A Step-by-Step Guide on Applying
for US Forest Service Positions

www.USAJOBS.gov

USAJOBS

"WORKINGW FOR AMERICA"



Navigate to USAJOBS.GOV

Begin by opening your internet browser and navigating to
WWWw.usajobs.gov

Click siGN IN link near the top right corner of the page, or if you do not
currently have an account click CREATE AN ACCOUNT.

Home Search Jobs = My Account = Resource Center = Support Signln | Create an Account
"WORKING JFOR AMERICA" ﬂ
Keyword: @
Location:

@® U.S. Citizens

(O Federal Employees @

Advanced | Map

Individuals with Disabilities | Veterans | Students and Recent Graduaktes | Senior Executives



http://www.usajobs.gov/

Create an Account

Home Search Jobs Wy Account Resource Center Support

USAJOBS Create Account

"WORKING W FOR AMERICA®

Welcome to USAJOBS!

USAJOBS 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 fo:

* Build and store up fo five distinct resumes * Leam how to use USAJOBS

* Save and sutomate job searches * Leamn about the Federal hiring process
* Save and apply for jobs * Discover special hiring programs

* Search by Agency, Occupation, Locafion... * See which jobs are in demand

= Apply to Federal Agencies

Be advised that only one account can be created for each email address.
Be sure the email account you use is only accessible by you and the email account iz properly secured.

Primary Email

x=

Confirm Primary Email

=

Username

&

What is your email format preference?
® Text O HTML

Some email providers block HTML messages. Select "Text™ to ensure your emails go through 7]
Terms and Conditions

govemnment 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) modig
resources for unauthorized wse or (5) otherwise misuse this system are strictly prohibited. Such attempts or acts are 3

penalties.
| agree. Create my account.

Sign In

Userm
alphar
least o
and mi

To create an account,
enter the required
information: PRIMARY

EMAIL, create a USERNAME

(remember your username)

Click | AGREE. CREATE MY ACCOUNT

characters: underscore(_), ampersand(&),

and period(.).

This U. 5. Federal Government system is fo be used by authorized users only. Information from this system resides on computer systems funded by the govermment. The data and
documents on this system include Federal records that may contain sensitive information protected by vanous Federal statutes, including the Privacy Act, 5 U.5.C. § 2523

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

G system, (3) deny access to this system, (4) accrue
action that miay result in criminal, civil, or adminisirative




Activate your Account

You will be sent an email with a link to ACTIVATE YOUR ACCOUNT...
Click on the link from your email to complete your account set-up:
Fill in the required information; create a PASSWORD.

USAJOBS Activate New Account

"WORKING DR AMERICA”

Thanks for confirming that your email address is geauxkat@gmail com. Your USAJOBS usemame is TheDiskoQueen . To activate your new account, please provide the additional
account information below and click "Finish creating my account™.

Personal Informaticn

First Mame =

Middle Name

Last Mame =

Phones =* -SELECT- [+]
- SELECT - ﬂ
- SELECT - [+
Account Information

Pazsword =

Confirm Pazsword =




Activate your Account

Create your password questions.... Click on the security
question, and then click | AGRee. crReaTe my Accounr to finish and
create your account.

To help remember and protect your password, supply some perzonal “hints” by selecting three different Pazsword Questions and
answers. Knowing thiz information can help you quickly reset your USAJOBS account uging our automated account resetting tool.

Password Question1 * - SELECT -
Your Answer1 =

Password Question 2 * | - SELECT -
Your Answer 2 =

Password Question 3 * - SELECT -

Your Answer 3 =

Please read our Security Tips for Accounts and Passwords before proceeding

O I hawe read and understand the security tips.

Terms and Conditions

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

All access or use of this system constitutes user understanding and acceptance of these terms and constitutes unconditional consent to review,
ronitoring and action by all authorized govemnment 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, uplead, change, or delete or deface information cn this system, (2) modify this system, (3) deny
access to this system, (4) accrue resouwrces for unauthorized use or (5) otherwise misuse this system are strictly prohibited. Such attempis or acts
are zubject to action that may result in criminal, civil, or sdministrative penalties.

| agree. Create my account.




Signing in to USAJOBS

You are now ready to sign in to your newly created USAJOBS (E
ZTMENT OF AGRCS
account.

Enter your USERNAME (or email) in the box provided.

Enter your PASSWORD and click SIGN IN.

USAJOBS ...

"WORKING o FOR AMERICA"

This L. 5. Fegeral Govemment eystem I 1o be used by authorized ussre
only. Information fram this syetem resides on computer eyeteme funded by
the govamment. The data and documente on this eystem include Federal
reconds hal may contain sensfive Information protacied by varkous Federal

Etatutas, Including the Privacy Act. 5 U.S.C. § 5523,
All 3ccess of use of Mk Ej'El.E"I' corsiiutes usar L'I:EIE'EFIJP'I; and
acocapiance of theee lenms and conefituies uncondiional consant 10 review,

manitaring and aclion by 3l aUthonzed govamment and kw enforcement ]
parsannal. While using this SySiem your use may be manitored, racorded Forgot your usemame or password? Sign In
and subject 1o audi.

Unauthorized user aftempts of acts to (1) access, upload, changs, or delste
or detace Information on ks sysiem, (2) modty this system, (3) deny access
to this sysiem, (4] accrue resownces for unauthorized uee or (5) othenwiss
mitsuge this BYEI=m are efriclly prohibited. Such afempls or acts are subjsct
to acion that may result In criminal, chvil. or administratve panaiies.

Don't have a USAJOBS account? Create a new account




Applicant Profile

From the PROFILE PAGE you can perform different functions
such as EDIT your profile, UPLOAD resumes, VIEW saved searches,
VIEW inbox, VIEW saved jobs, VIEW saved documents and CHECK

APPLICATION STATUS. You can also initiate BASIC and ADVANCED SEARCHES.

Home Search Jobs ~ My Account = Resource Center = Support Welcome smokey! | Sign out
USA OBS Keyword: Jab Title, Skills, Agency (etc) @ Location: City, State, ZIP Code, or Country
JSAJOBS
"WORKIMG W FOR AMERICA'
Advanced Search >
& My Account My Account - smokey bear Il
& Profile Last Login:
02f22/201612:20 PMET
B Resumes 122/ !
Last Profile Update:
Q Saved Searches 02/22/2016 12:20 PMET

&3 Inbox

B Saved Jobs

fh Saved Documents
Did You Know?

[ Application Status
Welcame to your USAJOBS account!

Did you know about all the USAJOBS resources to help you find federal job opportunities easier, faster and smarter?
Here's just a few ways USAJOBS can help you:
+ Visit the Resource Center for all types of information including job search tips, federal job eligibility criteria, special
hiring paths and how to use USAJOBS tools

+ Join the conversation by visiting the USAJOBS Facebook page and following Twitter updates
* Learn about the latest USAJOBS enhancements to improve your user experience




Adding Documents to your Profile

Add documents to your PROFILE PAGE by clicking the appropriate
link on the left side of your profile; and follow the prompts.

Under saved searches you are able to upload up to ten documents,
such as: TRANSCRIPTS, SF15, DD214, REFERENCES, ETC.

USAJOBS

"WORKING #FOR AMERICA"

& Iy Account

& Profile /

B Resumes

Q Saved Searches
&3 Inbox

B Saved Jobs

@ Saved Documents

[ Application Status

Keyword: job Title, Skills, Agency (etc) © Location: City, State, ZIP Code, or Country

Advanced Search >

Resumes

USAJOBS allows you to store resumes that can be used to 2pply online ko government agencies. You may wish to update your resume
(s) before you submit the resume to a specific job oppertunity announcement. Do not include the following types of information in
your profile or resume; classified information, as defined in Executive Order 13526 (dated December 29, 2009); Social Security
Number (SSN); or other personal or sensitive information you do not wish be made visible to recruiters. PLEASE NOTE that including a
photograph of yourself may result in your resume/application nok being accepted by the hiring agency.

IF you make your resume searchable, your profile information and all resume infarmation will be visible to recruiters searching our

resume bank.

List Resumes

Build New Resume Upload New Resume




Initiating a Basic Search

To initiate a BASIC search; on your profile page enter the
keyword/position or agency in the keyword box for example
FORESTRY TECHNICIAN - then enter a city in the location box, for example
ANYWHERE, USA and click SEARCH.

(WILDLAND FIREFIGHTERS with the US Forest Service are listed under

Home  SearchJobs +  MyAccount +  Resource Center +  Support Welcome smokey! | Sign out
U SA OBS Keyword: Job Title, Skills, Agency (etd) © Location: City, State, ZIP Code, or Country
. J . Forestry Technician Anywhere, USA
"WORKING #FOR AMERICA’
Advanced Search »
& My Account My Account — smokey bear Il % %
Profil
& Profile Last Login:
02/22/2016 12:20 PMET
[A Resumes /22l ’
Last Profile Update:
Q Saved Searches 02,,"'22}"2015 12:20 PMET
&3 Inbox
Edit Profile
Bs Saved Jobs




Initiating an Advanced Search

Click to initiate an ADVANCED SEARCH. This will link you to the
search page. By expanding the arrow tip you will be able to enter

more detailed information (i.e., keywords, pay grade, location, agency etc.).

Home  Search Jobs ~ My Account = Resource Center +  Support Welcome smokey! | Sign out
U SA OBS Keyword: Job Title, Skills, Agency (etc) @ Location: City, State, ZIP Code, ar Counkry
"WORKING # FOR AMERICA”

Advanced Search >
& My Account My Account - smokey bear Il %

USAJOBS

"WORKING W FOR AMERICA"

Please enter at least one of the following in order to perform a search: Keyword, occupational series or job category, location, or agency.
Show: All Expanded All Collapsed

¥ Keywords @

" Job Title, Agency Name, Job Announcement #, etc
é/ Search for: All of these words

But none of these words:

Search by Job Title:

P Salary or Pay Grade @
P Occupational Series or Job Category @

P Location @

P Department and Agency @




Initiating an Advanced Search

Scroll down to the bottom of the page..... Read the statements
under WHO MAY APPLY; choose which answer pertains to you click
NO Or YES.

Click the SEARCH JOBS box.

Who May Apply @

Are you:

* acurrent or Former Federal civilian employee who holds or held a non-temporary appointment

= In the competitive service in the Executive Branch or in a position not in the Executive branch specifically included in the competitive service by

statute, or
= In an excepted service position covered by an interchange agreement, or
= Eligible For reinstatement?

* AVeteran eligible For veterans' preference or separated from the armed fForces under honorable conditions after 3 years or more of continuous military
service?
* A person with non-competitive appointment eligibility?

® No - 1 do not Fall into one of these categories and only want to see jobs open to the general public.

(O Yes -1 fallinto one of these categories and want to see all jobs open to applicants with the above eligibilities, such as federal

employees. %
Reset Form RESEN NS

Site Map | Privacy Act and Public Burden Information | FOIA | AboutUs | USAgov




View Search Results

A list of jobs will populate, notice there is more than one page.
To see a complete overview of a job, click the JoB TITLE link.

USAJOBS

"WORKING W FOR AMERICA"

You are currently searching on:

Keyword: forestry
technician

Refine Your Results By:

who May Apply:
O us. Citizens

'@:‘ Federal Employees 0

Keyword: Job Title, Skills, Agency (etc) @ Location: City, State, ZIP Code, or Country
Search
Advanced Search =

1to 25 of 257 jobs Sork By:

Relevance

Remaove

Lead Forestry Technician (Fire) save Job | More Like This

..Promotion Procedures ;As a Lead Forestry Technician (Assistant Fire Engine Operator...fire helitack crew; or other Forestry techniciam or comparable
pasition performing...helitack fire crew; or other forestry technician or comparable position performing...

§36,740.00 - §50,404.00 / Per Department:
Year Agency:

Salary: Department OF The Inkerior

National Park Service

Series & Grade:
Location(s):

G5-0462-05/06
Agoura Hills, California

Full Time - Permanent
United States Citizens

Position Info:
Who May Apply:

ories

» Department and Agency

» Work Schedule

3
olo|o

» Salary (7] Open Period: 2/18/2016 to 3/3/2016
P Announcement MMSAMO-16-92D-1614308
» Pay Grade (7] Number-

®

Lead Forestry Technician (Fire) Save Job | More Like This
.All US Citizens).;As a Lead Forestry Technician (Assistant Fire Engine Operator...fire helitack crew; or other Forestry technician or comparable position

performing...helitack fire crew; or other Forestry technician or comparable position performing...

$36,740.00 - $50,404.00 / Per Department:
Year Agency:

salary- Department OF The Inkerior

Mational Park Service

Work Type

’ P e Series & Grade:

» Posting Date (7] Location(s):
Open Period:

» Exclude These (7] Announcement
Number:

You can also: @

G5-0462-05/06

Agoura Hills, California
2/18/2016 te 3/3/2016
MMSAMO-16-91-1614307

Full Time - Permanent
Status Candidates (Merit Promotion and VEOA
Eligibles)

Paosition Info:
who May Apply-




View the Announcement

Click on each TAB (i.e., overview, duties, etc.) to view job
information. From this page you are able to APPLY, PRINT,

SAVE, and SHARE this announcement by clicking the appropriate box.

To APPLY ONLINE ...... Click the box!

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

ing for the

Great Outdoors
USDA FOREST SERVICE

Job Title: Forestry Technician (Squad Leader)
Department: Department Of Agriculture

Agency: Forest Service

Job Announcement Number: 16-FIRE-224252DP-MC

SALARY RANGE: $36,025.00 to $40,033.00 / Per Year
OPEN PERIOD: Wednesday, February 17, 2016 to Monday, February 22, 2016
SERIES & GRADE: GS-0462-06/07
POSITION INFORMATION: Full-Time - Permanent
PROMOTION POTENTIAL: a7
DUTY LOCATIONS: Few vacancies in the following location:
Fort Collins, CO View Map
WHO MAY APPLY: US Citizens and Nationals; no prior Federal experience is required.
SECURITY CLEARANCE: Mot Applicable
SUPERVISORY STATUS: MNo

Dock

Go to section of this Job: ﬂ
Apply Online
Print Preview

Save Job

Share Job

Agency Contact Info

Job Announcement Number:

16-FIRE-224252DP-MC

Control Number:




Begin the Application Process

Welcome to the USAJOBS Application Process. The next few
pages will take you through adding your documents and
verifying your information.... Follow the prompts.

Click START APPLICATION to begin.

Welcome to the USAJOBS Application Process

This step by step process will help you select your resume and documents (if required) for submission to the agency hiring
for this position. Once you have reviewed your application, we will send you to an agency system where you will complete

and submit your application.

C] Do not show this message again Start Application




Application Process — Step 1

Applying ta:
Techniciam {

Forest Service

Closes 2222018

Who may apply

Select Resume To add your résumé to the
application, click in the blue
area and a green check-mark
e s, it i et s menmencened, | Will @PPEAC ON the top of the
A S s S St L selected résumé.

one.

Your Resumes “ Click sAVE & CONTINUE to move

on to the next step.

Instructions

Select the resume that you want to submit as part of your application. You cannot progress to the next step until you

select a resume. You can only submit one resume.

Helpful Links
Sample Resume
What to Include

TECURNE RESUME
Uploaded 10/30/2015
II.I.iEI‘I.: :EE:E m




Application Process — Step 2

Apphying to:
Forestry Technician (Sguad...
Forest Service

2(22/2016

Select Documents

Application Progress Saved

Instructions

far this job by selecting the "Documents" button.

to delete an existing document to upload a new one.

Your Documents

tbourne DD214
DD-214 1/28/2015

View | Delate

A Pref Lir 20135

View | Delste

Veteran Other 1/26/2015

Your application progress has been saved to My Account > Application Status

Select the document|s) that you want to submit as part of your application. Youw can review the requi

If the document you want to submit is not available you can upload it by selecting "Add Documen " Any documen
added or deleted on this step will be reflected in your sccount. USAJOBS stores up to ten documents, so you may nesd

=

thourne - SF15
SF-151/25/2015

View | Delete

To add the required
documents to the application,
click in the blue area and a
green check-mark will appear
on the top of the selected
documents (make sure you
read the announcement and
attach all required
documents).

Click SAVE & CONTINUE

T Helpiul Links

Sample Resume
What to Include

e




Appiying b=l

Forest Senvice

Clopes 2/22/2018

Who may apphy

Your demographic information will not be sert o the hiring manager rescansible for this pasition. It is used|
1o assict the agency in the development of recruiting plans end to ansurne the sgency is reaching all cegmean

Include Personal Information

[ lvoluntearts provide my gemooraphic information to help
determine if the government’s aqual employment opportunity

efforts are reaching all sepments of the populstion.

5o we can better locate applicants in the future, please tell us how you heard abaut this job. Please choase the best

option svailsble

Review your package and
Include your personal
information.

Click SAVE & CONTINUE

L | s=arched the USAJOBS websits

L | received an automated USAI08S saved search notification
- | sarer & social media posting

| wisited the apancy website

\_. |was referred by an epency employee

| sttended & recruitment event (Job/Career Fair, Mestup, etc)

| viewwed the posting on a job boerd or search egent ather than
USAJOES

" Radic or TV edvertizement
Profeszional organization

L SchoolUniversity snnouncement




Application Process — Step 5

Click the box to certify to the best of your knowledge that all
information submitted is true and complete.

Click CONTINUE TO AGENCY SITE ......

Applying to:

Forestry Technician (Squad... 1 2 4 5

Forest Service

Closes 2,/22/2016 Select Select Review Include Personal Continue Application with
Who may apply Rezume Documents Package Info Agency

Q\ Continue Application with Agency o ol temse USAJORS o b
D sent to the Forest Service

y |§] % | certify, to the best of my knowledge and belief, all the application system once you
information submitted by me with my application for
employmentis true, complete, and made in good faith, and that
| have truthfully and accurately represented my work You will submit your application
experience, knowledge, skills, abilities and education (degrees,
accomplishments, etc.). | understand that the information
provided may be investigated. | understand that
misrepresenting my experience or education, or providing false
or fraudulent information in or with my application may be
grounds for not hiring me or for firing me after | begin work. |
also understand that false or fraudulent statements may be
punishable by fine or imprisonment (18 U.S.C. 1001).

Continue to Agency Site

select "Continue to Agency Site.”

once you have completed all the

agency specific requirements.




USFS Application Website

You will be transferred to the US Forest Service application
website. Verify your information; click which grade(s) you are
applying to; answer all the questions pertaining to the position.

Click SAVE AND CONTINUE to proceed!

%__s_.l.:.)-é Forest Service

United States Department of Agriculture

You are here: Home [ Careers

Switch to accessibility mode
Careers

-~ Return to USAJOBS Forestry Technician (Squad Leader)
> Application Help

Message
+ All Grades saved successfully

Core Eligibility Questions Application Preferences
* Dencotes a mandatory question

Application Summary

Select which Series & Grades you want to apply 55-0462-06-Forestry Technician
£
for = [ ] 65-0462-07-Forestry Technician

Select which Location(s) you want to apply for: US/CO - Fort Collins %
| Save and Continue |




Submit your Application

You will be directed to the APPLICATION SUMMARY page. This is
the last step before you submit your application....

Make certain to:
— REVIEW and EDIT your application
— CONFIRM your ATTACHMENTS
— PRINT summary

Once your application is complete, click BEGIN APPLICATION SUBMISSION.

Application Form Status: Complete but not submitted
%}\j To be considered for this position you must

Begin Application Submission | select “Begin Application Submission” button to
advance to step 2 for final application

submission.




Submit your Application

If you are ready to submit your application click the suBMIT NOW
button.

Click the suBmIT LATER button if you wish to submit your application at a
later date.

Check your email.... you will receive an email confirming you have
submitted your application.

Congratulations you have submitted your application for employment.

%@—D—- 2 Forest Service

United States Department of Agriculture

Site Map | A-ZlIndex | Advanced Search | Help | Search Tip

You are here: Home { Careers

Switch to accessibility mode
Careers

> Retumto Usasogs Y ouare aboutto submityourapplication
R R If you are ready to submit your Application click the "Submit Now" button. Otherwise you can click the "Submit Later” butten which will allow you to return
to your Application for editing.

Upon selecting "Submit Now" please do not close your browser or navigate away from this page until you have received the page confirming “Your
application has now been submitted.”

If an error is encountered, please refer to the Agency Contact Information section in the USAJOBS announcement for assistance.

~§




US Forest Service
Klamath National Forest
1711 South Main Street

Yreka, CA 96097

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its
programs and activities on the basis of race, color, national origin, sex, religion, age,
disability, political beliefs, sexual orientation, or marital or family status.



