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How to Navigate Your 
Federal Job Search

Presenter: Kristina Santos, SECO Career Coach
April 29, 2020



Today’s Agenda

• SECO Services to Help You Navigate Your Federal Job Search

• Finding Your Fit in the Federal Government

• Navigating the Federal Application Process

• Question & Answer
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SECO Services to Help You Navigate Your Federal Job Search



Use SECO Services to Navigate Your Federal Job Search
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• Career Coaching for Military Spouses
• SECO Coaching Packages

• SECO Federal Employment Coaching Package
• Connect with a career coach to explore 

opportunities and resources for ongoing support.

• Gain guidance, information, and support to get the 
confidence to apply for, and land, a job with the 
federal government.

Learn. Advance. Succeed.



Finding Your Fit in the Federal Government
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Finding Your Fit in the Federal Government

• Identify Your Interests and Skills

• Gather Your Education, Training, and Experience

• Prepare Your Resume Content (Experiences and Accomplishments)

• Explore Federal Employment Opportunities 
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Identify Your Interests and Skills

• Complete the Traitify Career Assessment
• SECO’s Newest Assessment! 
• Explore Your:

• Personality Blends
• Personality Traits
• Compliments/Conflicts
• Environments
• Career Matches
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Gather Your Education, Training, and Experience
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Education/Training Sources:
• Transcripts
• Course feedback
• Awards/recognitions
• Projects
• Publications
• Travel experience

Experience Sources:
• Previous job descriptions
• Customer feedback
• Supervisory reviews/feedback
• Military honors
• Leadership roles
• Volunteer experience
• Awards/recognitions
• Projects
• Travel experience

Source: www.opm.gov 



Prepare Resume Content – Your Experiences
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• Provide amount and level of experience:
• Amount of experience:

• “Managed a 12-person team for more than 15 years…”

• Level of experience:
• “Routinely advised and briefed organizational senior executives 

on…”

What Did You Do?



Prepare Resume Content – Your Accomplishments
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How Well Did You Do It?

• Provide accomplishment: 
• Who was impacted?
• What were the cost savings? 
• Did you generate revenue?
• Did you exceed deadlines?
• Did you receive awards or recognition?
• What changed/improved?

• Demonstrate your value and answers:
• Why should we hire you over others?



Prepare Your Experiences and Accomplishments 
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Example:
• Routinely advised and briefed organizational senior 

executives on audit reports identifying weak internal 
controls and accounting procedures. Created a new 
standard operating procedure which resulted in a 10% 
decrease in errors and $52,000 in labor savings. 

Demonstrate Your ValueSource: www.opm.gov



Explore Federal Employment Opportunities 

• USAJOBS.gov - https://www.usajobs.gov/
• Federal Government’s official employment website 

• Discover job openings within hundreds of agencies and organizations

• OPM.gov - https://www.opm.gov/
• OPM = USAJOBS experts

• “The U.S. Office of Personnel Management (OPM) serves as the chief 
human resources agency and personnel policy manager for the 
Federal Government.”

• USA.gov - https://www.usa.gov/
• A-Z Index of U.S. Government Departments and Agencies
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https://www.usajobs.gov/
https://www.opm.gov/
https://www.usa.gov/


Navigating the Federal Application Process

9 Steps of the Federal Application Process
1. Create a USAJOBS profile
2. Search for jobs
3. Review job announcement
4. Prepare your application in USAJOBS
5. Submit application to agency
6. Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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Navigating the Federal Application Process

https://www.usajobs.gov/
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Federal application process at a glance! 
Click on steps for more information. 



Navigating the Federal Application Process

1. Create a USAJOBS profile
2. Search for jobs
3. Review job announcement
4. Prepare your application in USAJOBS
5. Submit application to agency
6. Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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1. Create a USAJOBS Profile
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To apply for federal jobs 
you first need to: 
Create a login.gov account 
and complete your 
USAJOBS Profile.



Access Your USAJOBS Dashboard to Complete Profile
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Select Complete Profile



USAJOBS profile information:
• Contact Information

• Citizenship

• Hiring Paths

• Experience 

• Education 

• Demographics

• Languages

• Organizations

• References 
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Complete Your USAJOBS Profile
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Complete Your USAJOBS Profile

Explore Hiring Paths
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Explore Hiring Paths

Unique Hiring Paths – Military Spouses



Navigating the Federal Application Process

Create a USAJOBS profile
2. Search for jobs
3. Review job announcement
4. Prepare your application in USAJOBS
5. Submit application to agency
6. Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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2. Search for Jobs

• Basic Search
• Profile & Preferences Search
• Advanced Search
• Saved Searches  
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USAJOBS Dashboard – Basic Search 

Search by Keywords: 
Job Title, Department, Agency, 
Series, or Occupation

Search by Location: 
City, State, Zip Code, or Country



MySECO.MilitaryOneSource.mil •  800-342-9647 25

USAJOBS Dashboard – Preferences 
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Select Your Preferences 

• Travel & Relocation
• Are you willing to travel?

• What percentage of duty time will you travel?

• Are you willing to relocate?

• Desired work locations

• Appointment Type & Work Schedule
• What type of work are you willing to accept?

• What type of work schedule are you willing to 
accept?
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Profile & Preferences Search 

Filters from your profile & preferences are 
automatically added to your search results. 
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USAJOBS Advanced Search 

Advanced search options:

Top filters: Hiring path, pay, grade, 
department & agency, series

More filters: location, work schedule, 
appointment type, security clearance, 
travel percentage
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Save Your Favorite USAJOBS Searches

Save Searches to receive emails 
when new jobs become available.
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USAJOBS Dashboard - Saved Searches



Navigating the Federal Application Process

Create a USAJOBS profile
Search for jobs
3. Review job announcement
4. Prepare your application in USAJOBS
5. Submit application to agency
6. Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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3. Review the Job Announcement

Job Opportunity Announcements include the following 
sections: Overview, Locations, Duties, Requirements, 
Required Documents, Benefits, How to Apply.

Read each section before applying. 
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Save Your Favorite USAJOBS Job Announcements
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USAJOBS Dashboard – Saved Jobs



Federal Application Process

Create a USAJOBS profile
Search for jobs
Review job announcement
4. Prepare your application in USAJOBS
5. Submit application to agency
6. Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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• Upload supporting documents
• Prepare federal resume

• Private vs federal resume
• Federal resume checklist 
• Tailor your resume 
• How to upload/build a federal resume 
• Overview of USAJOBS Resume Builder tool
• Make your resume searchable

• Review ‘How to Apply’ section of job announcement 
for additional requirements 
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4. Prepare Your Application in USAJOBS
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USAJOBS Dashboard – Documents
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Upload Supporting Documents
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Prepare Your Federal Resume

• Private sector resume vs federal resume

• Federal resume checklist

• Tailor your resume

• Upload/Build your federal resume

• Overview USAJOBS resume builder tool

• Make your federal resume searchable 
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Private Sector vs Federal Resume 

Private Industry Resume Federal Resume

Announcement: Wish List Minimums

Meeting Qualifications: Flexible Must Meet All

Keywords: Useful Once Repetition is Helpful

Experience: Generalized Specific

Detail: Straight to the Point Building a Picture

Length: 1-2 pages No Limit

Look: Visually Appeasing Content, Content, Content

Skills Section: Useful Not Useful
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Federal Resume Checklist

• Reverse-chronological format preferred
• No page limitations
• Repetition is helpful
• No spelling or grammatical errors 
• Explain acronyms and avoid jargon 
• Content includes:

oProcess
o Skills
oResults
oAccomplishments
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Tailor Your Federal Resume

3 Steps to Tailor Your Federal Resume
1. Review the Job Opportunity Announcement
2. Identify keywords
3. Align your experience and accomplishment to the JOA

A job posting on USAJOBS.gov is called a Job Opportunity Announcement (JOA)
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Step 1: Review the Job Opportunity Announcement

• Goals of the JOA Review:
• Understand the requirements
• Select in (Apply) or out (Do not apply)

• If you choose to apply, use the Job Opportunity Announcement to:
• Identify keywords to tailor your resume
• Submit a complete application package

A job posting on USAJOBS.gov is called the Job Opportunity Announcement (JOA)
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Step 2: Identify Keywords

JOA sources:
• Duties

• Responsibilities 
• Requirements

• Qualifications
• Occupational Questionnaire 

• Linked from the JOA

Additional sources:
• Agency website
• Networking/Social Media websites 
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Identify Keywords: Duties

Identify keywords that describe 
the job’s daily activities and 
responsibilities. 
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Identify Keywords: Requirements

Identify keywords that describe the 
experience, skills, and other 
qualifications required for the job. 
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Identify Keywords: Occupational Questionnaire

Preview the job assessment questions 
before you apply to the job. 

Support your answers in your resume. 
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Occupational Questionnaire (continued)

Give yourself credit when you can! 

Identify keywords and include these 
knowledge, skills, and abilities in your resume!



MySECO.MilitaryOneSource.mil •  800-342-9647 49

Activity: Identify Keywords from the JOA

Qualifications 

Specialized experience: For the GS-13, you must have one year of specialized experience at a level of 
difficulty and responsibility equivalent to the GS-12 grade level in the Federal service. Specialized 
experience for this position includes: Planning, conducting, and documenting results of audits or 
evaluation projects in accordance with applicable standards and provide recommendations. Examples of 
such experience may include: 

Coordinating audit or evaluation activities of team members and reviewing work of junior staff 
ensuring it is sufficient, competent, and includes relevant evidence to support findings; OR 

Conducting interviews with key organizational authorities and other stakeholders to gather 
survey information; OR 

Preparing and presenting audits or evaluation reports and briefings that address major 
management issues.  
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Activity: Identify Keywords from the JOA

Qualifications 

Specialized experience: For the GS-13, you must have one year of specialized experience at a level of 
difficulty and responsibility equivalent to the GS-12 grade level in the Federal service. Specialized 
experience for this position includes: Planning, conducting, and documenting results of audits or 
evaluation projects in accordance with applicable standards and provide recommendations. Examples of 
such experience may include: 

Coordinating audit or evaluation activities of team members and reviewing work of junior staff 
ensuring it is sufficient, competent, and includes relevant evidence to support findings; OR 

Conducting interviews with key organizational authorities and other stakeholders to gather 
survey information; OR 

Preparing and presenting audits or evaluation reports and briefings that address major 
management issues.  
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Activity: Identify Keywords from the JOA

Qualifications 

Specialized experience: For the GS-13, you must have one year of specialized experience at a level of 
difficulty and responsibility equivalent to the GS-12 grade level in the Federal service. Specialized 
experience for this position includes:  

• Plan, conduct, and document results of audits or evaluation projects 
• Coordinate audit or evaluation activities of team members 
• Review work of junior staff 
• Ensure work is sufficient, competent, and includes relevant evidence to support findings 
• Conduct interview with key organizational authorities and other stakeholders 
• Gather survey information 
• Prepare and present audits or evaluation reports and briefings 
• Address major management issues  



MySECO.MilitaryOneSource.mil •  800-342-9647 52

Step 3: Align Your Experience and Accomplishments 
with the JOA

Match: 
Your Skills, Education, Training & Experience

Job Opportunity Announcement

Source: www.opm.gov
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Activity: Align Your Experience and Accomplishment with the JOA

Source: www.opm.gov

Match Your Experience + 
Accomplishment with as 
many bullets as possible. 

Do not assume agencies will 
“read between the lines”. 

Leave no doubt. 
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Upload/Build Your Federal Resume

Store up to five resumes to help you 
target different types of jobs. 
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Overview of USAJOBS Resume Builder

Review the How to Apply section 
of the Job Opportunity 
Announcement to find out which 
resume format and documents 
are accepted by the agency. 
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USAJOBS Resume Builder (continued)

Experience All fields are 
required unless 
otherwise noted.
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USAJOBS Resume Builder (continued)

Education All fields are 
required unless 
otherwise noted
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USAJOBS Resume Builder (continued) 

References Other Qualifications
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Make Your Federal Resume Searchable

• Make Your Resume Searchable
• Keep in mind:

• Only one resume can be searchable at a time.

• Your profile will also become searchable when 
you select to make a resume searchable, if 
your profile is complete. 

• Only certain file types are searchable: Word, 
text-based PDFs, text files, and resumes 
created using the USAJOBS Resume Builder 
Tool.



Federal Application Process

Create a USAJOBS profile
Search for jobs
Review job announcement
Prepare your application in USAJOBS
5. Submit application to agency
6. Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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5. Submit Application to Agency

Apply to the Job



Federal Application Process

Create a USAJOBS profile
Search for jobs
Review job announcement
Prepare your application in USAJOBS
Submit application to agency
6. Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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6. Agency Reviews Application 

• Track your applications
• Your applications are listed by the date they were updated
• The application status is highlighted next to each job application
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Federal Application Process

Create a USAJOBS profile
Search for jobs
Review job announcement
Prepare your application in USAJOBS
Submit application to agency
Agency reviews application
7. Interview
8. Agency selects candidates
9. Job offer 
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7. Interview

• Hiring official will review the “highest qualified” applications 
and select applicants to interview

• Hiring agency will contact applicants directly for interview
• Multiple rounds of interviews may be scheduled 

• Types of interviews:
• Panel 
• In-person
• Video
• Phone 

Tip: Save copies of the job announcement and your application 
package to help with interview preparation
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Federal Application Process

Create a USAJOBS profile
Search for jobs
Review job announcement
Prepare your application in USAJOBS
Submit application to agency
Agency reviews application
Interview
8. Agency selects candidates
9. Job offer 
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8. Agency Selects Candidate

• Hiring agency will contact 
applicant and begin job 
offer process

• Those candidates not 
selected will see their 
application status changed 
to “Not Selected”
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Federal Application Process

Create a USAJOBS profile
Search for jobs
Review job announcement
Prepare your application in USAJOBS
Submit application to agency
Agency reviews application
Interview
Agency selects candidates
9. Job offer 
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9. Job Offer

• Tentative job offer is extended by hiring agency
• If tentative job offer is accepted, agency will work with the candidate 

to finalize the onboarding and offer process which may include:
• Additional agency requirements

• Background investigation
• Additional security checks

• Candidate’s review and negotiation of offer

• Job offer is final when:
• Agency successfully completes additional requirements
• Candidate accepts firm offer
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Navigating the Federal Application Process

Create a USAJOBS profile
Search for jobs
Review job announcement
Prepare your application in USAJOBS
Submit application to agency
Agency reviews application
Interview
Agency selects candidates
Job offer! 
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Keep Up The Hard Work! 



Questions? Feedback?
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