
The Federal Employment Process

USDA Forest Service, Marienville Ranger District



Topics of Discussion

• Types of Service & Appointment
• Select Hiring Authorities
• Outreach
• USA Jobs, the Job Search,

and Resume Tips
• Miscellaneous Topics



Types of Service

The competitive service consists of all civil service positions in the executive branch of the 
Federal Government with some exceptions. Individuals must go through a competitive 
hiring process (i.e., competitive examining) before being appointed which is open to all 
applicants. This process may consist of a written test, an evaluation of the individual's 
education and experience, and/or an evaluation of other attributes necessary for successful 
performance in the position to be filled.

Appointments in the Excepted Service are civil service appointments within the Federal 
Government that do not confer competitive status. There are a number of ways to be 
appointed into the excepted service such as appointed under an authority defined by the U.S. 
Office of Personnel Management (OPM) as excepted (e.g., Veterans Recruitment 
Appointment) or being appointed to a position defined by OPM as excepted (e.g., Attorneys).

The Senior Executive Service is comprised of the men and women charged with leading the 
continuing transformation of government. These leaders possess well-honed executive skills 
and share a broad perspective of government and a public service commitment which is 
grounded in the Constitution.



The Federal Government employs permanent and temporary employees.

Permanent employees are generally hired under a career-conditional appointment 
(Permanent - Career-Conditional Appointment). Normally this is the first career-type of 
appointment and the appointee must complete a 1-year probationary period and a total of 3 
years continuous creditable service to attain a career appointment (Permanent - Career 
Appointment).

Temporary appointments are defined as appointments expected to last for a specified period 
not to exceed 1 year (Temporary Appointment - Time limited not to exceed 1 year but could 
be less) or a specified period of time that is at least more than 1-year but not to exceed 4 
years (Term Appointment - Time limited more than one year but not more than 4 years). 
Neither type of appointment is a permanent one, so they do not give the employee 
competitive/permanent status.

Types of Appointment (Status)



There are two types of hiring processes.

In the competitive process, applicants compete with each other through a structured process.

In the non-competitive hiring process, agencies use a special authority (Schedule A) to hire 
persons with disabilities without requiring them to compete for the job. 

Hiring Processes



Hiring Authorities

Schedule A is a special (excepted) hiring authority for persons with disabilities.

You are eligible for Schedule A if you are a person with severe physical disability, a psychiatric 
disability, or an intellectual disability.

To prove your eligibility to be appointed to a federal job under Schedule A, you must:
• Be qualified for the job for which you are applying (i.e., have the necessary competencies 

and relevant experience to perform the job).
• Provide "proof of a disability" documentation.

While being eligible for a Schedule A appointment will help you in the noncompetitive 
process, it will NOT guarantee you a job.

You may be subject to a probationary period can last up to two years, depending on the type 
of appointment. During probation, employees hired under the Schedule A are held to the 
same performance standards as all other employees.



Hiring Authorities

A Direct-Hire Authority (DHA) is an appointing (hiring) authority that the Office of Personnel 
Management (OPM) can give to Federal agencies for filling vacancies when a critical hiring 
need or severe shortage of candidates exists.

Veterans Authorities
• Veterans’ Recruitment Appointment (VRA)
• Veterans Employment Opportunity Act (VEOA)
• 30% or More Disabled Veteran
• Disabled Veterans Enrolled in a VA Training Program
• Schedule A Appointing Authority

Students and Recent Graduates – Pathways
• Internship Program
• Recent Graduates Program
• Presidential Management Fellows Program



Hiring Authorities - Pathways

The Pathways Programs offer clear paths to federal internships for students from high school 
through post-graduate school and to careers for recent graduates, and provide meaningful 
training and career development opportunities for individuals who are at the beginning 
of their federal service.



Hiring Authorities - Pathways

#1 – Internship Program: This program is for current students enrolled in a wide variety of 
educational institutions from high school to graduate level, with paid opportunities to work in 
agencies and explore Federal careers while still in school. 

#2 – Recent Graduates Program: This program is for individuals who have recently graduated 
from qualifying educational institutions or programs and seek a dynamic, career development 
program with training and mentorship. To be eligible, applicants must apply within two years 
of degree or certificate completion (except for veterans precluded from doing so due to their 
military service obligation, who will have up to six years to apply).

#3 – Presidential Management Fellows Program: For more than three decades, the PMF 
Program has been the Federal government’s premier leadership development program for 
advanced degree candidates. This program is now for individuals who have received a 
qualifying advanced degree (e.g., master's, Ph.D., J.D.) within the preceding two years.



The purpose of the USDA Forest Service’s Employment Outreach is to identify skilled, diverse 
potential applicants, thereby providing opportunities for these individuals to apply for 
vacancies announced by the FS.

The paramount objective for the development of the “Outreach Notice” and Employment 
Outreach strategy for the position, is for: 
• Managers and supervisors to first solicit interest in the position “pre-announcement”
• Encourage a skilled and diverse applicant pool to facilitate equal employment opportunity 

in hiring under the merit system.

https://fsoutreach.gdcii.com/Outreach

USDA Forest Service Outreach

https://fsoutreach.gdcii.com/Outreach


No filters Many positions

USDA Forest Service Outreach



No filters Many positions (813 in this example)

USDA Forest Service Outreach



Pathways filter  Fewer positions (22 in this example)

USDA Forest Service Outreach



Duty station filter  Even fewer positions (5 in this example)

USDA Forest Service Outreach



Choose one outreach announcement for details

USDA Forest Service Outreach



USDA Forest Service Outreach



USDA Forest Service Outreach



USDA Forest Service Outreach



USA Jobs – Federal Applications



Banners spotlight various positions or training opportunities and change over time.

USA Jobs – Federal Applications



Do not procrastinate.  Website maintenance does happen, and you do not want to miss
an opportunity.

USA Jobs – Federal Applications



Create an account.

USA Jobs – Federal Applications



Create an account – PROFILE

USA Jobs – Federal Applications

PROFILE – Contact Information
• Name
• Address
• Telephone
• Email Address (Primary and Secondary)

PROFILE – Hiring Eligibility
• US Citizenship
• Selective Service Status
• Veteran Status, Veterans’ Preference (5-pt, 10pt)
• Are you a veteran who was separated from the armed forces 

under honorable conditions after completing an initial continuous tour of duty of at least 
3 years (may have been released just short of 3 years) (VEOA)?

• Upload DD-214, SF-15, etc.
• Federal employment status.
• Special Hiring Options: Veterans Recruitment Appointment (VRA), 30% or More Disabled

Veteran, Schedule A Disabled, etc.



Create an account – PROFILE

USA Jobs – Federal Applications

PROFILE – Other
• Willingness to travel / how much travel
• Type of work

(All, Permanent, Seasonal, Recent Graduates, Internships, etc.)
• Type of work schedule

(All, Full Time, Part Time, Shift Work, etc.)
• Highest career level achieved

(Student, Entry Level, Manager, etc.)
• Willingness to relocate
• Desired work locations



Create an account – PROFILE

USA Jobs – Federal Applications

PROFILE – Demographic
• Sex
• Ethnicity
• Race
• Disability

This information is used to determine if our recruitment efforts
are reaching all segments of the population, consistent with
Federal equal employment opportunity laws.

Your responses are voluntary, and will not affect your job prospects.



Create an account – PROFILE

USA Jobs – Federal Applications

PROFILE – Account Information
• Username and Password
• Notification Settings

Notification Alerts enable you to stay informed of changes 
to your application status.

You can be notified via email…
• When jobs you have started an application for have closed.
• When jobs you have saved are scheduled to close in three days.
• When the status of an application you have submitted changes.



Apply for a job – RESUMES

USA Jobs – Federal Applications

• Use the resume builder.
• Upload your own resume.  (If you use this method, be sure

to include all the information the resume builder asks for.)
Note: Uploaded resumes may not be accepted by some 
agencies’ online application processes.

Do not include:
• Classified information
• Social security number
• Photograph of yourself

Make your resume searchable / not searchable.



Basic Search – If you don’t know what you’re looking for and want to know what’s out there.

USA Jobs – Federal Applications



How should you apply?  You can apply as a federal employee if…

USA Jobs – Federal Applications



Advanced Search – If you have an idea about what you want.

USA Jobs – Federal Applications



Other Search Options: Resource Center  Students and Recent Graduates

USA Jobs – Federal Applications



Search for a job – SAVED SEARCHES

USA Jobs – Federal Applications

Make unique names for your searches.  Save time.



Search for a job – SAVED SEARCHES

USA Jobs – Federal Applications

Search now.  Apply when you have time.



Prepare to apply – SAVED DOCUMENTS

Upload all the documents you need to apply.  Pay close attention:
Certain employers may require special file formats (.docx vs .pdf).

USA Jobs – Federal Applications



Now that your account is set up and you know how to search, it’s time to apply for jobs.

Parts of a Job Opportunity Announcement (JOA) – OVERVIEW
• Job Title – Research Hydrologist (Research Associate)
• Department – Department of Agriculture
• Agency – Agricultural Research Service
• Job Announcement Number – AB-12-345-C
• Salary Range – $58,562.00 to $76,131.00 / Per Year
• Open Period – Friday, September 4, 2015 to Saturday, September 3, 2016
• Series & Grade – GS-1315-11
• Position Information – Full-Time – Temporary
• Promotion Potential – 11
• Duty Locations – 1 vacancy in the following location: State College, PA View Map
• Who May Apply
• Security Clearance
• Supervisory Status
• Job Summary
• Travel Required
• Relocation Authorized
• Key Requirements

USA Jobs – Federal Applications



Become familiar with the parts of a Job Opportunity Announcement.

Additional Parts of a JOA 

DUTIES

QUALIFICATIONS & EVALUATIONS (AND HOW YOU WILL BE EVALUATED)

BENEFITS AND OTHER INFO

HOW TO APPLY
• Required Documents
• Application Package Checklist
• Agency Contact Info
• What to Expect Next

USA Jobs – Federal Applications



You may qualify for a higher grade…

USA Jobs – Federal Applications



If you qualify for the job, apply for it.

Look at the online questionnaire before applying.  You may have to search carefully to find it.
References to this form may appear differently in job opportunity announcements.

USA Jobs – Federal Applications



The MOST IMPORTANT RULES in applying for federal jobs…

Any knowledge, skills, or abilities you claim to have in the 
application must be reflected in your resume.

This means your federal resume may be lengthy.  Do not 
worry about this.  Federal resumes will be longer and more 
detailed than private sector resumes.

Follow ALL the instructions closely.  Double- and triple-check 
before you submit your application.

USA Jobs – Federal Applications



You have reviewed the online questionnaire and made sure that your resume supports your 
answers.  You have also uploaded the required documents.  Now it is time to apply.

Good luck.

USA Jobs – Federal Applications



Monitor submitted applications – APPLICATION STATUS

USA Jobs – Federal Applications



More IMPORTANT RULES in applying for federal jobs…

If you truly care to have the job, monitor USA Jobs and your 
email daily.  Sometimes the status of a job will abruptly 
change.  The announcement might get pulled, amended, 
and then reposted.  You will have to reapply.  If you do not 
monitor constantly, you will miss opportunities.

Some opportunities might appear on USA Jobs for very brief 
periods of time… perhaps three days.  Don’t get caught 
sleeping during your job search!

USA Jobs – Federal Applications



Miscellaneous – Veterans’ Site
Feds Hire Vets – A great tool for veterans looking for information on federal hiring.

https://www.fedshirevets.gov

https://www.fedshirevets.gov/


Miscellaneous – Disability Sites
Multiple websites for assisting applicants with disabilities.

https://www.opm.gov/policy-data-oversight/disability-employment/

https://www.disability.gov/

http://gogovernment.org/government_careers/persons_with_disabilities.php

https://www.opm.gov/policy-data-oversight/disability-employment/
https://www.disability.gov/
http://gogovernment.org/government_careers/persons_with_disabilities.php


Miscellaneous – Pay Systems
The General Schedule (GS) classification and pay system covers the majority of civilian 
white-collar Federal employees (about 1.5 million worldwide) in professional, technical, 
administrative, and clerical positions.

The Federal Wage System (FWS) is a uniform pay-setting system that covers Federal 
appropriated fund and nonappropriated fund blue-collar employees who are paid 
by the hour. The system's goal is to make sure that Federal trade, craft, and laboring 
employees within a local wage area who perform the same duties receive the same 
rate of pay.

Special Rates Requests - The Office of Personnel Management (OPM) may establish higher 
rates of basic pay-special rates-for a group or category of General Schedule (GS) positions 
in one or more geographic areas to address existing or likely significant handicaps in recruiting 
or retaining well-qualified employees.



General Schedule - Base



General Schedule - Locality

Locality Pay – a geographic-based percentage rate that reflects pay levels 
for non-federal workers in certain geographic areas.
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