VITPETS

YOUR GATEWAY TO VA CAREERS USA]OBS QUiCk Start GUide

The VA for Vets Career Center includes the option to apply online through USAJOBS. As USAJOBS 3.0 is

upgrading to improve user experience, we've developed guidance to ensure your resume is considered for
open positions at VA.

Selecting "Apply on USAJOBS" from the VA for Vets Job Search page, takes you to the USAJOBS Sign In page.

Signing In to Your USAJOBS Account

If you do not have an account with USAJOBS, select “create a new account” or “create an account”.

’..\ Home - Search Jobs - My Account < Resource Center SIGN IN OR CREATE AN ACCOUNT

USAJOBS

"WORKING W FOR AMERICA"

Sign in to my account or create a new account...

Username or Email: |

| Password: |

Forgot vour Username and/or
Password?

This U. 5. Federal Government system is to be used by authorized users only. Information from this system
resides on computer systems funded by the government. The data and documents on this system include
Federal records that may contain sensitive information protected by various Federal statutes, including the
Privacy Act, 5 U.S.C. § 552a.

All access or use of this system constitutes user understanding and acceptance of these terms and constitutes
unconditional consent to review, monitoring and action by all authorized government and law enforcement
personnel. While using this system your use may be monitored, recorded and subject to audit.

Unauthorized user attempts or acts to (1) access, upload, change, or delete or deface information on this
system, (2) modify this system, (3) deny access to this system, (4) accrue resources for unauthorized use or
(5) otherwise misuse this system are strictly prohibited. Such attempts or acts are subject to action that may
result in criminal, civil, or administrative penalties.

I agree. Sign me in. »
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USAJOBS Quick Start Guide

This takes you to the Create New Account page.

/.'.\ Home - Search Jobs - My Account - Resource Center
USA|OBS
"WORKINGJFORAMERICA"

Create New Account

Welcome to USAJOBS!

USAIOBS is the official job site of the U.S. Federal Government.
It's your one-stop source for Federal jobs and employment information.

With your new account you'll be able to:

Build and store up to five distinct resumes
Save and automate job searches

Save and apply for jobs

Search by Agency, Occupation, Location...

s Learn how to use USAJOBS

* Learn about the Federal hiring process
« Discover spedial hiring programs

« See which jobs are in demand

» Apply to Federal Agencies

Form Sections:

Personal Information | Account Information

#* Required information

Personal Information

* First Name |

Middle Name |

* Last Name f

#* Telephone Numbers I-SELECT- j I
[-sELEcT- =] |
[-seLecT- =] |

* Email |

* Confirm Email |

Complete all fields noted as required information. Then read the terms and conditions. If you agree with the
terms and conditions, select "l agree. Create my account.” This takes you to USAJOBS My Account page.

| have an account on USAJOBS...
Sign in by:

1. Entering your username and password.
2. Reading the terms. If you agree with the terms, select "l agree. Sign me in."” This takes you to My

Account page.

2 November 2011



‘iﬁ':’\,“'s USAJOBS Quick Start Guide
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Applying for a Job You Found Using the VA for Vets Career Center

45\_ Home - Search Jobs My Accognt < Resource Center ! | Sign out
USAJOBS - i
"WORK\NGJFOR AMERICA" Advenced Search = [Radius: 20 miles =l
Highlights from USAJOBS
My Account
Losliis Welcome to the new USAIOBS! If you are an existing user, please take a few minutes to
Current Goal: review and edit all your profile information for accuracy, as it has been transferred to a new
I | system. While you are there, check out some of the new profile questions. Having a completed
USAJOBS praofile will help you:
Last login: «+ Save time during a job application
11/10/2011 01:18 PM » Get your resume discovered by recruiters, if you opt to make your resume searchable
Change Photo + Customize your search experience

- :‘ﬂ Saved Jobs a
T,— Resumes a

_ ‘ Saved Documents =
%* Saved Searches .

‘] Application Status

Site Map Contact Us Help/FAQs Privacy Act and Public Burden Information FOIA About Us USA.gov

This is a United States Office of Personnel Management website.
USAIOBS is the Federal Government’s official one-stop source for Federal jobs and employment information.

In the What: field, enter the job announcement number then select ° . This takes you to the results page.

If the search results in no jobs found, ensure you entered the job announcement number correctly. If you
entered the job announcement number correctly, select “Jobs for Federal Employees.” The job announcement
should appear. Select the job title to apply for the job.

Welcome Lorettal | Si

’.-\ Home - SearchJobs 4 My Account - Resource Center

USAJOBS

"WORKING W FOR AMERICA" What: [ R
— 101-683-12561344 Il (]
F | Advanced Search = |Ramua: 20 miles j
Jobs for Federal Employees
Refine Your Results i i - SELECT-- hd L PREVIOUS NEXT
" :
Search Results 1-1 of 1 Page: [1] Page1of1 Spotlight

€ Jobs for U.S. Citizens

@ 1obs for Federal Employeas o

You Added ... @ USAJOBS
101-583-12561344 Rsmove  Training Spedialist Quick View | Mors Liks This - =
Clear all and start new search B OUR MISSION: To fulfill President Lincolns promise To care for him who shall have borne the battle, and «_TITTEe

for his widow, and his orphan by serving and honoring the men and women who are Americas Veterans.
How would you like to become a part of a team providing compassionate care to Veterans? YOU CAN M

[ Create Saved Scarch and email me jobs  Agency:  veterans Benefits Administration USAJOBS Tutorials

Location:  Washington DC Metro Area, DC United States Welcome 1o the new USAJOBS! Tutorials are
[l RSS Feed of This Search o salary: $74,872.00 to $115,742.00 / Per Year provided in an accessible Adobe Acrobat

Open Period: Wednesday, November 09, 2011 to Friday, November 18, 2011 Sformar

read more...
VIEW ALL SPOTLIGHTS
Page 1 of 1
Search Results 1-1 of 1 Page: [1]
Site Msp  Contact Us  Help/FAGs  Privscy Act and Public Burden Inf i EOIA AboutUs USAaov

This is a United States Office of Personnel Management website.
USAJOBS is tha Fedaral Govammant’s official ona-stop sourca for Faderal jobs and employment information.
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Note: To get the job announcement number, go back to your VA for Vets browser window, copy the job
announcement number then paste it into the "What" field.

View full VA for Vets Navigation

VRANETS

Job Search

Flease note the VA for Vets Career Center includes the option to apply
online through USAJOBS. As USAJOBS 3.0 is upgrading to improve user
experience, we've developed guidance to assist with the USAJOBS Welcome  Your Name  Logout
application process. ( Learn Mare )

contactUs| FAas [

Get Started | Miltary Skils Translator

Job Search = Job Detail [ Access My Dashboard

Overview Duties Quealifications & Evaluations Benefits & Other Info How to Apply

Traini o ialiet

Job Announcement Humber; 101-583-12561344

|Gu ta section of this Job:

Apply on USAJOBS »

=5 Print Preview

Administration

Save Job
Department: Department of Veteran Affairs =

Agency: Veterans Benefits Administration
Job Announcement Number: 101-583-JZ561344

Share Job

Agency Information:

Job Summary:

and 30% disabled, VA CTAP and ICTAR eligibles.

Vacancy Identification Number {VIN) JZ561344 (Include on all documents)

Salary Range: 74,872.00-115742.00 USD fyear Veterans Benefits Administration
Open Period: Wednesday, November 09, 2011 to Friday, November 18, 2011 477 Michigan Ave
Series & Grade: GS-1712-12/13 Room 1120
Position Information: Full TimeMultiple Appointment Types Detroit, MI 48225
Duty Locations: 1 vacancy - Washington DC Metro Area, DC United States USA
VWho May Be Considered: Status Candidates to Include: Current and Former Federal Employees
(career and career-conditional appointment), Veterans eligible for VEOA Questions about this job:

Krista D. Simpson
Phone: (313)596-7256
Email: KRISTASIMPSON@VA GOV

Job Announcement Number:
101-583-JZ561344

Control Number:
WA302823900

OUR MISSION: To fulfill President Lincoln's promise —“Te care for him who shall have borne the battle, and for his
widow, and his orphan” — by serving and honoring the men and women who are America’'s Veterans. How would
you like to become a part of a team providing compassionate care to Veterans?
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Applying for the Job

Select "Apply Online”. If you do
not have a resume associated
with your account with USAJOBS
you will be prompted to add your
resume. Select "Add a Resume”.
You will be prompted to build a
resume or upload a resume.

USAJOBS Quick Start Guide

13

@ where:
[

4> Home - SearchJobs - My Account - Resource Center
USAJOBS
“WORK\NGJFORAMER\CA" Advanced Search =

= Back to Results

overview || Duties |[ Qualifications & Evaluations | [EE, =Nl ES 0N [ How to Apply

Veterans Benefits
Administration

Job Title: Training Specialist

Department: Department O Veterans Affairs

Agency: Veterans Benefits Administration
Job Announcement Number: 101-583-12561344

SALARY RANGE:
OPEN PERIOD:
SERIES & GRADE:

$74,872.00 to $115,742.00 / Per Year
Wednesday, November 09, 2011 to Friday, November 18, 2011
GS-1712-12/13

POSITION INFORMATION:
PROMOTION POTENTIAL:
DUTY LOCATIONS:

WHO MAY BE CONSIDERED:

Full Time - Multiple Appointment Types

13

1 vacancy(s) - Washington DC Metro Area, DC United States
Status Candidates to Include: Current and Former Federal
Employees (career and career-conditional appointment),
Veterans eligible for VEOA and 30% disabled, va CTAP and
ICTAP eligibles.

JOB SUMMARY:

Vacancy Identification Number (VIN) 12561344 (Include on all documents)

'OUR MISSION: To fulfill President Lincoln’s promise - “To care for him who shall have borne the
battle, and for his widow, and his orphan” - by serving and honoring the men and women who are
America’s Veterans. How would you like to become a part of a team providing compassionate care to
Veterans?

Deck

Agency Information:
VBA Detroit HRC MP
477 Michigan Ave

Room 1120

Detroit, MI

48226

usa

Fax: (313)596-7247

Questions about this job:
Krista D. Simpson

Phone: (313)596-7256

Fax: (313)506-7247

Email: KRISTA.SIMPSON@VA.GOV

Job Announcement Number:
101-583-12561344

Control Number: 302823900

Search Jobs

0 where:

| Sign out

applying online for this position!

Job Announcement Number:
Job Title:

Grade:

Agency:

Job Location:

ﬁ Home < Search Jobs - My Account - Resource Center
USA]JOBS
“WORK\NGJFORAMERICA"

Advanced Search >

101-583-12561344

Training Specialist

GS 12/13

Veterans Benefits Administration

Washington DC Metro Area, District of Columbia

Please Note: There is no resume associated with your profile! You must build or upload a resume before

@ Please click the "Add

a Resume” button below to build or upload a resume.

Site Map Contact Us

Help/FAQs

Add a Resume

Privacy Act and Public Burden Information EOIA About Us

USA.gov

This is a United States Office of Personnel Management website.
USAJOBS is the Federal Government's official ane-stop source for Federal jobs and employment infarmation.
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If you already have a resume built in VA for Vets, simply save the resume from VA for Vets on to your
computer. After you have saved your resume to your computer, select “Add a Resume” on USAJOBS and follow
the prompts to upload your resume.

Saving the Resume You Built in VA for Vets to Your Computer

vaTs View full VA for Vets Navigation »
-

. Please note the VA for Vets Career Center includes the option to apply Contact Us | FAQs n
Res u m e B u I | d e r online through USAJOBS. As USAIOBS 3.0 is upgrading to improve user
experience, we've developed guidance to assist with the USAJOBS
application process. { Learn More )

Welcome Loretta Koennicke Logout

#* Get Started | Miitary Skils Tra r Resume Builder | Job Sear

List resumes [} Access My Dashboard

Resume Builder

The WA for Vets Resume Builder allows you to create a uniform resume that provides all of the information required by
government agencies. Instead of creating multiple resumes in different formats, you can build your resume once and be Check outa 1 o r
ready for all job opportunities. sample Resume .
Getting Started Experience Related Information Finishing Up la

Note: Fields with an # are required fields. Click on the 0 after each title for more info.

Activate and Finish @

By clicking the "Save & Activate Resume’ button, you will allow recruiters to find your resume during resume searches.
To make future changes to your resume, click ‘Resumes’ on your My Account home page. To make changes to your
resume immediately click the ‘Go Back link

Save & Activate Resume

Go Back or Save For Later

6

Convert to Word Document

Use this option to convert your resume to a Ward
document format. You may then upload your VA for
Vets resume on USAJOBS to use to apply to
Department of Veterans Affairs job announcements or
any other Federal job announcements.

Convertto Word Document Format

N Z

Review Resume

Please review your resume, using the link below, for
accuracy and completeness. By clicking the ‘Activate
Resume’ button, you will allow Department of Veterans
Affairs recruiters to find your resume during resume
searches.

Preview Resume

November 2011
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USAJOBS Quick Start Guide

After you have built your resume in
VA for Vets, select "Convert to Word
Document Format.” A File Download
dialog box appears. Select “Save.”

If you did not save your resume to your computer when you first built the resume, simply select the resume
from My Dashboard page. This takes you to the Resume Builder page. Select “Save and Continue” until you get

to finishing up where you can select “Convert to Word Document Format.

"

VAETS

YOUR GATEWAY TO VA CAREERS

L About VA for Vets

DASHBOARD

My Self Assessments <

Work Experience
Not started

Basic skills
Not started

Work Interest
Not started

Math skills
Not staried

Perceptual Speed

Notsianzg and Accuracy

Language skills
Not started guag

Mechanical
Mot staned  Reasoning

reer Matching Report b

What's New = Join VA Reintegration

My Military Skills
Translator

d.‘_;!

You have not completed the ilitary
Skills Translator at this time. Click
here to begin translating your skills.

Career Matching Report

Please note the VA for Vets Career
Center includes the option to apply
online through USAJOBS. As USAJOBS
3.0 i5 upgrading to improve user
experience, we've developed guidance

Welcome Loretta Koennicke | Account Management | Logout

Stay VA Career Center

My Saved Jobs

&y
N
You do not have any saved jobs at
this time. Click here to access the
Jab Search tool

My Saved Searches

You do not have any saved
searches at this time. Click here
to access the Saved Search taol

A Senvice of the Department of Veterans Affairs

ContactUs | FAQs I

Search VA for Vets. Q

My Resume ~

Training Specialist 2

Training Specialist

View All Resumes

Create Resume  »
Upload AResume  »

to assist with the USAJOBS
process (Leam More).

USAJOBS

FOR AMERICA

Check Application Status »

VITHUETS

Listresumes

November 2011

Resume Builder

ready for all job opportunities.

G

Started

resume searches,

Resume Builder

Please note the VA for Vets Career Center includes the option to apply
online through USAJOBS. As USAJOBS 3.0 is upgrading to improve user
experience, weve developed guidance to assist with the USAJIOBS
application process. ( Learn More )

The VA for Vets Resume Builder allows you to create a uniform resume that provides all of the information required by
government agencies. Instead of creating multiple resumes in different formats, you can build your resume once and be

Experience Related Information Finishing Up

Note: Fields with an # are required fields. Click on the 0 after each title for more info.

Confidentiality @

Select confidential te hide your contact infermation, current job, and references from recruiters performing

Oconfidential #Non-Confidential

View full VA for Vets Navigation v

contactus| Facs I

Welcome Loretta Koennicke Logout

[ Access My Dashboard |

‘Only information already saved
will display in Print Preview.

75\
-3

Or, check outa
Sample Resume




