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Applicant Tips for USA Jobs and Application Manager

Department of Army vacancies can be accessed via www.armycivilianservice.com or www.usajobs.gov

1. Setting up Accounts
Create your USAJobs and Application Manager Accounts in Advance
e Within www.usajobs.gov click on “Create an Account” and follow the instructions
o Within https://www.applicationmanager.gov click on “Create an Account” and follow the instructions

GOOD TO KNOW: USAJobs and Application Manager may have separate login usernames and passwords. After
the first time you progress from USAlobs to Application Manager, USAJobs will create an automatic link
between your accounts and the separate login will not be required for future applications.

2. Prepare your Application Package
e Scan and save documents to your computer

e Log into USAJobs and access the “My Account”
page.

e Resume: You can either “Build New Resume” or
“Upload New Resume.” You can store up to 5
resumes within your USAJobs account. - SF;

e Upload Documents: Click the “Saved Documents” 4. Transcripts (unof
link and follow the procedures to Upload 5. Proof of any other licenses or certifications
Documents. 6. Completed Occupation Questionnaire

A Complete Application Package contains:
1. Resume

GOOD TO KNOW: Resumes and other documents stored in your USAJobs account are accessible within
Application Manager. Once documents are uploaded, they are available for reuse in future applications.

Where can | find my SF-50?

¢ Go to www.acpol.army.mil
e Click on EMPLOYEE PORTAL LOGIN (CAC)

e Click on the EMPLOYEE tab e s

e Within the My SF50 box, click the Go! g e i e
@ e

Locate the PDF of your most recent non-award SF-50 oty s

and save the PDF file to your computer so that you are 0 Employes Data
able to locate it for upload to either USA Jobs or e b s
Application Manager.




Applicant Tips for USA Jobs and Application Manager

B T g g ssmeme 3. How to Apply
USAJOBS 7 7@ ¢ Search for current vacancies at www.usajobs.gov

e Ensure that you Refine Your Results to find
Jobs For: Federal Employees (not U.S. Citizens)

e For each specific vacancy, full application instructions are
stated in the ‘How to Apply’ section of the announcement.
Pay special attention to the REQUIRED DOCUMENTS
section.

PEOMOTION POTENTIAL:
DUTY L AT IR

WO MAY B COMSTOERS I

o maa e S e Start the application process by clicking the Apply Online
button.

e You will be redirected to Application Manager, click
Proceed With My Application.

e Follow the directions on the screen in order to complete

your application to include providing responses to the

Occupational Questionnaire.

e Once you have answered all questions and attached

Navigate through ) ) )
required eligibility documents, click Submit My Answers.

these sections by
E entering necessary —
|| information and
I

e You will receive an email confirming your submission.

GOOD TO KNOW:

clicking Next.
i When completing the OCCUPATIONAL QUESTIONNAIRE
‘ T2 T v Answer multiple choice questions honestly
1 e St S sl Cota. 1 ¢ Wt 4 SA. 0 Camy. 4 v GS Positions: Include Position, Organization and Title
: ;mw—a in the text box if you answer any questions with E, the
= e s i e s expert level response.
. v If you believe that you have made a mistake, submit a
[ ¢ ttos ptscame new questionnaire. We look at your most recent

submission.

Highlights of USA Jobs
» Create and Store up to 5 different resumes

» Upload documents once and reuse them for future applications
» Create/Save Job Searches — Receive automatic email updates

It is the applicant’s
responsibility to ensure
that he has submitted a
complete application

Highlights of Application Manager package. Failure to
» Single source for managing and tracking Army Job Applications submit required

> Receive timely feedback at multiple stages during application process documents in a legible

format will result in an
ineligible rating.




