
 
 

 
 

FIVE STEPS TO A FEDERAL JOB 
(Adapted from information provided by Stephen Postle, US Office of Personnel Management) 

 

 Over 30,000 jobs are posted daily on USAjobs.gov, approximately 88% of them 

outside of the metro Washington, DC area.   

 However, the process is lengthy, so do not be discouraged with the time and 

energy expended in the search process.   

 Be persistent and diligent, and you will ultimately find success. 

 Positions are available for every academic major at the Bachelor’s, Master’s and 

Doctoral levels.   

 Students with a Bachelor’s degree will generally be considered at the GS-5 level 

(GS-7 with superior academic achievement) and those with a Master’s degree 

will be considered for GS-9 positions.   

 
Step 1:  Find job openings 

 Search for job openings in the federal government by visiting www.usajobs.gov. 

 Then, call specific agencies to learn about special hiring programs such as the 

Federal Career Intern Program. 

 Watch for job fairs and newspaper ads too; some agencies supplement their 

recruiting efforts with these traditional methods. 

Tip:  Look beyond job titles.  Government titles may be different from those in the 

private sector.  Search by location, keyword, and broad occupational group. 

 

Step 2:  Decode vacancy announcements 

 Scan the announcement for its most important parts: closing date, job 

description, qualifications, and application instructions. 

 The closing date is the date that all paperwork must be submitted, not 

postmarked.   

Tip:  If you miss a closing date, check to see if the application period has been 

extended.  Carefully check the required qualifications before applying. 

 
Step 3:  Submit a resume 

 If the agency offers an online resume form, fill that out.  If the agency accepts 

paper resumes, fill out the OF-612 application, use the USAJOBS online resume 

builder, or create a paper resume that lists the following: 

o Name, address, telephone number, Social Security number, country of 

citizenship, and the vacancy announcement number 

o Any college degree(s) earned or in progress with the month and year of 

graduation, name and address of the school, type of degree and major, 

and number of credits earned 
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o High school diploma or equivalent, month and year confirmed, and name 

and address of school 

o Any specific courses required for or related to the job 

o Employment history—a chronological list of jobs, including job titles; 

descriptions of duties and accomplishments; names and addresses or 

employers; months and years of employment; earnings; supervisors’ 

names, addresses, and telephone numbers; and a statement indicating 

whether your current supervisor may be contacted 

o Dates, titles, and grade levels of previous federal government jobs 

o A statement saying if you are a military veteran who qualifies for 

preference 

 Every job has contact information with phone number and email address.  Once 

you have submitted an application, call or email to follow up! 

Tip:  Match your experience to the duties and qualifications listed in the job 

announcement. Use key words from the vacancy announcement.  Include relevant 

volunteer work.  More is better; your resume should be multiple pages!! 

 
Step 4:  Develop other required materials 

 Some agencies ask for written statements about qualifications.  Others require 

the completion of a questionnaire.  A few request copies of college transcripts or 

other materials. 

Tip:  When writing about your qualifications, be specific and show your expertise.  

Follow instructions about length, format, and content.  Do not be concerned about 

redundancy to your resume; fill everything out completely. 

 
Step 5:  Interview and accept a job offer 

 Most, but not all, managers in the federal government conduct interviews before 

selecting a candidate.  These interviews are like those in private industry. 

 If you are selected for a job, a human resources specialist will telephone you with 

an offer. 

Tip:  Prepare for the interview by researching the agency to which you are applying.  

Bring picture identification to pass security screening. 
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