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http://www.joseph.o'hare@montgomerycollege.edu/
http://www.resume-place.com/


  

WHAT’S NEW IN FEDERAL 
HIRING

 No Civil Service Exams.

 No SF-171’s, OF-612 is optional.

 E-Recruitment Emphasized (75% of jobs).

 Federal Workforce Changes
 Retirements (50% to eligible to retire by this year)
 Worklife (flexibility, professional enrichment)
 Technology and Education
 “Competitive Outsourcing”



  

DECIDE to pursue a job in the 
government:

 Almost all federal jobs require US Citizenship 
– with rare exceptions.  (See handouts, and check: 
www.usajobs.gov/EI9.asp.)

 Few federal jobs require security clearance – but many 
contractor positions do, especially with defense.  (For 
security clearance information, see handouts.)

 Without prior government or military experience, you 
can apply for a position listed as “Open to the Public” 
or "All Sources."

http://www.usajobs.gov/EI9.asp


  

1. NETWORK with your family, 
friends, neighbors >

 Discover who works for federal 
agencies already, what they say, what 
opportunities develop.  

 Check The Best Place to Work in the 
Federal Government 2007.

 Researching different agencies saves 
time and creates focus: the federal 
government is BIG.



  

2. REVIEW the job process

 Who gets preferences? Military veterans, disabled, 
current/past federal employees, “Outstanding 
Scholar” graduates with GPA of 3.5+.

 Check out the different agencies at: 
www.usajobs.com. Find titles and occupational 
series at: www.opm.gov.

 Find grades/steps to identify salaries: GS 1-15.

 Experience can substitute for education 
in certain federal jobs.

http://www.usajobs.com/
http://www.opm.gov/


  

3. RESEARCH vacancies for 
federal jobs 

 Use the free federal 
website:

www.usajobs.opm.gov

 

http://www.usajobs.opm.gov/


  

REMEMBER …
 LOTS of reading and writing 

are necessary when you apply!  

 Applications need to match specific 
jobs > write your federal resume and 
KSA to that specific job.

 Agency announcements differ – one 
size does not fit all!



  

4. ANALYZE any federal core 
competencies (soft skills)

 Describes a personal characteristic, a 
value or ability – not a skill associated 
with education or training.

 
 Examples of core competencies include: 

personal mastery, interpersonal 
effectiveness, customer service, 
flexibility/adaptability, creative 
thinking, systems thinking, or technical 
skills.



  

5. CHECK 
for keywords

 Keywords/government language are 
critical when preparing a federal 
resume 

 They include terms such as: 
administrative support, developing 
budget requests, monitoring expenses, 
allocation problems, personnel actions



  

6. WRITE your federal resume
 Format and content are critical – federal resumes 

must match the job announcement criteria.

 Chronological format only, emphasizing your work 
history for the past 10 years: 3-5 pages long at 
least, without the KSA’s, on-line application forms, 
or supplements.  

 Your paperwork applications can total to 10 pages 
or more for each job!



  

7. WRITE your KSA 
(Knowledge – Skills – Abilities)

 KSA’s are personal success stories, intended to 
accompany the resume / matching job 
requirements. 

 Most federal job announcements call for KSA’s, 
but read carefully; each KSA should fill only 
one typewritten page; write a separate essay 
for every example requested.



  

8. APPLY for jobs with your 
resume and KSA

 Follow “How to Apply” instructions 
carefully.

 Along with the resume and KSA, you 
may be required to complete separate 
application forms on-line.

 Include a cover letter to highlight 
qualifications and interest

 And … paperstorm: apply for many 
federal jobs, not just one!  

Tailor your application to each job.



  

9. FOLLOWUP on applications 

 Allow 30-45 days after the closing date 
before contacting the agency for an 
update on your status.

 Be persistent but polite seeking 
information by phone/e-mail.



  

10. INTERVIEW for a federal job

 Practice for interviews – never “wing it.”  Use MC’s 
Student Employment Services for interview 
preparation.

 Engage the interviewer in a discussion, do not settle 
for giving yes/no answers.

 Ask questions that show you’ve done homework.

 Research the agency outside of its website to 
demonstrate your knowledge and ambition:
www.washingtonpost.com or www.hillnews.com

 Become familiar with the agency’s mission.

http://www.washingtonpost.com/
http://www.hillnews.com/


  

AFTERWARDS

 Be sure to find out about the hiring process 
before you leave: how long will it take, when is 
a decision expected?

 Federal jobs routinely take 3-6 months to be 
filled: so, be prepared to wait!  (And keep 
looking!)

 Send thank you notes (e-mail is ok) to every 
person who interviews you – within 24 hours of 
the meeting.


