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Once you're happy with the way your search is set up, you 

should consider clicking on the “Save this search and email me 

jobs” link at the bottom of the page. This will allow you to 

receive daily, weekly, bi-weekly or monthly emails that will 

contain all the new jobs that meet your criteria. To use this 

feature, you'll have to create an account on the USAJOBS Web 

site, simply click on the box that says “Create your 

account now” and fill in the necessary information. 

FIND A JOB IN YOUR REGION 

 Review the Blue Pages of your phone book 

 Contact the Federal Executive Office (feb.gov) that 

coordinates federal offices for your region 

 Use Fedscope (fedscope.opm.gov) to research which agencies 

are in your state and whether they hire people with your 

background by clicking on "employment" and the most recent 

data (month/year) on the federal workforce 

GETTING STARTED: THE APPLICATION PROCESS 

After selecting the job to which you’d like to apply, we 

encourage you to consider the following tips: 

 Plan ahead: The application process itself can take time; 



 Federal Job Search 3 

Related Information 

The Related Information tab provides another opportunity for 

you to add information about yourself that recruiters may value. 

List personal and professional references, languages you speak, 

organizations to which you belong, publications to which you 

have contributed and awards which you have received on this 

page. 

Toward the bottom of the page, you'll notice that the site asks 

you what type of employment you'd be willing to consider. 

This choice may seem daunting at first, but don't fret — if you 

click the question mark next to the word “Availability,” you'll 

find short descriptions of each of these job types. Read these 

descriptions and you'll be able to make an informed decision 

about what sort of job you're looking for. 

Below the “Availability” section, you'll find the “Desired 

Locations” box that will allow you to let federal recruiters 

know of any geographic preferences you have. Feel free to 

select as many or as few locations as you like. 

Finishing Up 

Once you click through to the Finishing Up page, you'll have 

the option to automatically spell-check your resume. This is a 

good idea since spelling errors reflect poorly on job applicants. 

This is also a good time to click the “Preview Your Resume” 

button along the left side of the page. You'll be able to see your 

resume just as federal recruiters will see it. 

After you're satisfied with the shape your resume is in, click the 

“Activate Resume” button. This will send your resume out into 

the pool of other applicants and allow federal recruiters to find 

it in their searches. 

Whether you decide to make your resume searchable or not, 

you'll be able to use it if you find a position on USAJOBS that 

accepts online applications. Look for the “Apply Online” 

button at the bottom of a job posting to see if the position 

you're interested in qualifies. If you decide to submit your 

resume electronically, make sure to read the job description 

carefully to ensure that all of the information that it asks for is 
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The excepted service authority is also used to fill a job under a 

special circumstance; for example, when there is a part-time or 

temporary job in a remote location or when there is a critical 

hiring need. U.S. Office of Personnel Management may also use 

a special hiring authority on a case-by-case basis to make a 

political appointment. Special hiring authorities can also be used 

to hire applicants with a special disability. 

Certain excepted service hiring programs also are used as fast-

track ways to bring talented individuals in at the entry levels, 

such as the Presidential Management Fellows Program. These 

programs include training and development components and are 

typically two-years in duration, with the potential for conversion 

to a full-time permanent position. 

Excepted service positions are not required to be posted 

on USAJOBS.gov. As a result, it is important to look at 

individual agency Websites for job announcements. 

MAJOR EXCEPTED SERVICE AGENCIES  

http://www.makingthedifference.org/federaljobs/exceptedservice.shtml
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 TTYs for use with telephones  

 Hardware and software that make computers accessible if you 

have vision impairments or difficulty using your hands  

 Sign language interpreters or readers  

 Training and other written materials in an alternative formats 

(e.g., braille, audio tape, computer disk)  

 Physical changes, such as installing a ramp or modifying a 

workspace  

SECURITY CLEARANCES 

Agencies that require security clearances 

Everyone hired for  a federal job undergoes a basic 

background check of their criminal and credit histories. 

In addition, jobs that include access to sensitive information 

generally require a security clearance, which requires a more 

intensive background investigation that begins after someone 

has already received a job offer. Examples of agencies which 

may require high levels of security clearance include the 

following: 

 U.S. State Department  
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