recruiters are inundated with applications and are faced with weeding out the good from the bad. The first step involves quickly skimming through submissions and eliminating candidates who clearly are not qualified. 
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Use an Editor's Eye

Many workers are proud of their careers and feel the information on a resume should reflect everything they've accomplished. However, a resume shouldn't contain every detail and KSA's should only address the question at hand. So be judicious. If your college days are far behind you, does it really matter that you pledged a fraternity or delivered pizza?
Use Numbers to Highlight Your Accomplishments
If you were a recruiter looking at a resume or an answer to a KSA, which of the following entries would impress you more: 
· Wrote news releases. 

· Wrote 25 news releases in a three-week period under daily deadlines. 

Clearly the second statement carries more weight. Why? Because it uses numbers to quantify the writer's accomplishment, giving it a context that helps the interviewer understand the degree of difficulty involved in the task. Numbers are powerful resume tools that will help your accomplishments draw the attention they deserve from prospective employers. With just a little thought, you can find effective ways to quantify your successes on your resume. 
	HOW TO PREPARE YOUR RESUME 

	By reviewing this information carefully before developing and submitting your resume, you will maximize the opportunity for your resume to receive full and proper consideration. 

	Three Steps to Preparing a Resume 

1.

Get Organized. The first step is to get all your paperwork together. Gather your previous resumes, copies of SF-50s if you are/were a Federal employee, job descriptions, performance evaluations, letters of commendation, awards, etc. Sort and put in order. Read and take notes.

2.

Plan. Take time to think before you write. What are your career goals? Where do you want to work? What type of positions will you be applying for?

3.

Draft. Draft out your resume. Walk away and then start writing, chopping and revising. Don’t forget to spell check.



	Tips On Describing Your Experience, Training and Certifications 

The best experience sections are those that are focused, concise, and include only significant skills, knowledge, and abilities from your background. Below are some tips on how to best follow this advice.

Be descriptive. Experience descriptions should be simple, straightforward, and reduced to only essential information. We want to know what you did on the job. Think about: 

· the projects you have worked on, 
· what your specific duties were, 

· what you needed to know to do the job, 

· what tools, software, or equipment you used, and 

· what you accomplished 

Don’t be vague. Emphasize nouns and verbs and provide concrete statements of your accomplishments in the correct tense for past or present positions. 

Example: 
· Use “Utilized Microsoft Project to develop timelines. Prepared budget requests, hired staff, selected vendors, negotiated contracts, and designed and implemented a new Unix client-server information system,” rather than "Performed the full range of project management duties for a new information system." 

· Rather than using "communicates orally and in writing", it is better to use "writes complex technical documents and reports; prepares policy statements; and develops and presents Power Point briefings to large groups". 

· It's better to use, "Directs work, interviews and hires employees, establishes and reviews performance standards, identifies training needs, effects disciplinary action and performs other supervisory duties for 10 employees," rather than "supervising.” 

Use action words, modifiers and phrases such as: 

· Designed and implemented new organizational structure plan 
· Negotiated contracts up to 90K 

· Delivered report on waste management 

Eliminate unnecessary "flowery" language. Avoid adjectives and adverbs. 

  

Instead of saying, "I was responsible for the processing of a wide variety of extremely complex financial transactions using two technically advanced automated accounting systems", you could say, "I was responsible for processing a variety of financial transactions using two automated accounting systems".

Don’t be repetitive. Once a skill such as “management” or “budget” is pointed out, you need only use the skill again if you are describing a different position. 

Use plain English. Describe skills and experience in universally accepted terms common to your occupation and profession that could be readily understood in both the public and private sectors. Minimize the use of acronyms. If you must use them, spell them out at least once and explain what they represent, what processes or systems they describe, and how you have used the knowledge, skills, or abilities associated with them.

Don’t forget to Spell Check. Correct spelling sets the right tone and helps insure you get credit for all the job skills and experience contained in your resume.

Keep paragraphs short. To make your resume easier to read to the human and electronic eye, add a carriage return (blank line) after every 20 lines or so. It’s ok to have more than one paragraph for each experience, just keep the paragraphs short.

Don’t be fancy. Don't use fancy treatments such as graphics, italics, underline, shadows, and reverses (white letters on black background) or signs and symbols such as % # * = and don't type your information in all capital letters.

List only recent training and awards. List only training and awards received in the last 5 years. Don’t attach copies of training certificates, transcripts or awards unless specifically requested in the vacancy announcement.

List certifications and licenses. If applying for positions that require you to possess a license or certification, ensure that you list all current licenses, certificates, and/or contracting warrants under the “Professional Licenses and Certificates” section of your resume. Identify the city and/or state of certification, name of certifying organization and expiration date, if any. 

  

Example: Certified Public Accountant (CPA), Illinois, 06-95

Take the “Have I done the best I can Do” Test. When you are finished writing a section, ask yourself: 

· Would a person who is not familiar with my occupational background understand the kind of work that I do? 
· Is there nonessential information in what I have written? 

· Have I omitted any relevant special experience or skills I possess that might distinguish me from other candidates if my resume reaches the desk of a selecting official? 

· Have I adequately described the major characteristics of my occupation or background and skills that are most common to my occupation? 

· Have I clearly described my accomplishments? 


OCCUPATIONAL GROUPS AND SERIES OF POSITIONS

EMPLOYED AT THE NAVAL HOSPITAL

GS-0018
Safety and Occupational Health Specialist

GS-0019
Safety Technician

GS-0301
Workforce Management Support Specialist

GS-0303
Misc. Clerk and Assistant Series 

(Credentialing Tech, Clinical Lab Clerk fall under the 0303 series)

GS-0305
Mail and File Series

GS-0318
Secretary (OA)

GS-0326
Office Automation Clerical and Assistance Series

GS-0335
Computer Assistant Series

GS-2210
IT Specialist Series

GS-0342
Support Services Administration Series

GS-0344
Management and Program Assistant Series

GS-0350
Equipment Operator Series

GS-0503
Financial Technician Series

GS-0525
Accounting Technician Series

GS-0560
Budget Analyst Series

GS-0561
Budget Technician Series

GS-0610
Nurse

GS-0620
Practical Nurse – LVN

GS-0621
Health Aid and Technician

GS-0644
Medical Technologist

GS-0645
Medical Lab Technician

GS-0647
Diagnostic Radiologic Technologist

GS-0649
Medical Instrument Technician

GS-0650
Medical Technical Assistant

GS-0660
Pharmacist

GS-0661
Pharmacy Technician

GS-0670
Health System Administration

GS-0671
Health Systems Specialist

GS-0675
Medical Records Technician

GS-0679
Medical Support Assistant

GS-0690
Industrial Hygiene

GS-1035
Public Affairs

GS-1105
Purchasing

GS-1641
Facilities Manager

GS-1725
Public Health Educator

GS-2003
Supply Systems Analyst

GS-2005
Supply Clerk

WG-2805
Electrician

WG-3566
Housekeeping Aid

WS-3566
Housekeeping Supervisor

WL-3566
Lead Housekeeping Aid

WG-4742
Utility Systems Repairer-Operator

WG-4749
Maintenance Mechanic

WG-5306
Air Conditioning Equipment Mechanic

WG-6907
Materials Handler

WG-7408
Food Service Worker
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