
How to Apply for a Job in 
USAJOBS



Overview

This presentation will explain:

 How to Create a USAJOBS Profile

 How to upload a resume

 How to search for a job announcement

 How to apply for a job online

 Resources



Create a USAJOBS Profile

 Navigate your browser to https://www.usajobs.gov/ or 

follow the QR code below 

 Select Create Profile at the bottom of the screen

https://www.usajobs.gov/


Create a USAJOBS Profile Cont.

 Type in your most frequently 

used email address. Keep in 

mind this is the email that all 

USAJOBS notifications and 

correspondence will be sent to 

you via.

 Create a username you will 

remember following the 

parameters outlined in red

 Once finished, select Create 

Account at the bottom of the 

screen



Create a USAJOBS Profile Cont.

 Once complete, you will need to follow up on activating your 

account via the link that is sent to the email address you 

provided.  This will confirm your account on USAJOBS so that you 

can proceed to building/uploading your resume and applying for 

jobs.



Activate Account

 Follow the instructions from the link 
in your email.

 Be sure to use your full legal name 
(as it appears on your Drivers 
License) 

 Create a safe password you can easily 
remember within the parameters 
highlighted in red 

 The security questions should be 
selected so that they are specific to 
you and the answers are easy for you 
to remember.  You will be asked 
these questions again in the event 
you need to re-verify your account, 
reset your password, or recover a lost 
password.



Log in to USAJOBS

 Open your Web browser and navigate to USAJOBS

at http://www.usajobs.gov.

 Click the Sign In link near the top left corner of 

the window.

NOTE:  You must have created a profile before 

going to the sign in link

http://www.usajobs.gov/


Log in to USAJOBS (cont.)

 Enter your username (or email) and password in 

the appropriate fields, then click on Sign In 



Applicant Profile

 View your USAJOBS applicant profile.  

View sections which include Resumes and 

Documents, Saved Jobs, Saved Searches, 

and Application Status.



Search for a Job Announcement
 Basic Search:  To search for a job announcement, 

enter search criteria in the Keyword field and/or a 
preferred area in the Location field, then click the 
search button to launch the search.

 Note: For best search results use the position title and a 
specific location to refine your search and find the 
application you are looking for.  

 Contact the hiring manager of your preferred locations to get 
the announcement number for the position you want to 
apply for to narrow down your search even more  

OR



Search for Job Announcement (cont.)

 Sometimes during the search there may be too 

many Filters applied. To avoid losing search 

results, turn your filters off.

 Scroll through the list of search results to find your 

desired position .

 To see a complete overview of a job, click the Job 

Title link.

 Be sure to read the Responsibilities section related to the job 

title you click on to ensure it is in fact the position you want 

to apply for; i.e. Fire, Engine, Recreation, Helitack, Dispatch. 

Etc.

Off



Apply for a Job

 To apply for a job, click Apply near the top of the 

right column.  

 Be sure to verify the Announcement number, duty 

location(s), Pay Scale and Grade, and Responsibilities 

before clicking Apply to ensure it is the position you are 

looking for 



Apply for a Job (cont.)

 Once you click Apply you will be able to upload 

your resume or have the option to add a different 

resume

 After selecting a resume click the Save and 

Continue button at the bottom right corner of the 

screen that will take you to the next step of the 

application process.



Apply for a Job (cont.)
 The next page will 

give you the option to 

upload all additional 

documents.

 This page will also show 

you the position you 

are applying for again, 

your progress in the 

app process, an option 

describing Required 

Documents for that 

position, and all your 

saved documents from 

the profile you set up.

 Click the Save and 

Continue button at the 

bottom left of the 

screen again when 

you’re finished



Apply for a Job (cont.)
 The next step will 

allow you to review 

your application and all 

attachments so far.  

Here you will have to 

option to double check 

the resume and 

documents are all 

correct.  You can go 

back at this point and 

edit them if need be. 

 Once you’ve verified 

everything is correct 

check the 

Acknowledgement box 

at the bottom right of 

the screen before you 

proceed to the next 

step.



Apply for a Job (cont.)

 Next you will be directed to the Personal 

Information/Demographic section….this portion is 

for statistics only and will not affect your 

application if you elect to not fill it out.

 The next screen is where you certify your answers 

thus far.  Upon Acknowledgement you will be 

directed to the agency page to continue your 

application.



Apply for a Job (cont.)

 You are directed to the agency Core Eligibility 

Questions page.  Your USAJOBS profile populates some 

of the fields on this screen.

 Always select Save and Continue before moving on to 

the next page.



Apply for a Job (cont.)
 You are directed to the Application Preferences 

page.  Select any grade, series, or location 

preferences available for the job (in the screen 

shot below, only a location example is provided).

 Click Save and Continue to proceed to the next 

screen.



Apply for a Job (cont.)

 You are directed to the Minimum Qualifications

page.  Respond to the questions by selecting the 

most appropriate check boxes.

And as always, Save and Continue to proceed 



Apply for a Job (cont.)

 The next page you will be directed to is the 

Assessment Questions page.  Respond to the 

assessment questions by selecting the most 

appropriate fields.



Apply for a Job (cont.)

 You are next directed to the Applicant Summary 

page.  Here you can review your application 

and/or return to any page in the application 

before submission.  You can also print a copy of 

your application by  clicking Print Summary.

 Select Begin Application Submission once you are 

ready to officially submit your application



Apply for a Job (cont.)

 Upon selecting Begin Application Submission you 

will be directed to a confirmation page.  Click 

Submit Now to proceed.



Apply for a Job (cont.)

 Your application is confirmed as Completed and Submitted.

 You can now close the window.

 At any time, you may withdraw your application from consideration by clicking 
Withdraw Application.  WARNING:  If you withdraw from an Open Continuous 
Recruitment (OCR) job announcement, you are completely removing yourself from 
consideration for that announcement.

 Prior to the vacancy closing date, you may change your application by clicking Edit 
Application.



Congratulations!  You have 

finished the USAJOBS application 

process!! 
Note: you may access and update your profile on 

USAJOBS any time.

You can monitor the status of all your 

applications by logging back on to USAJOBS

and checking the status of each application 

in your profile.

For more help contact the Albuquerque Service 

Center at 1-877-372-7248


