APPLICATION PROCESS FOR
FEDERAL JOB VACANCIES

2010 Federal Employees Week




WHAT IS AVACANCY
ANNOUNCEMENT?

Agencies method to advertise its vacancies.
Agencies create & manage announcements independently.

Describe position information, including salary, duties,
qualification requirements, closing date and application
procedures.

= Review each section of vacancy announcement carefully.
= Closing date last date you can apply for the job.

= The vacancy announcement will specify the acceptance
period for electronic submissions or if hard copy is
required.

=  Announcements are removed from the website on the
closing date.
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« BRAC! armyBase Realignment And Closure Information
E— + The FY2010 ACTEDS Training Catalog Fresh Updates!

= Downtime and Monthly Maintenance Event Scheduls

« NSPS - army Mational Security Personnel System

« Emergency HR Guidance (witlatural Di s Smartbook) Updated August 2007

& Army Civilian Corps Established: Memo | Creed

- r of Helpful Links

= Latest Civilian Persannel Bulletin

= Listof Common £

To search CPOL, use the quick search box below.
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ARMY VACANCY
ANNOUNCEMENT BOARD

& Vacancy Anncuncement Board - Windows Internet Explerer provided by Fert BEenning Geergia
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2 |

@ u he |".' https://cpolwapp. belvairarmy.mil/public/vabSefMNom/

b Page ~ (i) Tools =

- Vacancy Announcement Board ] l

~ @ Vacancy Announcement Board

Search and Self-Nominate for Army Job Announcements

with the search areas selected scroll

Please selectthe search criteria for job opportunities with the Army fhen you are satisfiec

down and click on the search now button.
Announcements close at 12:00am (midnight) Eastern Time

Although the majority of Department of Army vacancy announcements are posted on the Civilian Personnel On-Line, some are
not and are posted only on USAJobs.gov. Please check both websites to see all available Army job postings.

Search - Multiple criteria

Search Criteria
Keyword (Position Title only)

m

Special Programs:
Mone

General Occupations: Grade/Pay Band:

Administration / Program Management - All Grades =
Arts and Recreation “' )

Biological Sciences

Housing / Business / Industry
Education and Training

Engineering and architecture
Environment / Equipment / Facilities
Finance and Accounting

General Clerical and Office Services
Medical, Health Science and Public Health

o

W~ kWl

I
Countries and U.S. Territories:
Afgharnistan
Arkansas
California Austria
Colorado Bahamas
Connecticut Bahrain
Delaware Belgium
District of Columbia Belize
Florida S Benin S

Hint: {hold ontrl to make multiple selections)

Occupation Series: (Format 0801,0810,0819 No Alpha Characters. More than one series must be separated by
comma. )

ES Trng Slid.




ARMY VACANCY
ANNOUNCEMENT BOARD
CONT’D

& Vacancy Anncuncement Board - Windows Internet Explorer provided by Fort Benning Georgiz

A [;."'VacancyhnnouncementBoard ] l f ~ B - f=

=llee ==
~ &[4[ x| Live Search 2 |

© https://cpolwapp.belveoirarmy.mil/public/vabSelfMNom/

~ |2 Page + &} Tools =

pololouiLgdl SLIerees < = P
Housing / Business / Industry 3 |*|

Education and Training 4. | )

Engineering and Architecture =

Environment / Equipment / Facilities &

Finance and Accounting 7

General Clerical and Office Services =1

Medical, Health Science and Public Health Sk 9 Sk

State: Countries and U.S, Territories:
Alabama Afghanistan

Alaska American Samoa

Arizona Argentina

Arkansas Australia

California Austria

Colorado Bahamas

Connecticut Bahrain

Delaware Belgium

District of Columbia Belize

Florida Y EBenin Sz

Hint: (hold cntrl to make multiple selecticns)

Occupation Series: (Format 0801,0810,0819 Mo Alpha Characters. More than one series must be separated by
comma. )

Applicant Elig ity

Are you a current career’/'career conditional Federal civilian employee or do you have one of the following eligibilities:
= Military Spouse/Family Member Preference (overseas only}?

= Veterans Preference?

s Person separated from the armed forces under honorable conditions after 3 years or more of continuous military
senvice?

= Person with non-competitive appointment eligibility?
= Currentfederal employee in an excepted senvice position covered by an interchange agreement?
= Eligible for reinstatement?

! Mo 2 Yes

Get Results »»r

Search - Announcement

Announcement # | Get Announcement r»

Vacancy Ann

RpllessonZ.




AREA OF CONSIDERATION

= Describes individuals whom agency will accept applications
to compete for the position. (See Handouts)

= May be a broad or a limited group.

= Area of consideration may be referred as “Who May Apply” within
vacancy announcement.

= If you are not within area of consideration and you are not eligible

for a non-competitive/special hiring authority, you will not be
considered.



HOW DO | APPLY?

Prepare resume through Army Resume Builder.

Download copy of Army Job Application Kit.

Follow guidance provided in the kit especially the Do’s & Don’ts.

Identify meaningful skills you possess, related to position
applying for.

Describe experience in detail.



TERMS TO KNOW

= Army Civilian Resume Builder: a database that anyone can use to
create and edit a resume and then submit that resume to the Centralized
Resumix Database.

= Centralized Resumix Database: where an applicant’s resume has to be
on file for consideration for RESUMIX announcements

= ANSWER: (Applicant Notification System Web-Enabled Response);
— the place where applicants can view their resume and supplemental
data and also view the status of self-nominations that have been
submitted




TIPS ON RESUME WRITING CONT’TS

List all jobs previously held to include your current in order from
present to past.

Include: Date held, hrs per week, position title, supervisors
name/telephone number, salary (annual).

Write down the key areas of the work you performed for each position
held.

Take those key areas and expound.

Make sure your resume is easy to read.



TIPS ON RESUME WRITING

= Remember, it's a summary, not an autobiography.

= Use concise, unambiguous sentences and avoid over-writing.

= Keep the overall length of your resume short.

= Depending upon your experience, two pages is ideal.

( A three page resume should be considered only if it is absolutely
necessary to do justice to your career experience).

*Stress your past accomplishments and the skills you used to get
the desired results.
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Links **

__~The Army Civilian
¢ Resume Builder
\ 3 & ANSWER

ATTENTIOMN APPLICAMNTS: On 26 Jan 2005 we deployed a new &Army Civilian Resume Builder 2 AMNSWER tool, Users who
previously had an account with Resume Buillder or ANSWER should click here for information on how o retrieve your
resume,

If vou already have a current resume in REesumix, please do not resubmit your resume unless you have made significant
changes. \With a current resume in Resumix, you may continue to self-nominate (apply) for &rmy vacancies,

Due to extremely high submission rates, changes may not appear for as long as 48 hours. If you have already
submitted your resume and supplemental data from the new Army Resume Builder to Resumix, but cannot yet confirm
receipt in AMSWER, please do not resubmit your resume.,

Welcome to The Army Civilian Resume Builder New Users >>
and ANSWER
Reagister a new account
The Resume Builder is designed to assist users in entering their Creafe Your Resume
Submit Your Resume

resume into the Army's Centralized Resumix System. Users can
enter their resume as well as provide supplemental data to
indicate their qualifications and preferences. Once a resume is
entered using this system, the record is integrated with the other
staffing tools used by the Army to recruit and place applicants.

Registered Users >>

The Applicant Motification System YWeb-Enabled Response ) L

(AMSWER) tool is designed to allow users to check the status of View Bxisting Resume
their Resume, track their application histary, view Self-Momination Edit Existing Resume
history and view their current Resume and Supplemental Data — Submit Your Resume
listed in the Central Resumix Database. Users can toggle between

the Resume Builder and ANSWER. m

PRIVACY ACT AMD PUBLIC BURDEM STATEMENT

é ﬂ Inkernet
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Resume Builder Logon Page

Flease enter your Userid and Fassword
Mote: Enter Digits only

Userid {SSH) | |

Password | |

Forgot your Password?

For Non-Classified Use Only

@ Done é ‘ Inkernet
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Resume Builder Password Retrieval

Fill in the information below to retrieve your Password,

Entries must match exactly as you registered or last updated them. After vour information has been retrieved, you
will be automatically re-directed back to the login page where you can log into the Resume Builder, Once you have
logged into the systern, vour password can be changed by editing the password fields on the reqistration/personal
inforrmation page.

your infarmation,

First Marme | | Last Mame |

SEN I:l (Mumbers onlyy  First 5 digits of your Zip Code I:l
[~ cancel

If vyou cannot retrieve your password, please send an email to applicanthelp@cpsrxtp belvoir.army.mil requesting E

&] Done 2 D Internet




Microsoft Internet Explorer

worites  Tools  Help
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Address |@ https:ffcpolst, belvoir. army . milfpublicfresumebuilder fbuilderfLogon

Corporate

(New Users:) Please fill out the following form to register.
—
—

{ Returning users:) Please review and update your Registration Information
below

PRIVACY ACT AMD PUBLIC BURDEM STATEMEMT
All fields denoted by a {*) are reguired

Password can be changed at any time, simply retype
password and confirmn password,

* pPassword Io.o..o.o * Confirm Password Io.oo.o..

* 2sn I......... * Confirm S5N I.......-- Mumbers only {no dashes)

Contact Information

** Naote: The contact information provided below will appear on your Resurme,

* First Mame [ron Middle I * Last |[goober

* address Line 1 [222 goober st

Address Line 2 |

* ity |goober * State |Alabama v

* Country |United States b * Zip Code |32456

E-rnail Address |bubba@earthlinky.net

Country Area Phone .
# Telephone Code Code Number Extension
Home [ |256 464-0000 | v

@ Lone é ﬂ Internet
.




r - Experience WorkSheet - Microsoft Internet Explorer

Favorites  Tools  Help
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cpolst, belvaoir, armey  milfpublicresumebuilder fbuilder fBuildResume

__~The Army Civilian
| Resume Builder

work Experience Worksheet:

Help Logout

= T Complete the following form and click on the button to insert the entry into your
Resume. Review and edit entries directly within the text box on the Builder page to
achieve the best possible result. New data will automatically be entered at the top

of the text box in the Builder.

** When creating a new resume, enter the oldest experience first and worlk forward chronologically.

Qrganization |
Company Name

Position Title | |
City | |

| v
Start Date End Date . .
(MM!‘IDDW} | | {MM;’IDDW) | If "Present” leave blank
Supervisor's May we Contact your
Marme | | Supervisor? Orves Ono

‘We will contact you first if you answer "Mo" and we need to contact your current

SUpervisor,

: State | hd | Country

Supervisor's | |
' Telephone

| £

é ﬂ Inkernet




uilder, - Education Worksheet - Microsoft Internet Explorer

iews  Fawvorites  Tools  Help

> |ﬂ @ _:\] /-._\J Search :::( Favorites Q‘E

tps: ficpolst . bebvoir, armey  milfpublicresumebuilder fbuilder [BuildResume

rrr___..._\The Army Civilian
(% Resume Builder Help  Logout

Education Worksheet:

Cormplete the following form and click on the button to insert the entry into your Resume,
Review and edit entries directly within the text box on the Builder page to achieve the best
possible result,

**Enter all periods of education that support your employment interests,

Tvpe of School | w

School Name |

City | |

Degree Acheived | |

; State | v| Country | hd

Major | | Minar | |
GRA | |
Quarter
' Semester Hours Earned | | Hours b
I@ Done é ‘ Internet

Worksheet page for Education y
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Additional Information Worksheet:

Complete the following form and click on the button to insert the entry into your Resume.
i Review and edit entries directly within the text box on the Builder page to achieve the best
possible result,

Tyvpe

Title / Course |

Description

Character Count: 0

14|

I@ Dane

S & Internet

Worksheet page for Additional Information

17
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tps:jfcpolst. belvoir, army , milfpublicfresumebuilder fbuilder fBuildResume w |
| goaberAlsbama 32456 Work: (256) - B42-000 ! ”~
| United States i
E Work Experience Goobers Ltd (01/01/2005 - Present) - Master Goober Keeper :
. Goober, Alabama United States .
| Supervisor: Bob Smith - 256-444-1515; Contact:ves |
; Salary: $300.00 per year ;
' Duties: Master Goober Keepers '
E Goobers, Inc (01/01/1991 - 12/31/2004) - Goober Keeper E
| Main Town, Florida United States |
| Supervisar: Bob Bossrman - 850-555-1212; Contactives |
E Salary: $250.00 per year :
' Cuties: Kept goobers, but only the best goobers. Received Goober of the year
' award five years in a row, '
E Goobers-R-Us (01/01/1985 - 12/31,/19907 - Sooher Apprentice E
i Goober, Alabama United States i
E Supervisor: Mr. Noober - 256-555-1212; Contact:Wes E
' Zalary: $150.00 per year '
' Duties: I was a Goober Keeper Apprentice. '
E Departrnent of Air Force (0150171975 - 12/31/1984) - Avionics Technician :
| Various locations, Armed Forces Americas United States |
E Supervisar: Yarious - Mot available; Contact:No E
! Salary: $100.00 per year !
! Cuties: Served as a avionics and navigation technician. Attained the rank of
' Technical Sergeant. '
E Education College/University :
' University of West Florida {08/01/1985 - 12/18/1992) '
| Pensacola, Florida |
| United States |
E Degree: Masters - Major: MBA; Minor; Marketing of Goobers; E
' GPA: 3.85 Semester Hours: 60 '
E Description: Received MBA with specialization in Goober commerce. :
E Additional Information License - Master Goober Keeper {12/01/1991) :
: 160 :
| Master Goober Keeper., Awarded to only 10% of Goober Keeper population. |
E Save Hesume Draft Edit my Rezume :
Lo L L T T L oot V
&) Done S & Internet

Preview Resume page (bottom half) 8
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Your work is saved as a draft in your working area, however it has not been submitted to
the Army Centralized Resumix system. Submission is made when all required sections are
complete.
Flease complete the following short supplemental questions to complete and submit your resume.
Fart of the Staffing Frocess incudes collecting some supplemental data to indicate your
qualifications and preferences. This information is required in order to properly pull your resume for
consideration,
Mote: If you answer "ves" to any of the questions below, you will be required to complete all the
required fields in the related Supplemental Sections.
E PRELIMIMARY QUESTIONS (Freliminary questions are required.) E
E 1) Do you currently andfor previously worlk as a Permanent Federal Civilian Employee? &rres (O Mo :
E 23 Have you ever served in the United States military or are vou eligible for veterans :
' preference? @ves O o ;
i 31 Are you interested in applying for a position overseas? ®ves (O Mo :
Cancel and Submit Later
_____________________________________________________________________________________________________________________ ' E
I@ Done S & Internet

Supplemental data / Preliminary Questions page

19
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__The Army Civilian
43 Resume Builder Help  Logout
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Supplemental Data

Your answers indicate that you have the following sections to complete in order to complete your RESLUME,

Supplemental Data

S Personal Data

P

Ermployvrient Preferences
Federal Employee
Military Weteran

Overseas Positions (**0Owverseas Applicants)

I@ é i Inkermet

Supplemental Data page 20



der - Supplemental Data:Personal Information - Microsoft Internet Explorer

Favoribes  Tools  Help
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Address | &) htkps: ffcpolst, belvair, armey . milfpublicfresumebuilder fbuilder [BuildSupplemental

Corporate

__The Army Civilian

f é nmme nllilllﬁl‘ Help Logout
i\
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)

Edit Resume Now! \_ /E
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Supplemental Data

You must complete at least the regquired fields (denoted by a * ) plus any additional fields that apply tao
your situation, The answers provided will be used in search queries and evaluations of requirements
and qualifications. Click on the Mext button to navigate to the next section.

PERSOMAL DATA Ermplovment Pref

it 1 Milit. Yet
* Citizenship | US Citizen - fiEaryavetensy

* Date of Birth ||:|5.-"22.-"1 950

Gender - OPTIOMAL

Race / Origin -

OPTIOMAL | Hawsiien i
* Education Level [ Click in Box to Display Sptions )
BASIC ADMINISTRATIYE SKILLS
m— . :
Typing - Wards per Minute
Dictation - Wwords per Minute I:I
oo =
@ é  Internet

Personal Data page 21



er - Microsoft Internet Explorer

Fawarites  Tools  Help
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Jopolst.belvoir, army. milfpublicfresumebuilder fbuilder JBuildSupplement al

_The Army Civilian

$ ﬂ Resume Builder
\L & ANSWER

Submit Resume and Supplemental Data Confirmation Page

__________________________________________________________________________________________________________________

; Your Resume and Supplemental Data :
have been Submitted!

O average, changes and submissions are updated within 20
! minutes. During some periods, the changes may take up to 24
i hours., .

To wiew your status in Answer:
Return to the Main Menu,

&) Dare S D Internst

Confirmation page

22



polst. belvoir.army.mil - ANSWER - Microsoft Internet Explorer | e * “‘_e"

3 COrporah

lotification System Web-Enabled Response

_ i Status Tracking
Applicant Information: =

ron goober i Sell Mominate History

Resume Last Received: 2005-01-31

Resume Status: ACTIYE WView Rasume

! |

L4 < Close AnswiR
E Send Mai

g_)) ANSWER Help

@ Done é ﬂ Internet




WEBLINKS JOB VACANCIES

WWW.CPOL.ARMY.MIL
(Main site for Army Vacancy Announcements)

WWW.USAJOBS.GOV
(Centralize site for most Federal Agencies).



http://www.cpol.army.mil/
http://www.usajobs.gov/

