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In this guide you will learn how to complete your online resume on USAJOBS
including:
e Create a USAJOBS account

o Complete a USAJOBS profile

¢ Navigate USAJOBS Resume Builder and upload documents
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1. | Go to USAJOBS home page. https://www.usajobs.gov/

SHAPE AMERICA'S FUTURE

2. | Click Create Profile. Find your fit in the Federal Government

Create Profile

USAJOBS is using login.gov to allow
you to sign in to your account safely
and securely
; Click Create an account to receive sign-in
" | privileges. —
STEP 10F 4
Enter your email address
Email address
4 Enter your private (not work) email
| e ]
Cancel
Security Practices and Privacy Act Statement
U LOGIN.GOV | USAJOBS
USAJOBS sends a confirmation message | o+
2 Check your email
to your email add ress. We sent an email to usdafsis20@gmail.com with a link to confirm your email address.
5 . Follow the link to continue creating your account.
To have the confirmation re-sent, click Didrs eceive an emait? Resend
Resend Or, use a different email address

You can close this window if you're done.



https://www.usajobs.gov/

USDA United States Department of Agriculture

Food Safety and Inspection Service

Resume Writing & USAJOBS Workshop
FSIS Inspection Program Personnel

Sign-in to your email. Go to your inbox.

Open the email from no-reply@login.gov

Q Primary 2 Social % Promotions

no-reply@login...  Confirm your email - Confirm your email Thanks for submitting your e...

The link below confirms your email

address. Click Confirm email address.

U LOGIN.GOV

Confirm your email

Thanks for submitting your email address. Please click the link
below or copy and paste the entire link into your browser. This
link will expire in 24 hours.

Confirm email address

hitps://secure login.gov/sign_up/email/confirm?_request_id=abdd8c55-12a6-
490c-9268-401e26cab890&confirmation_token=q4RY_PTDa3-FykRq2zsk

Please do not reply to this message. If you need help, visit www.login gov/help

A new page opens. Create a new USAJOBS password. You'll learn how to do that in

the next section of this tutorial.
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Create a strong password.
Passwords must be 12 characters
long and contain numbers, letters,

and approved symbols.

official website of the United States government

O LOGIN.GOV ‘ USAjoBS

@ You have confirmed your email address

STEP 2 0F 4

Create a strong password

It must be at least 12 characters long and not be a commonly used password. That's it!

Password

(O Show password

Password strength: Great!

10.

Click Continue

11.

Choose a security option and

follow the instructions.

For example: Select Phone.

Click Continue.

O LOGIN.GOV ‘ USAJOBS

STEP 3 0F 4

First authentication method setup (1 of 2)

Add a second layer of security so only you can sign in to your

account.

You'll only use one authentication method tosign in, but we ask you
toset up two. This makes sure you can still sign in if you lose access

toone.

Select an option to secure your account:

O Authentication application
Get codes from an app on your phone, computer, or tablet.
Recommended because it is harder to intercept than texts or

phone calls.

O Security key
Use a security key that you have. It's a physical device that
you plugin or that is built in to your computer or phone (it
often looks like a USB flash drive). Recommended because it
is more phishing resistant.

O Phone
Get security codes by text message (SMS) or phone call

O Government employee ID
Insert your government or military PIV or CAC card and enter
your PIN

O ldon't have any of the above
We'll give you 10 codes to use and keep in a safe place. You
can use backup codes as your only authentication method.
Not recommended because notes could get lost.

< Cancel account creation

MORE SECURE

MORE SECURE

LESS SECURE
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12.

Enter your phone number.
Select a text message or phone
call.

Click Send code.

OLOGIN.GOV USAJOBS

*kk kkk

step3oFe
Send your security code via text
message (SMS) or phone call

We'll send you a security code each time you sign in.
Message and data rates may apply.

Phone number
example: (201) 555-0123

How should we send you a code?

ction the next time you sign in. If you entered
lect "Phol 11" below.

© Text message (SMs)

<Choose another option

O Phonecall

When selecting a text message
(SMS), you will receive a 6-digit
security code to access your

USAJOBS account.
13.

The code is only useable for 10

minutes.

Enter the security code sent to owanco | USAJOBS

your phone.

Enter your security code
) ) We sent a security code to +1 630-631-7235. This code will expire in

14 Click Submit.

Each time yousign in to USAJOBS,
youwill receive a new, one-time

security code.

One-time security code

- =7

© Getanother code @ Remember this browser

Entered the wrong phone number? Use another phone number

<Choose another option
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15.

Click Continue

ment

O LOGIN.GOV ‘ USAJOBS

You successfully set up Phone as
your first authentication method.

Next, you'll set up another method.

<Cancel account creation

16.

USAJOBS requires two

authentication methods. For

example: Select | don’t have any of

the above.

Click Continue.

nited Stz

O LOGIN.GOV ‘ USAJOBS

STEP3OF 4
First authentication method setup (1 of 2)
Add a second layer of security so only you can sign in to your

account.

You'll only use one authentication method to sign in, but we ask you
to set up two. This makes sure you can still sign in if you lose access
toone.

Select an option to secure your account:
O Authentication application

Get codes from an app on your phone, computer, or tablet.
Recommended because it is harder to intercept than texts or

MORE SECURE

phone calls.

O Security key
Use a security key that you have. It’s a physical device that
you plug in or that is built in to your computer or phone (it
often looks like a USB flash drive). Recommended because it

is more phishing resistant.

O Phone
Get security codes by text message (SMS) or phone call

O Government employee ID
Insert your government or military PIV or CAC card and enter
your PIN

O ldon't have any of the above
We'll give you 10 codes to use and keep in a safe place. You
can use backup codes as your only authentication method.
Not recommended because notes could get lost.

LESS SECURE

< Cancel account creation
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Continue
171 New page opens. Click Continue_

government

O LOGIN.GOV ‘ USAJOBS

Your backup codes
Generated on February 19,2020

A new page opens. Choose Dorvtosethese coes. Dowrload,print o copythen Each code

can only be used once. After you've used all 10 codes, we'll give you
10 new codes. Keep your codes as safe as your password.

download, print, or copy your

DD8F-178F-ED64 713B-6155-2BE9
18.| backup codes.
FBD8-3501-6707 4B73-5F9E-9A2D
8E69-4D5E-34FA E662-A392-4FBA
CIle Continue 214C-B6C5-D3B4 A485-882B-CB73
D20B-E91A-918D 6CFE-C5B0-3E46
& Download & Print @) Copy

Z= An official website of the United States government
swencov | USAJOBS

@ Backup codes configured successfully.

&

19.| Click Continue. ‘
You've created an account with

login.gov

We'll share this information with OPM:
@ Emailaddress usdafsiso2@gmail.com

OPM will only use this information to connect to your account
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20.

Create your profile page opens.

Welcome Guest! ...

Before you can apply for jobs, you'll need to create and complete your profile.  Already have a profile?

0 0

APPLICATIONS SAVED JOBS

Create your profile

v Apply for jobs
You can only apply to jobs on USAJOBS with a complete USAJOBS profile.

Y Refine your search results

We can use your profile information to improve your job search results and help you find the right job.

@ Make your resume searchable

Your resume will be visible to recruiters searching our database.

Create Profile

0

SAVED SEARCHES

Already have a USAJOBS profile?

If you think you have an existing USAJOBS profile, help
us find it, so you don't need to create a new one.

10
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Create a Profile on USAJOBS

In this section, you will learn how to create a profile on the USAJOBS, including:

e Select hiring paths
e Add contact information
e Add citizenship

e Add federal service

11
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1. | Click Create Profile.

[Welcome Guest! ...

APPLICATIONS SAVED J0BS ‘SAVED SEARCHES

Already have a USAJOBS profil

Create your profile

v Applyforjobs.

Start creating your USAJOBS
Profile by clicking on all groups
2. | that apply.

Click Next.

Tell us who you are
Select all that apply to you from the groups below.

lama...

U.S. Citizens

U.S. citizens, nationals, or those who owe

@ Federal Employees

Current or former federal employees in the competitive or excepted service.

allegiance to the U.S.

Veterans

Veterans of the U.S. Armed Forces or a spouse, widow,

@ Military spouses

P ing S orders, or

D National Guard & Reserves

Current members, those who want to join, or transitioning military members.

widower or parent of a veteran, who may be eligible for derived preference.

isabled or died while on active duty.

Students

Current students enrolled in an accredited high school, college or graduate institution.

Confirm the selection, you will be
asked to provide supporting
documents later.

If there are no corrections, click
Yes, continue.

To make corrections, click No, let
me change my answers. Make the
corrections then repeat the
process.

Is this you?

Please confirm that you are a...

@ Federal Employees
@ Veterans
@ Individuats with disablites

and confirm that you are NOT a...

0 Family of overseas employee:
Native Americans @ Peace Corps & AmeriCorps VISTA

No, let me change my answers

12
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A new page opens, called How this | |How this works

WO rkS Create your profile in three easy steps:
@ Contact information

. . . @ Citizenship
4. | This section takes 3-5 minutes to

@ Federal and Veteran service

complete. T will take about 35 minutes and well save your progress once you complete
the first step.

Click Continue. m

Create profile

1. Contact Information

All fields are required unless otherwise noted

What is your legal name?

First name
Enter your contact information. N
5. | Complete each section then click | |
Continue to Step 2. Let's add your address.

Street address

Street address 2 (optional)

Country

United States s ‘

Find a country by scrolling through the list or opening the menu and typing the
name of the country. To select, click o press enter on the highlighted country.
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Create profile
@ Contact Information

2. Citizenship

Allfields are required

Are you a U.S. Citizen or national?

() Yes

O/

() No

Country of citizenship

Please select

“»

Answer the citizenship questions.
Click Continue to step 3.

Please select the statement that best applies to your
Selective Service registration status.

Registered

() 1am a male born on or after January 1, 1960, and | have
registered.

Exempt

: ) lam a female, and therefore | am exempt from registering.

: ) lam a male born before January 1, 1960 and therefore | am
exempt from registering.

() 1am a male born on or after January 1, 1960, and I have not
registered, but I have an approved exemption.

Not Registered

() 1ama male born en or after January 1, 1960, and | have not
registered.

Continue to step 3
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Enter your federal and veteran

experience.

You will be asked to provide
supporting documents later.

Click Save & Continue.

3. Experience

Al fields are required unless othenwise noted

@ Federal employee

Let's answer some questions regarding your Federal
employment.

Please select the statement below which best reflects your federal
employment status.

@ L am currently a federal civilian employee

am a former federal civilian employee with reinstatement eligibility.

1am a former federal civilian employee but do not have reinstatement

eligibility.
Not a federal employes

Iam not and have never been a federal civilian employee.

Are you a contractor who is currently working for the Federal
Government? (cptional

s
No

About your experience

Series (optional

1863 - Food Inspection H

Find a series by browsing through the list or opening the menu and typing the
name or number of the series. To select, click or press enter on the highlighted

series.

Highest grade (of

The highest grade that you have reached as a federal employee.

Pay scale of highest grade {opt

- Select - >

The pay scale that corresponds to the highest grade you have reached as a

federal employee,

Job title (c

@ Veteran

Let's answer some questions regarding your military
service.

Have you served in the U.S. Armed Forces or are you a family
member eligible for derived preference?

This field is required

Yes
No
Save & Continue

15
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A new page opens, What would

you like to do next?

Click Finish profile.

USAJOBS Fe

@ congratulations!
Youve crea ’

What would you like to do next?

8 Finish my profile so agencies can find me

, your profile.

Why should you do this?

Q Finda job +

Apply to a job I've already found

4
e
i

this optional information you willgive

Learn more about finding a job in government

In the next section, you'll learn how to add your work experience, education,

demographics, languages, affiliations, and references.

16
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Create a Profile on USAJOBS (continued)

In this section, you will learn how to enter additional professional experience on
USAJOBS, including:

e Professional work experience

e Education

e Demographics

e Languages

e Organizations

¢ References

17
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Review your profile; make sure your information is correct. To make corrections, click
Edit. Scroll down the page.

& usoa @ Help Q search

+ Complete - Edit

UF uspAFsis

passy
U LOGIN.GOV

Day Phone
6306317235

Citizenship  Complete - Edit

' on or after January 1, 1960, and | have not registered.

To enter work experience, click Add.

Work experience

>
=

Add your work experience; field personnel use the establishment address.
Click Save work experience.

Work experience

Employer name

3 Address

Street address
Street address 2 (optional)

Country

United States

Postal code

|

18
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Click Add work experience to continue entering your work history.

=
[=%
[=%

Work experience

© Food Inspector
USDAFSIS
January 2012 - Present

Add work experience

Scroll down page to add education.

Ed ucation (Optional)

List your educational history here. If you make your profile searchable, agencies can find you based on your education level.

© Add Education

Scroll down page to add demographics.

Demographics opion)

Answer a few questions about your demographics. We use this information to find out if our recruitment efforts are reaching all
segments of the population, consistent with federal equal employment opportunity laws.

You don't have to fill out this information—it's voluntary and will have no impact on your job application or whether or not you get
hired.

Review our privacy policy and the Paperwork Reduction Act for more information.

© Add Demographics

Scroll down page to add languages.

Languages opiiona)

List languages that you're fluent in. If you make your profile searchable, agencies can find you based on the languages you speak.

© Add Languages

19
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Scroll down page to add organizations.

3. | |Organizations oo

List any organizations you belong to here. If you use our Resume Builder, you can pull this information into your Resume.

© Add Organizations

Scroll down page to add references.

9 | |[References (ptiona)

List your references here. If you use our Resume Builder, you can pull this information into your Resume.

© Add References

20
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Upload Supporting Documents with Hiring Paths

In this section, you will learn how to use Resume Builder and add documents on
USAJOBS.

21
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Click the Documents tab on the toolbar.

USAJOBS

Home Profile Documents Preferences

«” Complete - Edit
UF UsDAFsIS

1' Address

1 N. MAIN

abernalle MS , 38601
United States

Email
usdafsis21@gmail.com

Password
D LOGIN.GOV

Day Phane
6306317235

Click Upload or build resume.

3 o

Upload or build
resume

Uploaded documents must beless
than 3MB and in one of the following
document formats: GIF, JPG, JPEG,
PNG, RTF, TXT, POF o Werd [DOC or
DOCK).

Click Build resume.

(FSIS Human Resources strongly suggests not using Upload resume.)

Add New Resume

Build resume Upload resume
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Enter a resume name. It could be your name, position title, or an agency.

Click Next.

Resume Builder

All fields are required unless otherwise noted
Resume Name

5. Click Add Work Experience.

23
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A new page opens. Fill out the Work Experience section.

Work Experience @

Employer Name

All fields are required unless otherwise noted|

Formal Job Title

Duties, Accomplishments, and Related Skills

(5000 characters remaining)

(
\ Use USDA FSIS
Employer Address 1 Start Date Start Year
( -Select-- - --Select-- B
\ Use establishment address
Employer Address 2 (optional) or District Office End Year
6. --Select-- = --Select-- =
Salary (optional)  Currency Salary Rate
Country
usD B Bi-weekly
United States 3
Average Hours per week
Postal Code
May we contact your supervisor?
City/Town -
¥ ) Yes @ No Contact me first
Is this a Federal Civilian position? @
State,/Territory/Province ) Yes @ Mo
—-Select-- =
Scroll down the page. Enter your work duties, accomplishments (be specific) and
related personal skills. This section is what should set you apart from other
applicants.
7.

- .
8. Click Save Work Experience.

24
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To add work experience, repeat the above steps. (Optional)

10.

Click Next.

Resume Builder

Resume Name Required

Resume CSI m
Click on Add Work Experience to enter information related to your jobs.

Add Work Experience

Use the arrows to move your employment items to order them on your resume.

Job Title: Food Inspector Employment Dates: April/2014 to May/2018
Edit | Delete

Employer Name: USDA FSIS ©
Job Title: Food Inspector Employment Dates: May/2018 to Present

Edit | Delete

Employer Name: USDAFSIS (+]

11.

To add your education
experience, click Add

Education.

Click Next.

Resume Builder

Resume Name Required

Resume Csi =3

READ THIS - important notice before listing your education! Only list degrees from accredited schools or other
A education programs that meet the provision of the Office of Personnel 's Operating Manual,

Add Education to enter information related to your educational programs.

Add Education

(] 1donot wish to provide education

12.

To add a reference, click
Add Reference.

Click Next.

Resume Builder

Resume Name Required
Resume CSI [ ca |

Click on Add Reference to add a professional or personal reference. You may have up to 5 references.

Add Reference

j References available upon request

25
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13.

Click Add Job-Related
Training, Language,
Affiliation, Publication,

Information.

(Optional)

Resume Builder

Resume Name Required

Resume CSl

Job Related Training

Add Job Related Training

Language Skills

Add Language

Organizations/Affiliations

Add Affiliation

Professional Publications

Add Publication

Additional Information

Add Information

= Optional

14.

Click Finish. m

26
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Upload Supporting Documents with Hiring Paths

After completing your USAJOBS profile, you will have the option to choose hiring paths.
If you select hiring paths, USAJOBS will ask for supporting documentation. See examples.
If you do not select hiring paths, you'll be able to upload SF-50, SF-15, DD-214, OF-306,

transcripts, and other documents later.

Examples

Click Documents on the toolbar.
At the top of the page, you will

see a message box. Read it.

Example: g

Do you want to claim veterans' preference;
110, we recommend you upload your DD-214 -it's required if you want to claim veterans' preference.

T

Your profile says you were in the
military. Upload DD-214 (Form4).

If applicable, click Upload
Documents.

Example:

If you claim veterans’

ns' preference?

your SF-15 - agencies will often request this form to verify your veterans' preference,

preference, upload your SF-15

to verify it. If applicable, click
Upload Documents.

Example:
Your profile says you are a federal

employee. Upload your SF-50 to e p—

the SF-50to verify your federal service,

verify that. If applicable, click
Upload Documents.

27
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Click Documents on the toolbar.

Click Other (1/10) below the message box. Upload your supporting documents.

USA]OBS & USDA @ Help Q, search

Documents

Q Get noticed by recruiters--make your resume searchable

If you make your resume searchable, your profile is automatically searchable too. Recruiters can search your profile and resume to match your background with the jobs
they're looking to fill.
You can only make one resume searchable at a time.

Resumes (1/5) Other (1/10

View

Resume C5I
Built 02/25/20

Searchable

New page opens. Click Upload document.

Documents

28
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Add Document
@ Open
A || « Desktop > JOB APPLICANT v | | SearchJOB APPLICANT P
3. Organize v New folder =~ m @
Document Name B ThisPC " Name -
[B Desktop &l oD 214pg
Plessentersuniauemmefory 4] Documents ;:Jobﬁpv“mwm
SF 15.doc
& Downloads
Document type g SF 50,pdf
Cover Letter D Music
DD-214 =] Pictures
L RYCr R ¥ £
ECQ
OF-306
o
Other

A new page opens. Upload a document.

Open folder with supporting documents.

Click the document.

Select New Document

29
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A new page opens.
v" Document name automatically populates Document Name box.
v" Choose a document type.

Click Complete Upload or Select New Document.

Add Document

All fialds ore required
Document name

4 Document Name /

SF 50

pdf

Flease enter 3 unigue name For your document (100 charscter maximum
Document type Click document type

Cover Letter SF-15 /

DD-214 @ sFs0

ECQ Transcript

OF-306 Vateran Other

Other

Click Complete Upload

If necessary, repeat steps.

Documents

Resumes (1/5) Other (1/10)

Document examples: DD-214, SF-15, $F-50, OF-306, Transcripts.

)

SF 50.pdf
Uplooced 03/06/18

6. After completing the sections above, you are ready to search and apply for a new job.

30
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