
Welcome to USAJOBS, the official website for Federal Government employment! 
Go to USAJOBS to search for Federal jobs that match your skills, education, and 
experience, and use its tools to narrow your results and find your perfect job. 

To begin, go to www.usajobs.gov 

Create an Account/Profile 

~ ~ Creating a USAJOBS account/profile 

~ allows you to customize your Federal job 

search and apply for Federal jobs. You can 

search for jobs without a profile but creating one early 

in the process will enhance your job search experience. 

• Select "Create Profile" on the USAJOBS Home Page. 

• Input your email address or create a username. 

• Create a password. 

• Select "Create Account." 

• USAJOBS will email you the registration link. 

Click the email link to confirm and access your 

USAJOBS account. Complete the "Contact 

Information" data, and three security questions 

and answers to reset your USAJOBS account if 

you forget your password or get locked out. 

• Select "Activate Account." 

• From the Login page, sign in using 

"Username or email" and "Password." 

• On the USAJOBS Dashboard/Home 

Page, select "Complete Profile." 

• Complete the required data in the Contact, Eligibility, 

Demographics (optional), and Preference sections. 

• Select "Save." You will now notice 

"Profile Complete" in green. 

• Select the "Home" tab on the USAJOBS Dashboard. 

Perform a Job Search 

IF"\. Perform a "Basic Search" to obtain results 

'--'• for a broad range of positions based on 

keyword and /or location input. An "Advanced Search" 

is a more detailed search in which you input specific 

criteria or use filters for more refined results. 

• For a Basic Search, input data into the "Keywords" 

and/or "Location" boxes and select "Search." 

• For an Advanced Search, ensure the "Keywords" and 

"Location" boxes are empty and select "Search" and 

you will be taken to the filters to further refine your 

search. 

For example, you can input search criteria such 

as "Salary" or "Pay Grade" or "Occupational 

Series," and then select "Search Jobs." 

• Your search criteria are displayed on the left 

hand side of page. If you like the search results, 

select "Save Current Search," and name the 

search. USAJOBS will automatically notify 

you of additional postings in the future. 

• Review the search results. Select the job title 

of the position that interests you to review the 

full Job Opportunity Announcement (JOA). 

The USAJOBS® Dashboard is where you will go to make changes in 
USAJOBS® to improve your Federal job search. For example, you can 
work with active and archived applications; review and edit saved jobs 
and searches; initiate new job searches; and view, edit, and update 
selected documents, including resumes and supporting documents. 

2017102 ITT2758) 

www.usajobs.gov


Create /Upload a Resume 

~- You can create or upload up to five 

different resumes and upload 10 

supporting documents (e.g., student transcript, 

cover letter, DD-214) to use to apply for Federal 

jobs. Consider using the portal resume builder 

to create one of your resumes. You can make 

one resume "searchable" to allow agencies to 

notify you of potential job opportunities. 

• From the Dashboard Home page, select 

"Documents" and then the "Resumes" tab. 

• Select the "Upload or build resume" indicator. 

• Select "Build resume" or "Upload 

resume" and follow the instructions. 

• On the Dashboard Home page, select "Documents," 

then the "Other Documents" tab and 

the "Upload Document" tab. 

• Select the document type to upload 

(e.g., transcript, cover letter), name the document, 

and then select "Complete Upload." 

• Select the "Home" tab on the USAJOBS Dashboard. 

Apply For a Job 

a. ~ The USAJOBS Application feature 

Y guides you through afive-step 

process: (1) Select Resume, (2) Select Documents, 

(3) Review Package, (4) Include Personal Info, 

and (5) Continue Application with Agency. 

Begin the application process by reviewing your 

"Search Results" pages and choosing the job(s) that 

interest you. Review each JOA, including their "How 

to Apply" and "Required Documents" sections. 

• Find aJOA that you want to apply 

for and select "Apply." 

• "Welcome to the USAJOBS Application 

Process" displays. Select "Start Application." 

• Complete the steps in order: (1) Select Resume, 

(2) Select Documents, (3) Review Package, 

and (4) Update Personal Info, selecting 

"Save & Continue" after each step. 

• At Step 5, "Continue Application with Agency" 

appears. Read the disclaimer, check the box, 

and then select "Continue to Agency Site." 

USAJOBS will redirect you to the hiring 

agency's application system to complete 

the rest of the application process. 

• Some agency systems may require you to create an 

account on their site. Follow the site's instructions. 

• At the agency site, complete the Assessment 

Questionnaire (if any) that collects information about 

your experience, education, knowledge, and skills 

to determine your qualifications for the position. 

• After completing the Assessment Questionnaire, 

follow the prompts to submit your answers, 

and view/print the answers. Once you complete 

the instructions on the agency's site, you 

have completed the application process and 

should receive notification from the agency 

that they received your application. 



Currently, many Federal agencies hire students and 
recent graduates using the following programs: 

Internship Program 
Provides eligible students enrolled in a wide variety of 
educational institutions from high school to graduate 
level, with paid opportunities to work in agencies and 
explore Federal careers while still in school. After 
completion of their academic and work requirements, 
students may be eligible for permanent employment. 

Recent Graduates Program 
Eligible recent graduates may apply within two years 
of degree or certificate completion. Veterans have 
up to six years after degree completion to apply. 
Successful applicants are placed in a dynamic, 
developmental program with the potential to lead to 
acivil servicecareer in the Federal Government. This 
Program offers training and development opportunities 
through mentorship programs, Individual Development 

pathways@opm.gov 

Plans, and career advancement opportunities. After 
completion of their academic and work requirements, 
students may be eligible for permanent employment. 

Presidential Management 
Fellows Program (PMF) 
PMF is the Government's premier leadership 
development program. Students enrolled in an 
advanced degree program, who will complete the 
degree requirements by August 31st, as well as 
students who completed their degree during the two 
years preceding the application period are eligible 
to apply. PMF is highly competitive and provides 
two years of excellent training and development 
opportunities through mentorship, Individual 
Development Plans, and formal interactive training. 
Upon successful completion of the PMF requirements, 
Fellows may be eligible for permanent employment. 

For more information, please visit:*** ,:::::- www.usajobs.gov/studentsandgrads
PATHWAYS and www.pmf.gov
FO R ST UDENTS & R ECENT GRADUATES 
T O FEDERA L CA R EERS 
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