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Reclamation’s HireMe OnLine Application Kit

INTRODUCTION

Similar to other federal agencies, the Bureau of Reclamation announces most of its vacancies
electronically on the USAJOBS website (http://www.usajobs.opm.gov). Reclamation’s online
application and referral system, HireMe, is linked to the USAJOBS website and enables applicants to
readily search and apply for vacancies through the use of a computer and the Internet.

Because the federal hiring process stems from laws and regulations, it differs from the private sector,
particularly with respect to the information required to determine the eligibility and qualifications of an
applicant. The HireMe system is designed to prompt applicants
for the necessary eligibility and job-specific information and then
uses a predetermined scoring mechanism to identify the top
applicants for referral to the selecting official. Applicant contact is
accomplished primarily through electronic mail (email) via the
Internet.

The online hiring process typically requires applicants to submit the
following key items that together comprise a complete application
package:

applicant account in USAJOBS & HireMe

electronic resumé in USAJOBS

responses to job-specific candidate assessment questions

supporting documentation (as indicated in the vacancy announcement instructions)

*+ 4+ 4o

The key items will be discussed in more detail later in the kit.

Whether you are a current federal employee or seeking federal employment for the first time, the
information in this kit will guide you through the process of searching for Reclamation vacancies,
creating an online resumé, and applying online for Reclamation vacancies.

User-friendly instructional steps are noted with a “blue dot” (®), and the NOTES and TIPS boxes
(examples below) will help you create an effective federal resumé and use the online process to
maximize your job search efforts. Pertinent websites are included to enable you access to more details
about federal hiring, and several appendices are provided with information on the HireMe system and
common hiring programs used in Reclamation. A sample resumé created with the USAJOBS Resumé
Builder feature is also included, with tips and recommendations to help you successfully develop an
attention-getting resumé of your own.

NOTE: The dashed boxes contain
specific instructions, procedures or

é TIP: The red boxes contain tips
E information required for the online

to help you with the online
application process and the key

application process. items mentioned above.
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Begin the Process

BEGIN THE PROCESS

What do you need to begin? The online application process requires the
use of a computer with Internet connection and an email account. Access
to a fax machine and/or scanner may also be beneficial to transmit
documents electronically.

What do you need to know? You should be familiar with basic computer

operations and accessing and navigating the Internet. You should also be able to access and check
your email account. Familiarity with the keyboard and word processing software is helpful. You may
want to obtain assistance if you are not familiar with computer and software operations.

What if you don’t have a computer or access to the Internet? Most libraries, employment offices,
and Reclamation Human Resource Offices can provide computer access to the Internet.

If applying online poses a hardship for you, contact the Human Resources Office (or the Human
Resources Office listed in the vacancy announcement to which you are applying) for assistance.
Reclamation provides reasonable accommodation to applicants with disabilities. If you need a
reasonable accommodation for any part of the application and/or hiring process, contact the Human
Resources Office (or the Human Resources Office listed in the announcement to which you are
applying). The decision to grant reasonable accommodation will be made on a case-by-case basis.

How to begin? Open your Internet browser by double clicking on the icon (e.g., Internet Explorer,
Netscape, MSN, AOL, etc.). The browser address bar will be displayed (example below).

File Edit View Fawvorites Tools Help l’p’

lﬂ =E| ;‘ _r'-‘: Search ‘u\ Favarites -6-" - :._.;: )Ja" - ﬁ :‘5

Address v BYce  unks » @@~

Follow the blue dot (®) instructions, website information, tips and notes provided in the next sections
of this kit to begin the online search and application process.
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Search for Online Job Vacancies

SEARCH FOR ONLINE JOB VACANCIES

The first step in the employment process is finding job opportunities for
which you qualify. You can quickly search for Reclamation vacancies
by accessing the USAJOBS website.

e Enter http://www.usajobs.opm.gov in the address bar.

2} ISAJOBS - The Federal Government’s Official Jobs Site - Microsoft Internet Explorer

File  Edit  ¥iew Favorites Tools  Help

= » — n . - | = 1
@Back - igd \ﬂ |§] -_l"] /.\]Search f_:l/ Favarites Q‘E :a' e M-

e —
Addr@ttp:,l',l'www.usajnbs.opm.gov,l‘ \

1 O —— I

TIP: Save the USAJOBS website (

browser favorites.

http://www.usajobs.opm.gov) to your list of

e Press the “Enter” key. The USAJOBS home page will appear (example below).

Address i@ hitkp: f v, usajobs, opm, gowf

v

Be ks ®

"WORKING® FOR AMERICA"

HOME | SEARCH)OBS | MYUSAJOBS | FORMS |

VETERAN
Step into another rewarding Federal Career!

( SEARCH JOBS | _ CREATE A RESUME )

e 21,561 Federal Create and store a
e USAJOBRS resume for applying to
Federal jobs.

Explore
jobs in

Irformation Technology Exchange Program:
Private Industry and Federal agencies learning from each other!

e Click on the SEARCH JOBS button.

USAJOBS, USAJOBS is the official job site of the United 5States Federal Government.

It's your one-stop source for Federal jobs and employment infarmation.

Bureau of Reclamation ° Mid-Pacific Region °
4
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Reclamation’s HireMe OnLine Application Kit Search for Online Job Vacancies

USAJOBS has a powerful search engine that enables you to search for vacancies by various data fields
(e.g., job title, location, agency, series, salary range, etc.).

USAJOBSH USAJOBES is Wee olficial jul wile of W Uiniled S5Labes Federal Guwenonenl.

SRR INCTECR AMER LS It's your one-stop souarce For Federal jobs and employrent information,

HOME FORMS

| SEARCH JOBS | MY USAJORS

Agzncy Search H‘l ries Search % Advanced Search '\ Senior Executive Search

Us=z the criteria Eelow to view matching job openirgs.

TIP: To quickly locate Reclamation
Keyword Search @ vacancies, click on the Agency Search
i i tab. The Agency Search page will

L | : 173
‘e.g.t Jok Title, Agency Mame, Vacancy Announcerment 4, Control #) More Tips dlsplay' In the “Enter a .
Department/Agency Name” box, enter

: the word:
Location Search @ Reclamation

Far rmulkiple selections, hold down O (Command for Macs) whie cicking selectio

The search result will include current

U3 e online vacancies in the Bureau of
A = Reclamation.
AK-aleutian Islands
Akianchoraga If you are interested in Reclamation
Ak-Barrow bt .. .

= vacancies in a particular state or

Job Category Search @ geographic location, scroll thrgugh the
For multiple zeledtions, hold down Ctd (Command for Macs) while clicking selectio Location Search box and click on the
state (example, CA for all Reclamation
vacancies in California) or state-city

——————— SELECT ALL ------- ~ll

Accounting, Budget and Finance
Bilogical gciemgs (example, CA-Sacramento for

Business, Industry, and Procurement Reclamation vacancies only in
|Copyright, Patent, and Trademark || Sacramento, California). Your search
i ————————— result will be limited to the vacancies in
the state or state-city that you selected.

Salary Range @_ Pay Gradq(Gﬁ}_ @

from | | ta |: OR  from| Mto| ¥

e Important! Once your search criteria are entered, scroll to the bottom of the page to determine
and select your applicant eligibility (details on next page). Applicants often skip this step and miss
job opportunities for which they qualify.

Bureau of Reclamation ° Mid-Pacific Region ° Human Resources Office
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Search for Online Job Vacancies

e Under Applicant Eligibility at the bottom of the Search page (example below), read the three
questions to determine your federal hiring status and the types of vacancies for which you will be

eligible to apply.

Applicant Eligibility @
Are you a:

Permanent Federal employes in a competitive position, excepted service position

covered by an interchange agreement or eligible far reinstatement?

Yeteran eligible for veterans' preference ar separated from the armed forces under

honorable conditions after 3 years or more of continuous military service?

i NOTE: If you cannot answer e——(No ©ves —»

“yes” to at least one of the three ;
i questions, ® click the No i

' button. You willbeableto 5 by @
i Relevance O

i not require federal hiring status, ;
! but that are open to the public
(all U.S. citizens) and that meet

1

1

1

1

1

1

!

' view announcements that do
1

1

1

1

!

: your search condition(s).
1

Date

Person with non-competitive appointment eligibility ?

' NOTE: The default answer is No.
i If your answer is “yes” to any of

! the questions, ® click the Yes
button. You will be able to view
the full range of announcements
(those that require federal hiring
status and that are open to the
public) that meet your search
condition(s).

View De
& Detail

e Click to initiate your job search.

i
i
i
L SEARCH FOR 1035) ;
i
i
i

Current Reclamation employees in
permanent positions should click
the Yes button.

Your search results will produce specific vacancy information, including the closing date of the
announcement, the position title and information, agency, location and salary (example below).

Show Jobs Posted: Refine Search With Additional Keywords:

an Search Results All Jobs v Reclamation
Detailed View  Brief View
Jobs 1to 17 of 17 Page: [1]
ElnsAinq Job Summary & Agency Location
5/5/2006  Plant Mechanic, BE-5352-00 (MPP-JR) Interior, US-CA-Shasta
The pasition is assigned to the Bureau of Reclamation, Mid-  Bureau of Lake City, CA

Pacific Region, Northern California Area Office, Mechanical Reclamation
and General Maintenance Division, Plant Mechanic Crew,

duty station, Shasta Lak ...[mnore]

USBR-MP-2006-155
Status Candidates
BB-5352-99/99
Permanent
Full-Time
4/17/2006

32.90 USD per hour

Yacancy Ann.#:
wWho May Apply:
Pay Plan:
Appointment Term:
Job Status:
Opening Date:
Salary:

Us-Ca-
Sacramento,
=)

5/5/2006  [nformation Specialist (Data Management) (DEU-Sw) Interior,
Sacramento, the capital of California, has an expanding Bureau Of_
population of 426,000 and is one of the fastest growing Reclamation
metrapalitan areas in the nation. The City of Sacramento is

the cultural, educational ...[mare]

USBR-MP_2006-16

Public

G5-2210-11/12

Permanent

Full-Time

4/24/2006

From 55,427.00 to &4,5854.00 USD per
vear

Yacancy Ann.#:
Who May Apply:
Pay Plan:
Appointment Term:
Job Status:
Opening Date:
Salary:

Salary a

32.90 /hr

<\

55,427.00+

TIP: To save time with your job search,
read the vacancy information to determine
if it meets your requirements. Pay close
attention to Who May Apply to
determine if you are eligible to apply for
the position.

“Status Candidates” = open only to
applicants who click the YES button
under Applicant Elgibility (see above).
“Public” = open to applicants who click
either Yes or NO under Applicant
Eligibility (see above).




Search for Online Job Vacancies

e Click on the position title and the vacancy announcement will be displayed in more detail (example
below).

Show Jobs Posted: Refine Search With Additional Keywords:

job Search Resuls S O K

Detailed View  Brief View

Jobs 1 to 17 of 17 Page: [1]
l:lu:sking Job Summary a Agency Location Salary &
5/5/2006¢ Information Specialist {Data Management) (DEU-SwW Y Interior, Us-Ca- 35.427.00+
mento, the capital of California, has an expandin Bureau of Sacramenta,
populatieTTy Sileandic ooe of the foshemimm P g Reclarmation cha

rmetropolitan areas in the nation, The City of Sacramento is
the cultural, educational ...[more]

Yacancy Ann.#: USBR-MP-2006-160

YWho May Apply: Public

Pay Plan: G5-2210-11/12

Appointment Term: Permanent

Job Status: Full-Time

Opening Date: 472472006

Salary: From 55,427.00 to 54,554 .00 USD per
year

The vacancy announcement is arranged with tabs to enable you to quickly locate information about the
vacant position.

® C(Click on the vacancy announcement tabs for specifics about the position, qualification
requirements, benefits, and how to apply.

Department: Department OF The Interior

U.S. DEPARTMENT OF THE INTERIOR Ag:ncy: Bureau of Reclamation
Sub Agency: BUREAU OF RECLAMATION
Bureau of Reclamation geney

Job Announcement Number:

Overview | Duties Qualifications and Evaluation Benefits and Other Informaticn How to Apply

«+ Back to Search Results

Information Specialist (Data Management) (DEU-5W)

SALARY RAMGE: 55,427.00 - 84,854.00 USD per vear OPEMN PERIOD: Manday, april 24, zoos

to Friday, May 05, 2006
SERIES & GRADE: Gs-z210-11/12 POSITION INFORMATIOM: Full Time Permanent
PROMOTION POTEMNTIAL: 12 DUTY LOCATIOMS: 1 vacancy - Sacrarnento, CA

WHO MAY BE CONSIDERED:
all qualified U.5. Citizens.

JOB SUNMMARY:

By waorking for the United States Bureau of Reclamation {USBR), you
will become part of the world-recognized center of technical
excellence in water and related resources. For more information on
the USBR, you may visit our website at:

http: {{www.usbr.ggg
TIP: Add the web link to the Reclamation home page

(http://www.usbr.gov) to your browser’s favorites list.
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Apply for Online Job Vacancies

APPLY FOR ONLINE JOB VACANCIES

You have identified your hiring eligibility, followed the search instructions, found the perfect Reclamation
job, and are ready to apply for it. To maximize your time and make the process as efficient as possible, you
should have the following documents at hand to refer to when applying for an online job vacancy:

Supporting Applicant Eligibility
Document Current or Service in
former U.S. Citizen Peace

(refer to the vacancy | permanent Person Corps or CTAP
announcement for federal Non with a VISTA Or
required items) employee | Veteran Veteran | Disability | Programs | ICTAP TIP: Refer to
Resumé X X X X X X [Appendix B ffor
SE-50 . X X more information
College Transcripts* X X X X X X on hiring programs
DD-214 X and applicant
SF-15, VA Letter* X L
Vo-Rehab Letter X eligibility.
Peace Corps or
VISTA letter X
CTAP/ICTAP letter,
performance rating X

*If stated in the vacancy announcement as a required document.

As mentioned in the Introduction to this kit, the online application process requires submission of several
key items to ensure your application is complete.

S

applicant account in USAJOBS & HireMe

electronic resumé in USAJOBS

responses to job-specific candidate assessment questions

supporting documentation (as required in the vacancy announcement instructions)

The online application process involves 6 steps to establish and submit the key items required for a
complete application:

Al

Establishing or updating applicant account information in USAJOBS.
Establishing or updating a resumé in USAJOBS.

Accessing the desired vacancy announcement on USAJOBS.

Establishing or updating User Information account in Reclamation’s HireMe.
Responding to candidate assessment questions (via HireMe).

Providing copies of any supporting documents listed in the vacancy
announcement

Once created, the account information and resumé (steps #1, #2 and #4) need not be re-established.
However, it is good practice to always review the information to ensure it is current and update or revise any
data that has changed.

You are now ready to begin the online application process.



Apply for Online Job Vacancies

Key Item #1: Establish/update Applicant Account

Step 1. Create or update an applicant account in USAJOBS

e Access the USAJOBS website (http://www.usajobs.opm.gov). Instructions are found on page 2. The
USAJOBS home page will display (example below).

e Click on the MY USAJOBS block in the banner area.
..... I
@ http:,l',l'www.usajobs.opm.gwu

R ——

USAJOBS} USAJOBS is the official job site of the United States Federal Government.
Q“

"WORKING P FOR AMERICA" It's your one-stop source for Federal jobs and employrment information,

o B . »
4 . Go  Links

HOME | SEARCHIL 2§ | MYUSAJOBS | Funi'S |

SEARCH JOBS )
Explore the 20,607 Federal
jobs in the USAJ0BS
database.

CREATE A RESUME )

Create and store a
resume for applying to
Federal jobs.

Information Technology Exchange Program:
Private Industry and Federal agencies |earning from each other!

e Ifyou are establishing your account for the first time, click on the Create your account now! bar. If
your account is established, log in with your Username and Password.

US AJOBS USAJOBS is the official job site of the United States Federal Governmant.
— &

VORKINGD FOR AMERICA® [® ¥our one-stop source for Federal jobs and employment information,

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

Become a My USAJOBS member

Take control of today!

Qﬁte your account nu

With your USAJOBS membership, you can:

Username:

* Post your resume online
Let recruiters contact vou or keep your resume private,

* Apply to Federal government jobs
Find jobs you want and get your resume in the right

hands.

* Receive automated job alerts
Create Job Agents for updates on the latest listings.

TIP: If you have forgotten
your username or password,
click here and USAJOBS will
email you with instructions
within 24 hours.
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Reclamation’s HireMe OnLine Application Kit Apply for Online Job Vacancies

e Establish/update your account by providing the information requested in the form (sample below). Note
that the asterisked (*) items are required. Input the information carefully.

OBS " USAJOBS is the official job site of the United States Federal Government.
~

It's yaur ane-stop source for Federal jobz and employrnent infarmation.
FOR AMERICA” 4 E ! E

—USAJ

"WORKING

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

Create New Career Center Account

* Reguired Infarmation

*First Mame | |
Middle Mame | |
*Last Mame | |

*Home Address | |
Home address 2 | |

*City/Town |

*State/Province --- Sglect --- v

*Postal/ZIP Code

*Country us v|

*Email

What is your email
format preference? @ HTML O Text

*lsername | | Use between 4 and 20 characters

*Passwoard | Use between 4 and 20 characters
*Re-enter Password |

TIP: Keep your Username,
i | Password, Password Question
our Answer | .
To help remember and protect your password, supply a personal ""hint and Password Answer ma
Question and answering it below, . .
secure, but accessible location.

*Password Question !——— Select ---

*are you a U5, O ves
Citizen? O Na
If you are not a U.S, citizen, please provide country of citizenship:
Country of citizenship:| |

Do you claim veterans' preference?
*Yetarans' Prefarence (o

______________________________ - O 5-point preference based on active duty in the U.S. Armed Forces

NOTE: Not all nnhtary ] 1D—p0int preference for non-compensable disabilitytr or a purple hea.rt -
service provides federal O 10-point preference based aon a compensable service-connected disability of 10

percent but less than 30 percent
hmng preference, () 10-point preference based on spouse, widow, widower, ar mother preference

1 1
1 1
1 1
1 1
E Click on the Veterans’ : O 10-point preference based an a compensable service-connected disability of 30
1 i percent or more

1 1

1 1

1 1

1 1

Preference link for
specific details.

e C(Click the Submit button when finished.

Bureau of Reclamation ° Mid-Pacific Region ° Human Resources Office
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Key Iltem #2. Establish/Update Resumé in USAJOBS

Step 2. Create/update a resumé in USAJOBS

Once your personal account is established, you must create a resumé in USAJOBS.
You may use the USAJOBS Resumé Builder feature or you may copy/paste the
necessary information from an existing resumé. A sample resumé is provided in

this kit at

The Resumé Builder format will ensure that information necessary to the federal
hiring process is included in your resumé. Instead of creating multiple resumes in
different formats, you can build your resumé once and be ready for federal job opportunities.

The Resumé Builder offers a variety of user-friendly features to make creating and updating your resumé as
simple as possible, and it allows you to store up to five resumes.

The Resumé Builder is designed with easy-to-access tabs that allow you to readily construct the pertinent
parts of your resumg.

Experience] Related Infurmatiun] Finishing Up l=

Getting Started
PLEASE NOTE: Fields with an asterisk { 8 ) 2re required fields.  Click on the{i} after each title for more inform:

USAICRS' Resume Bulder allows you to create a uniform resume that provides all of the
infarmation required by government agencies, Instead of creating multiple resumes in
different formats, you can build your resume once and be ready for all job opportunities.

The Resumé Builder provides helpful tips and information web links to provide as much information as
possible about creating a federal resumé and identifying your hiring eligibility.

Resume Builder PLEASE NOTE: TIP: Creating a new
= = = ¢ : ' :
I. Getting Started Fields with an aﬁsr.emsk resume! Yondering Iwhat
2. Experlence (% } are required fields. Federal recrulters will see!
3. Related Informatian View a zample resume
4 Firisning Up For Help and more before creating your own.

information in each Take a look!
e section, click the & e
““y vour Resume found after each title. ¢ Click to see a
h\ as you build it! Sample Resume

The Resumé Builder also provides navigation buttons at the bottom of each page. The navigation

i PREVIOUS ) | SAVEFORLATERS)) | NEXT )

buttons enable you to easily save information and move to the various parts of your resumé.


https://my.usajobs.opm.gov/ResumeBuilderWizard.asp?ResumeID=88402056&builderid=215&page=0&flag=

Apply for Online Job Vacancies

e Click on the Getting Started tab to begin your resumé. You will be prompted for pertinent information
to determine how you would like to manage your resumé, how to contact you, and your federal hiring
eligibility. Complete all blocks with an asterisk (*), and click on the web links provided if you have
questions about the information requested.

‘Getting Started H Byperience ] Related Information ] Finishing Up }_

Os with an asterisk { % ) are required fields Click on the@ aftar each title for more inform:

USAI0RS' 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 resurme once and be ready for all job opportunities.

Confidentiality (&

Select confidential to hide your contact information, current employer name, and
references from recruiters performing resume searches. Learn more.

) Confidential & Non-Confidential

Candidate Information @

Mote: If your resume is confidential, thiz infarmation will not be vizible to recruiters performing
resurne Learn more,

AT T uEREET =] TIP: If you have more than one

: resumé, choose meaningful names
for the resumés (rather than
numbers), to make it easier to select
] the proper resumé when applying
www %% 1111  Edit Social Security| 10T Vacancies. Examples of resumé

* First Name
Middle Name
* Last Mame

* Social Security

does not constitute U.S. — = E—
# Are you a U.S. Citizen? @ ves O Mo

* Egm:e;ddress : names: Budget, Admin, Technical,
TR ; Mech Eng, General Eng,
T Env-Policy.
* State/Province [ Cafaot o = v
e | *Postal/ZIP Code | '
! NOTE: Youmustbea i *Country s ~]
gg.laii:lltzizg;gb?ply for : : E;;Z'Lhone = ; E NOTE: Npt all military serv.ice provides ' :
Possession of a work : o = |+ federal l}lrlng prftference. Click on the web link !
. . : . g Fhone @8 i for specific details.
i permitor studentvisa o O T oo
1

citizenship.
p * Do you claim veterans' preference? O Yes & No Does this apply ta me?

Federal Employee Information @

/ * fAre you or were you ever a permanent Federal civilian employee? OYes @ No
TIP: The default response to this question is NO. If you are or were a permanent
federal employee, click YES to be eligible for the full range of federal vacancies.
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The Experience Tab provides the standard format for your work experience, education,
honors/awards, and related training.

TIP: The Work Experience
information is one of the most
important parts of your resumé
as it enables you to market
yourself to a potential
employer. Devote sufficient
time to accurately complete the
form and to write concise
statements of your work history
that are relevant to the position
for which you are applying.

Getting Start

PLEASE NOTE: Field

T ——
l‘Expe:ienc& ‘

Gth an asterisk { ¥

e required fields

elated Information 1 Finishing Up }_

Click on the S_‘—j after each title for more Infor

Work Experience @

Mote: If your resume is confidential, the name of your current employer (indicated by an end
date of "present") will not be visible to recruiters performing resurme searches, Learn more.

*

*

TIP: Include paid/unpaid experience
that is relevant to the position you are
seeking. Provide enough detail to
enable a hiring official to understand
your duties and responsibilities.

Do not copy your position description
into the block. Avoid acronyms unless
they are initially defined/explained.
For example: “I worked on the TIS
(Technical Information Services)
database system. The TIS system
served 300 users.”

Employer Name
Employer City/Town
Employer StatefProvince
Employer Country
Formal Title

Start Date

End Date

Salary

Average Hours per week

May we contact your
supervisor?

Employer State/Province
Employer Country
Formal Title

Start Date

End Date

Salary

Average Hours per week

May we contact your
supervisor?

Is this a Federal Position?

TIP: If you have multiple Work
Experience forms in your resumeé,
they will be displayed as indicated
in the example to the right.

Work experience information may
be updated by clicking on a
specific employer name.

»
»

us

| April

Rrgsent,
$00,000

~|[2006 ¥|

|[usp ™|[Pervear

Oves @ Mo

b

ﬂpﬁi

| Present
|$00,000

Oves
Oves

* Duties, Accomplishments and Related

S

V_.IQD-D'G' v
w W

|[usD *][Pervear =

TIP: You may type your work
experience or copy/paste text
from an existing resumé. The
3000 character limit is about 50
lines of text.

Be sure to proofread the text.

(*rou have 3000 characters rernaining for your TSTTAPTGM. T

=" ADD WORK EKPERIENCE)\

NOTE: Ifyou wish to include additional work experience to the resumé, ® click the
ADD WORK EXPERIENCE button and a new Work Experience form will appear.
Continue to add Work Experience forms by clicking on the button. When finished with
your work experience, ® scroll down to the next section to continue your resumé.

: : Start End
Ermployer Name City, State Job Title Mo /1T WG i
_>USE._R Mid Pacific Sacramento, Hume!n _Resources 5/2002  Present
Eegion CA Specialist
USACE, South Pacific Sacramento, Human Resources ,
Division CA Specialist PAIHOE  fafennz W
LS Armd Lorps ot s ;
Us f’-\rm Corps of Sacramento Humqn _Resources 6/1984  5/2002 >,
Engineers CA Specialist



Apply for Online Job Vacancies

Under Education, only list degrees from schools that have been accredited by accrediting institutions
recognized by the U.S. Department of Education or that meet the Office of Personnel Management
requirements.

Applicants who wish to include foreign education to qualify for Reclamation positions must have their
transcripts matriculated to the United States’ equivalency before applying to Reclamation vacancies. Click
on the question mark (“?”) in the Education block (example below) to access a web link with more
information.

e
Education (9

* School or Program Mame

* City/Town

* State

* Country us ' v
:Degree_-_.LeveI- Cl-arif-i-ca.t.ions__ : :

* DegreefLevel Attained | - Select —- |

Completion Date [ | |
Major

Minor

GPA | of | | GPa Max.
Total Credits Earned [ |

Honors :Select “

NOTE: If you wish to include

Relevant Coursework, Licensures and Certifications

additional education information to
the resumé, @ click the ADD
EDUCATION button and a new
Education form will appear. You may
continue to add Education forms by

TIP: If you have multiple Education
forms in your resumé, they will be
displayed below the ADD EDUCATION
button. Education information may be

aracters remaining for your description...)

updated by clicking on the School 4 ADD EDUCATION ¢ i clicking on the button. When finished
name. . with your education information,
—oR | i ® scroll down to the next section to
1

[] 1 have no relevant education. continue your resume.

Job Related Training @

List the titles and completion date of training courses that are relevant to the
position you are seeking.

(You.ll%al.le 2000 characters rernaining for your déscription...]
(rnax. 2,000 characters)



Reclamation’s HireMe OnLine Application Kit Apply for Online Job Vacancies

The Related Information tab includes standard information blocks for you to use, as appropriate.

Getting Started 1 Experience (| Related Information }) Finishing up ]—___

The sections below are optional. Howewver, if y Dlete a section you must enter all required { 3}

Under this tab, you have the option to provide:

References (recommended by hiring officials)

Additional Language Skills (if pertinent to the job you are seeking)
Affiliations

Personal Publications

Other Information

Availability

Desired Locations

*P P oo oo

The Finishing Up tab is the last step in creating or updating your resumé.

Getting Started ] Experience ] Related Informati

PLEASE MOTE: Fields with an asterizk { * ) are required fields Click on ] T —— gach title for more inform.

Under this tab, you may:

#  use the Spell Check feature (highly recommended)
#®  activate your resumé to allow recruiters to find it during searches
#  save your resumeé

TIP: Resumé Strategies

v/ USAJOBS allows you to create, store and manage up to five resumes.

v' Create resumes that highlight different work experiences or competencies that
you possess. For example, secretaries with extensive administrative work
experience could create two resumes: one focused on the secretarial work
experience, the other focused on a broader range of administrative experience
(e.g., budget, property, logistics, studies, etc.) that could be used for
administrative-type vacancies.

v’ Refer to the Sample Resumé in this kit (Appendix D) for additional tips.

You have completed two of the four KEY ITEMS and are now ready to actually apply
for an online vacancy.

Bureau of Reclamation ° Mid-Pacific Region ° Human Resources Office
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Apply for Online Job Vacancies

Step 3. Accessing a vacancy announcement on USAJOBS

e Enter http://www.usajobs.opm.gov in the address bar. Use the USAJOBS search tools to locate an online
vacancy announcement.

e Click on the position title of the job for which you would like to apply. Be sure to read
WHO MAY APPLY for the position to ensure you meet the condition(s) based upon your federal
hiring eligibility.

USAJOBS USAJOBS is the official job site of the United 5tates Federal Government.

"WORKING P FOR AMERICA® It's your one-stop source for Federal jobs and ermplovrnent informmation,

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

Sawve this search and email me jobs!

Show Jobs Posted: Refine Search With Additional Keywords:

Job Search Results all Jobs v Bureau of Reclamation

Detailed View  Brief View

Jobs 76 to 100 of 108 =< Previous page Page; 123 [4]5 Mextpage >> Page 4of 5
Elnijng Job Summary a Agency Location Salary a
S/3/2006  HYDROLOGIC TECHNICIAN, GS-1316-4/5/6 (DEU-DY) Interior, UsS-OR-Klamath  25,338.00+
This vacancy announcement # USBR-MP-2006-164, is open  Bureau of Falls, OR
to all qualified U.S, Citizens, This pasition is being Reclamation

advertised concurrently with wvacancy announcernent #
USBR-MP-2006-163 (Merit Prormotion), ...[more]

Yacancy Ann.#: -apgg-mﬂ TIP: All qualified U.S. citizens may
Public

Who May apply: apply for “Public” announcements.

Pay Plan: 04,06 L. . .
Appointment Term: Permanent Federal hiring status is not required.
Job Status: Full-Tirne
Opening Date: 441742006
Salary: From 25,3358.00 to 41,080.00 USD per
year
S/3/2006  HYDROLOGIC TECHNICIAM, GS-1316-4/5/6 (MPP-DY) Interior, Us-OR-Klamath  25,338.00+
This pasition is being advertised concurrently under Bureau of Falls, OR
Delegated Examining Procedures, announcement # USBR- Reclamation

MP-2006-164 {open to all qualified U5, Citizens), Applicants
who are not current permanent .. [more]

TIP: Applicants with federal hiring
status and special appointment
eligibility may apply for “Status

Yacancy Ann.#: -
Who May Apply: =t
Pay Plan:

Appointment Term: Permanent A 2

Tl Staties i fidodet Candidates” announcements.
Opening Date: 441742006

Salary: From 25,3358.00 to 41,080.00 USD per

wear


http://www.usajobs.opm.gov/

Apply for Online Job Vacancies

e Read the announcement carefully to ensure that you are eligible to apply, are familiar with the position
duties and qualification requirements, and understand the application requirements.

Department: Department OFf The Interior

R, U.S. DEPARTMENT OF THE INTERIOR Agency: Bureau of Reclamation
sttt : Sub A : BUREAU OF RECLAMATION
gency:
‘...~ Bureau of Reclamation

Job Announcement Number:
USBR-MP-2006-163

I Overview I Duties { Qualifications and Evaluation ‘ Benefits and Other Information ! How to Apply -

+ Back to Search Results

HYDROLOGIC TECHNICIAN, G5-1316-4X5/6 (MPP-DV)

SALARY RANGE: 25,232.00 - 41,020.00 USD per year OPEMN PERIOD: Monday, April 17, 2006

SERIES & GRADE: Gs-1316-04/06 POSITIQN INFORMATIOMN: Full-time Permanant

2 vacancies - Klamath Falls, CR

WHO MAY BE CONSIDERED:
X Current Federal employees
con ¢

ng under a career or career

*Former Federal employees with reinstatement eligibility.

*WEOA Eligibles - Weterans who are preference eligibles or whao have TIP: Reclamation HireMe online

been separated from the armed forces under honarable conditions ts includ didat
after 3 or more years of continuous active service. announcements mcluae candidate

*Special Appointment authorities such as YRA, Handicapped, 30% assessment questions for you to answer
Disabled American Yeterans, former Peace Corps, YISTA volunteers, and that are a Key Item ofyour total
JOB SUMMARY: application package.

By working for the Bureau of Reclamation (BOR), you will become part
of the world-recognized center of technical excellence in water and

related resources, For more information on the BCR, you may visit To preview the questions before

our website at: applying:

hitp://www.usbr.goy e click on the Qualifications and
Evaluation tab;

This position is being advertised concurrently under Delegated e scroll to the bottom of the page; then

Examining Procedures, announcement # USBR-MP-2006-164 (open to 3 : : :
qualified L5, Citizens). Applicants whao are not current permanent ¢ Ch_Ck onTo preview queStlons’
Federal employees, former permanent Federal employees, or who are click here.

not eligible under special appointing authorities, should apply
under vacancy announcement #USBR-MP-2005-164.

Reading the questions before applying
This position is located with the Bureau of Reclamation, Mid-Pacific for the position will provide more

Region, Klamath Basin Area Office, Natural Resources Division in infe ti bout the iob d the t
Klamath Falls, Oregon. Klamath Falls has a population of 40,000 in mrormation abou € JOb an € type

the metropolitan area, is the hub of an inland area of timber, of experience the hiring official is
agriculture, and recreation resources, The weather is cool to hot seekin

in the summer and moderately cold in the winter, Housing is g
available for sale or rent. City and county school systems are

rated good to wery good.

KEY REQUIREMENTS:
ain a valid state driver's license.
o Wil be required to perform temporary duty travel {TODY) 10% of the time.
o Wil be requred to complete the DOI Motor Boat Certification Course,
e Pre-employment physical is required.

<« Back to Search Results

Overview | Duties | Qualifications and Evaluation | Benefits and other Inforrmation | How to Apply

&\ PRINT PREVIEW =
o APPLY ONLINE ) &\—) B< EMAIL A FRIEND )



Apply for Online Job Vacancies

Department: Department Of The Interior

gERE T U.S. DEPARTMENT OF THE INTEP.OR
{ ]
...~ Sureau of Reclaration

ISBR-MP-2006-163

Agency: Bureau of Reclamation
Sub Agency: BUREAU OF RECLAMATION

Jsio Announcement Number:

Overview Duti=s Qualifications and Evaluation l B uefits and Other Information I How to Apply

=+ Back to Search Posults

HYDROLOGIC TECHMIZTAN, GE-1371.6-4,/5/6 (MPP-DV)

QUALIFICATIONS REQUIRED:

For G5-04: Six months of general experience and siz months of
specialized experience OR 2 years abowve the high school level that
included at least 12 semester hours in subjects such as engineering,
industrial technology, construction drafting, surveying, physical
science, biology, or mathematics.

For G5-05: One vear of specialized experience equivalent to the G5-4
level in the Federal service OR a 4-year course of study abowve the
high school level leading to a bachelor's degree with {a) major

study in an appropriate field of science, engineering, construction,

or industrial technology, or (b) that included at least 24 semester
hours in any combination of courses such as those shown abowe for
the GS5-04 lewvel.

For G5-06: One vear of specialized experience equivalent to the GS5-
05 level in the Federal service

General Experience: General experience is defined as (1) Any type
of work that demonstrates the applicant's ability to perform the
work of the position, or (2) experience that provided a familiarity
with the subject matter or process of the broad subject area of the
occupation.

Specialized Experience: Specialized experience is defined as
experience that equipped the applicant with the particular
knowledge, skills and abilities (KS5As) to perform successfully the
duties of the position, and that is typically in or related to the
work of the position to be filled. Examples of specialized
experience include collecting, selecting, computing and processing
water quality data; using software applications to compute and
manage water quality data, charts, presentation graphics and
reports; using and deploying water quality instrumentation {turbid
meters, multi-probes, data loggers and temperature loggers); or
performing related duties supporting professional work in water
quality. These examples are not all inclusive.

HOW YOU WILL BE E¥YALUATED:

BASIS OF RATING:

Your answers to questions will be verified against information

provided in your online resume. Be sure that wour resume clearly
supports your responses to all the questions by addressing
experience, education and/or training relevant to this position. If

you exaggerate or falsify your experience and/or education, you

may be removed from employment consideration. You must make a fair
and accurate assessment of your qualifications.

To preview guestions please click here,

+ Back to Search Results

Overview | Duties | Qualifications and Evaluation | Benefits and o

TIP: Read the Qualifications and
Evaluation information before applying for
the position to ensure you meet the
requirements.

Qualifications vary by position, based upon
occupation and grade level, and may require:
¢ general or specialized experience;
¢ specific education, college courses,

or degree(s);
¢ specific training (e.g., apprenticeships);
¢ or combinations of the above.

If education is required to qualify for the
position, be prepared to submit evidence of the
education (e.g., copies of college transcripts).

For more information on federal job
qualifications, access the following websites.
» White Collar (GS) Positions:
http://www.opm.gov./qualifications

» Blue Collar (WG/BB) Positions:
http://www.opm.gov./qualifications/x-
118c/index.htm

S Pr— &5 PRINT PREVIEW )

TIP: Scroll to the bottom of the page ®
click on the click here link to preview the
candidate assessment questions associated
with the vacancy announcement. You

will be transferred via a secure line to the
Reclamation HireMe system to preview

the questions. The questions may be

printed or emailed.

-4 EMAIL A FRIEND )



http://www.opm.gov./qualifications
http://www.opm.gov./qualifications/x-118c/index.htm

Reclamation’s HireMe OnLine Application Kit Apply for Online Job Vacancies

e From the USAJOBS website, you will be transferred to the Reclamation HireMe website to preview the
candidate assessment questions. You may print the questions or copy/paste them to another document.

® To return to the USAJOBS announcement and continue with the online application process, click the
“X” on your browser.

<A QuickHire - Bureau of Reclamation’s Online Applicant System - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@Back = _) \ﬂ @ _;j /_] Search ‘»E::l/ Favorikes 6‘} :;J"v .:_; = _i :‘3

Address |@ https:/fiobs1 . quickhire. comfscripts/bor, exefrundirect 7 aorg=28ajob=10852infosubmit=Yigw¥: 20V acancy % 20Quest V| Go Links ™ ’@ T

This is a PREVIEW ONLY! To apply for the vacancy you
will answer the questions online.

Job Specific Questions

Grade: 06

*1. GS-6 - Choose one answer that best desciibes your experience, education 01 combination
of education and experience as related to the basic qualification requirements for this position.
1. T have at least one year of specialized experience that has equipped me with the particular
kenowledge, skills and abilities to successfully perform the duties of this position. Thiz expenence 1s
related to the work of the position and equivalent to at least the G5-05 level in the Federal service as

described i the vacancy anncuncement. v
2. T have & months (1/2 year) of graduate level education directly related to the waorl of this position ]
as defined in the vacancy anmouncement. =
3. I have a combination of graduate level education and specialized expenience as described above
that together meet the qualification requirements for this position.
4 T do not meet any of the requirements described above.
* 2. Select the answers that best describe the software vou are proficient with and have used
on a regular basis for at least one vear
Check all that apply
1. WS Word
2. MZ Excel
3 WS Access
4. M3 PowerPoint
5. WordPerfect
& Mone of the above
* 3. Select the answers that best describe the programming languages you are proficient with
and have used on a regular basis for at least one year
Check all that apply
1. HTML
2. Fortran b
3 Visual Basic
4. COBOL §
3. Mone of the above
Bureau of Reclamation ° Mid-Pacific Region ° Human Resources Office
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Apply for Online Job Vacancies

Upon returning to the USAJOBS announcement, note that the bottom of each page in the announcement
includes the position information tabs, action buttons, and contact information (mailing address, phone
numbers and email address). You are strongly encouraged to carefully read the HOW TO APPLY tab
before applying to ensure you are familiar with all of the application requirements, supporting documents
and deadlines.

® When you are ready to apply online, scroll down to the bottom of any of the pages in the announcement
and click on the APPLY ONLINE button.

‘ Overview N\ Duties | Qualifications and Evaluation | Benefits and other Information | How to &pply

"B PRINT PREVIEW )
«f APPLY ONLINE ) g\—) B EMAIL A FRIEND

@ﬂ Send Mail @ Questions?

Send Mail to: For questions about this job:
BUREALl OF RECLAMATION Hurman Resources Office
2200 Cottage Way Phone: 916-978-5471
Sacramento, Ca 95825-1898 Fax: 916-978-5563

Fax: 916-978-5563 Internet: jobs@mp.usbr.gowv

From the vacancy announcement, USAJOBS will automatically transfer you to the MY USAJOBS web

page so that you may access your applicant account. You will be able to select and electronically attach a
resumé to your online application.

e Access your account by clicking on one of the highlighted areas or log in with your Username and
Password. If you have not yet established your account, now is the time to do so. If you have problems
with your Username and/or Password, click on the link provided and USAJOBS will contact you via
email within 24 hours.

OBS U5AJOBS is the official job site of the United States Federal Government.
S

FOR AMERICA" It's your one-stop source for Federal jobs and employrnent information,

~USAJ

"WORKING

PPRGE | CRIVACY POLICY | WELP | SHEMAP

HOME | SEARCH JOBSY\| MY USAJOBS FORMS |

Become a My USAJOBS member
Take control y oday! Username:
wvuur accuuiy‘ _

With your USAJOBS membership, you can:

q Log Me In!
#* Post your resume online

Let recruiters contact you or keep your resume private,

* Apply to Federal government jobs
Find jobs you want and get your resume in the right
hands.




Reclamation’s HireMe OnLine Application Kit

Apply for Online Job Vacancies

In your applicant account, USAJOBS will display brief information from the vacancy announcement to

which you are applying.

USAJOBS USAJOBS is the official job site of the United States Federal Government. G
— &
FOR AMERICA"

It'z your one-stop source for Federal jobs and ermployrent inforrmation.
"WORKING £ 5 ! b

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

Apply Online to the following job:

Job Title: HYDROLOGIC TECHMICIAM, GS-1316-4/5/6 (MPP-DV)
Agency: Bureau of Reclamation, Department Of The Interior

105 Loation: Kiamath Fals, OR. Grogan e Click on the resumé you wish to send with your

Resume - Select one of your stored resumes to send:

= —— highlighted.

Il. Human Resources Sieciahst |
| |

online application. The resumé title will be

14//. Click on the Send updated resumé bar to
| PR AT R electronically attach the resumé to your online

application.

USAJOBS will display the following (or similar) message:
o Us AJOBS USAJDES is the official job site of the United States Federal Government. &

P ORKINGIFOR AMERICA: [£F your anerstan source for Fadaral jobs and ampleyment infarmation.

We are now bringing you to the system used by the

Bureau of Reclamation

to complete the application process.
You'll be returned to USAJOBS upon completion.

(Your browser should automatically take you there in |5 seconds.)

Welcome

You have arrived here from Recruitment One Stop to continue your apphication.

BUREAU OF RECLAMATION

USBR-MP-2006-163 HYDROLOGIC TECHNICIAN, GS-1316-4/5/6 (MPP-DV)
Based upon our information, you have visited our site in the past. What would you ke to do?

® Update my information that iz on file

: NOTE: USAJOBS will

i electronically transfer you via a

: secure website to the Reclamation
i HireMe system to continue your

. online application.

Once transferred to the Reclamation
HireMe website (note the change in
web address), you may update your
account information or proceed

directly to the assessment questions.

If you have never applied for a

Reclamation online vacancy or if

you wish to update your applicant

information,

e click the Update my
information button, then

(O Talee me to the Assessment
e click the Continue button.
Bureau of Reclamation ° Mid-Pacific Region Human Resources Office
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Step 4. Establishing/updating a User Information Account in HireMe

The HireMe User Information account is part of key item #1 and is required for a complete online
application. If you have previously created a User Information account, it need not be created again.

However, you are encouraged to review the information for changes, particularly with respect to your contact
information (e.g., address, telephone number, email address). If you have not yet created a User Information

account in HireMe, now is the time to do so.

T

ater in the West

Iileipieraigs

User Information

Flease naterTour 351 and birthdate are used only by the Human Resources staff to utdauely identify wou, This
information 13 only avatlable to those directly mvelved in the hiring process

* Date of Birth

* First Mame
I
*Last Mame | B |
-Month- v -Day- | [~rear ¥
*BEN
* Address]
Address2
Address3

* City

{(Format 30-XXKN)

State | N |
* Zip Code 1
Plus4 | |
Country US v
*Phone | i

| Enter only ONE Internet E-Muil Address (example:

X* E a]l |- - —
m John doel@company.com).

* Citizenship

®Iamalls Citizen. OIam NOT a TS Citizen.

* Mihtary Service and Veteran Preference

1
2
3

@ Mot a veteran.
© 30 percent or more compensably disabled veteran.
© 10-point comapensable veteran. You must have an existing compensable service-connected disability of
10 percent o mote
© Other 10-point veteran. ¥ou must be one of the following
a & disabled veteran or a veteran who was awarded the Purple Heart for wound ot injuries received
in actien
b, A weteran's widow or widower who has not remarried.
The wafe or husband of a veteran whe has a service-comnected disability which disqualified the
veteran for civil service appointments.
4. The wadowed, diverced or separated mother of an ex-serwice son or daughter whe died in action,
or whe iz totally and permanently disabled.
O S-point veteran. You must have been discharged under honorable conditions and had one of the
following (Please note: if you retired from military setice at or above the rank of major of ts equivalent,
see #6 below.)
a  Active duty in the Armed Forces of the TTnited States, in a war, or during the period 4/28/52-
Tia5
b, Active duty for more than 180 consecutive days other than for training, any part of which occurred
during the period beginting 21755 and 10/114776
c. Active duty duting the Gulf War sometime between 8/2/1930 - 1/2/13%2
d. Active duty in a campaign or expedition for which a campaign badge has been authorized
) Had active duty or reserve service which does not meet any of the abowe. (Military refirees at the rank
of major, ieutenant commander, or higher are not eligible for preference in appeintment unless they are
disabled veterans. [This exclusion does not apply to Reservists who will not begin drawing military retired
pay unil age 60.])

If you answered 23,45 or B above stating that you are a veteran, you must supply service dates below:

Start of Service: | -Manth-

End of Servica:

~ || -Day- | “Year- v

:—Manth— v|| Day- @ |-rear v

NOTE: Some of the information
requested for your HireMe User
Information account is the same as
that required for your USAJOBS
Applicant Account.

Important: Your name, social
security number and email address
must be the same in the HireMe
and USAJOBS systems. If you
change account information in one
system, you must make the same
change in the other system.

NOTE: FOR VETERANS
Military service does not
automatically confer federal
hiring preference.

® Provide the start/end of your
military service dates in the
blocks provided on the User
Information online form.

® Be prepared to provide a copy
of your DD214 that states the
nature and dates of the service,
type of discharge, and preference
information (e.g., expeditionary
medals, campaign badges).




User Information Account-continued
Notification Preferences

1. @ Iwould MOT like to be notified by email about new job postings.

2 © Iwould like to be notified by email about ALL new job postings.

3 O Iwould like to be notified by email about new job postings that meet my specified email notification criteria.
(Email notification criteria will be selected on the nesxt page.)

[] Go to the Email Matification Selection Criteria Review page. Mote: this checkbox should only be checked if you have previously
specified your Email Motification Selection Criteria.

If you mdicated you want to be notified about job openings, you will be notified from now on about any new jobs
that open up or existing jobs that arve updated, however you will need to scan the web site now to see what jobs a
cwrently available. Being notified 1s dependent on having entered a valid e-mail address. Please be sure vour e-
mail address 1s correct.

Impartant instructions!

When you have filled out the above information and are ready to continue:

"Single click™ on the NEXT button, be patieni and wait the several seconds until the nexi screen of questions appears
on Your browser.

Fyou "double click™ ar "click on the NEXT button™ again while ihe hourglass is heing digplayed before ithe nexi
SCPEER COMES Up, You May gt a message indicating that duplicate SSN are not allowed. [f this happens, you can login
with the E-Mail ID and password that you have just entered, or select the "Forgot your passward" option. Login and
select the "Bdit personal information” aption to complete your applicant prafile.

When the screen of eligibility questions does display, it must be complated and saved before you are allowed to apply
Jor any jobs within Bureau of Reclamation's Online Applicant Site. (Demographic Data is aptional)

I'Next—> H) ResetFarm ]

Apply for Online Job Vacancies

TIP: The Reclamation HireMe
system enables you the option of
being notified via email of
vacancies that are of interest to you.

If you would like to be notified of
Reclamation vacancies, click on
one of the notification choices and
follow the instructions.

click on the "INext" button to save your changes e Click the Next button to continue
T ———— completing the User Information Account.

\ll Questions require a response to be considered for any position. e Provide a response to all questions with a
* red asterisk (*).

Questions with an  are required to proceed to the next page.

*
1. Are you a vet who was separated from the armed forces under honorable

conditions after completing an initial continuous tour of duty of 3 years (may have

Beeneleased jusbsborbal Sycarslh TIP: The initial list of questions enables
P the HireMe system to identify your hiring
) Yes o eg eqe . . .
2 @ eligibility, basic qualifications, and any
special factors that may be relevant to
Note: I yes, or if you clai 's preft ill need to sub f your DD-214, 1 1
(Cecrﬁ'lcatyeesf Igrel‘egg: ocrag\’;:ﬁ;i;nffusﬂm::f:;E]EthL: zf: a?:eer ptrua;’uofrz;:g?bmSypﬁolx'(?;r\mewiew and your emp loyment Wlth ReCIamatlon'

selection for a position. Additionally, persons claiming 10 paint preference will need to submit SF-15.)

*
2. Are you a current Federal employee?

2 O Mo

*
3. Are you a current Federal employee serving under either a Veterans
Readjustment Authority or Veterans Recruitment Authority (VRA) appointment?

Some questions include active web links
to helpful information. If you require

1 ® Yes additional assistance, contact the Human
Resources Office associated with the
vacancy to which you are applying.

1. O Yes
2. @ No

(Mote: If you are unsure, refer to your most recent Motification of Personnel Action (SF-50) or ask your
senicing personnel specialist.)




Apply for Online Job Vacancies

User Information Account - Eligibility Questions--continued

*
4. If you are a current Federal employee, by what agency and organization are you
employed?

1. (& Department of the Interior, U.S. Bureau of Reclamation

2. O Other
3. O Not applicable

5.1If you selected "Other"”, please enter the agency and organization.

‘Maximum length 50 Characters

6. If you are a current Federal employee, what is your duty station? [City,State]
(Enter NIA if not Applicable)

Maximurn length 250 Characters

*
7.If you are a Federal employee, under what type of appointment are you
currently serving?

e Continue responding to the eligibility
questions. Be sure to complete all
questions with a red asterisk (*).

o
® Permanent-Career, competitive serice h
O Career-conditional, competitive service
() Excepted Service
O Ternporary (Time-Limited Appointment - not to exceed 1 year or less)
O Term (Time-Limited Appointrent - more than one year, not mare than 4 years)
) Student Career Experience Program (SCEF)
© Student Temporary Employment Program (STEF)
O Not applicable

R T

(Wate: If you are unsure, refer to your most recent MNotification of Personnel Action (SF-50) or
ask your semvicing Persannel Specialist.)

8. Are you a student appointee under the Student Career Experience Program who
has completed all requirements for graduation and conversion under the SCEP
appointing authority and is in the 120 day period for conversion to term, career or
career-conditional appointment?

1. O Yes
2. @MNo
3. O Mot Applicable

9. If you are NOT currently serving in the competitive service as a permanent
career or career conditional Federal employee, are you eligible for reinstatement
based on career or career-conditional Federal status in the competitive service?

1. Q Yes
2. O MNo
3. @ Mot Applicable

(Mote: You will be asked to submit a copy of a SF-50 prior to selection as proof
of your reinstatement eligibility.)

10. If you are, or ever were, a Federal civilian employee, please indicate pay plan of
the highest graded position you held:

@GS

O wo

O Other

© Mot applicable

T

11. If you selected "Other", please enter the Pay Plan.

“Maximurm length 2 Characters

TIP: To determine the type of federal
appointment under which you are serving,
check your most recent SF-50 (Notification
of Personnel Action).

Select Block 24 and Block 34 contain:
3
#1 1 1
#2 2 1
#3 1or2 2
#4 > IF  0Qor3 lor2
#5 3 1or2
#6 3 2
#71 0 2

#3 ) You have never held a federal job

Federal Agency Interchange Agreements.

If you are a current Federal employee serving
under an excepted appointment (#3) that is
covered by a Federal Agency Interchange
Agreement, refer to the NOTE box for
Special Appointing Authorities on page 26.
Further instructions are provided therein.
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User Information Account - Eligibility Questions--continued

12. If you are, or ever were, a Federal civilian employee, please indicate the highest T T T T T T T T T T T T T T T T Ty -

grade level you held (Enter NA if Not Applicable): ! NOTE: Indicate the highest grade you 1
o 1
i have held, not the step. i
1 . . i
; Example. if the highest salary you :
i received as a federal employee was at i
13. If you are, or ever were, a Federal civilian employee, please indicate the dates of ! 1
the highest graded position you held (MM-YYYY to MM-YYYY or Present, or NA if Not ! the GS_ 1 1 Step 08 rate, enter the grade i
1 1
1 1
1 1
1 1
1 1

<&
<

*Maxirmum length 2 Characters

jii

Applicable): of “11” in the box. If the highest salary
you received was in an ungraded
position, enter “00” in the box.

*Maxirurm length 100 Characters

03-1986 to 'Presant

(Mote: Time-In-Grade restrictions apply in relation to advancement to General Schedule positions
of employees in the competitive service.)

14. If you are, or were, a Federal employee who held a permanent position in the
competitive service, what is the highest full performance level of that position?
(Enter NA if Not Applicable) >

<

! NOTE: Indicate the highest full :
+ performance level permanent position !
. you have held in the federal service. i
i Do not include temporary promotions.  :

“Maximum length 2 Characters

11|

15. May we contact your current supervisor for a reference?

Example: if you have held a permanent
GS-7 position that had a target grade of
GS-11, indicate “11” in the box.

1. O Yes
2. QMo
3. @ Please contact me first

16. Does the U.S. Bureau of Reclamation employ any member of your family?

1. O Yes
2. @MNo

17. If yes to Question 18, please provide the name, relationship, organization in
which employed, and location if known.

*Maximurm length 100 Characters

*
18. If you are a male at least 18 years of age, born after December 31, 1959, have
you registered with the Selective Service System?

1. O Yes
2. O Mo
3. & Mot Applicable

(Mote: You will be asked to provide a copy of the exemption prior to interview and selection.)

*
19. If you are a male at least 18 years of age, born after December 31, 1959 AND

you have NOT registered with the Selective Service System, do you have an
approved exemption?

1. O Yes
2 OMNo
3. & Mot Applicable

(Mote: You will be asked to provide a copy of the exemption prior
to interview and selection.)



User Information - Eligibility Questions—continued

20. Are you a retiree receiving a Federal annuity?

1. O Yes
2. @ No

(Mote: If you are an annuitant, your salary or annuity may be reduced upon
employmeant.)

*
21. Have you accepted a buyout from a Federal agency within the past 5 years?

1. © Yes
2. @ Mo
3. O Mot Applicable

(you may be required to pay back part or all of the buyout if you accept a position)

%*

22. Do you have a physical or mental impairment that limits one or more major life
activities AND has been certified by the State Department of Vocational Services
rendering you eligible for the Federal Employment Program for Persons with
Disabilities?

1. O Yes
2. ®No

3. O Not Applicable

[Mote: You will be asked to provide & copy of the above certificate.)

*
23. Are you eligible for noncompetitive appointment under a Special Appointing

Apply for Online Job Vacancies

T TN A

ity?
Authaority? <
1. O Yes
2. @ No

(Mote: For more information on Special Appointing Authorities, see the 0P website.)

24. fyou are eligible for noncompetitive appointment under a Special Appointing
Authority, what authority are you applying under?

*Maxirmum length 50 Characters

%*
25. Displaced employee information:
a

-
1. C 1am an employee of the Department of the Interior who has been declared surplus or displaced AND | am requesting
special selection priority under the Department of the Interior's Career Transition Assistance Plan (CTAP)?
2. O lam a displaced emplayee from anather Federal agency and eligible for selection preference based on the Interagency
Career Transition Assistance Plan (JCTAP)?
3. @ lam not a displaced employee from a Federal Agency

(Mote: If you are eligible for one of these plans, you will be asked to supply a copy of RIF separation
notice, proposed rernoval for declining a directed reassignment outside of the local comrmuting area, aor
other official notification granting eligibility prior to interdew and selection.)

[ Continue “ Feset Form

USBR Home - Howto Apply - HireMe - Contact Us

® (lick the Continue button to continue with your
User Information account.

NOTE: Special Appointing Authorities.

e Refer to| Appendix B|for information on
Special Hiring Programs.

® Federal employees serving under an
excepted appointment covered by a Federal
Agency Interchange Agreement should
click Yes and enter Interchange
Agreement in the text box. For more
information on Agency Interchange
Agreements, access:

http://www.opm.gov/employ/html/sroa2.asp#Int
erchangeAgreementsWithOtherMeritSystems

NOTE: CTAP/ICTAP eligibility typically
continues for one year following separation
from federal service. Refer to
Common Hiring Programs, for more

information on CTAP/ICTAP requirements.

Select #3 if you are not a displaced federal
employee OR if you were displaced and
have not returned to federal service in over


http://www.opm.gov/employ/html/sroa2.asp

Reclamation’s HireMe OnLine Application Kit Apply for Online Job Vacancies

The Demographic Information page appears next and is used to collect information for statistical reporting
purposes only. The demographic information is not used to determine your hiring eligibility or
qualifications.

Ileieraids

Demographic Information

This information is needed to determine if our recruitment efforts are reaching all segments of the country, as required by Federal law. This is
wital information not available from any other source. We can only get it directly from you. Your voluntary responses ate treated in a highly
confidential manner. They ate not released to the panel rating the applications, to the selecting official, to anyone else who can affect your
applicatior, of to the public. This form will be destroyed after the position is filled. The only information associated with your name in our
computer system is whether you have returned the completed form, so that we may follow up if no response has been received. Your
responses are stored as a talty for the group of all applicants for this vacancy in a manner that cannot be associated with any individual
application. Mo information taken from this form is ever placed in a Personnel file or Personnel database. Thank you for helping us provide
hetter service.

e Click the Next button at the bottom of the page to complete your User Information account.
PRIVACY ACT STATEMENT

GENERAL:

This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), for individuals completing Federal records and forms that
solicit personal information.

AUTHORITY:
Section 1302, 3301, 3304, and 7201 of Title 5 of the U.S. Code.

Reset Form

The HireMe system will alert you to any problems in processing your User Information account. An
example of an error message is below.

ERRORS were encountered processing your request. TIP: A common error is

You did not provide an answer for question 5. All "must answer" missing a mandatory question
questions are required to be answered in order to process this application. (e.g., marked with *).
Questions

The indicated error(s) must be
corrected before the system will
Questions with an ® requre a response to be considered for this position. aHOW you tO Contlnue Wlth the

% . . .
5. If you selected Schedule A, B, C, or “Other” please describe the specific special hiring Onhne apphcatlon process'
authority for which you are claiming eligibility. You must provide proof of eligibility with your
application as instructed in the vacancy announcerment.

If you cannot resolve the error,
contact the Human Resources
= Office for assistance.

*hlaximum length 8000 Characters

Check Answer Length

Tnportant! All the mformation you provide may be verfied by a review of the work experience and/or education as
shown on yowr application formns, by checking references and through other means, such as the interview process.

Any exaggeration of your experience, false statements, or attempts to conceal information may be grounds for not
hiring you, or for firmg you after you begm work.

Bureau of Reclamation ° Mid-Pacific Region ° Human Resources Office
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Apply for Online Job Vacancies

You have successfully completed your User Information account once you have entered all the mandatory
information. HireMe will display the following (or similar) message and indicate your federal hiring
eligibility.

Your registration information has been saved!
Bureau of Reclamation's Online Applicant Site ID 1 as been updated!
Based upon the information provided you arve eligible for the announcement types listed below

Public Non-Status

Open to all gqualified candidates, including Federal employees

TIP: Your personal applicant ID
number will be indicated here. Keep
this number with your UserID and
password. Your ID number may also
be used to access your HireMe
account.

Positions

Public Status Positions | Unless otherwise stated on the vacancy ammouncement, Open to current or former Federal
employees with Federal competitive employment status obtained through a current or
former permanent competitive service appointment with the Federal government or to
individuals with eligibility for noncompetitive special appomting authority or to Veterans
eligible under the Veterans Employment Opportunity Act of 1998,

Internal Positions | Cpento Intemal emplovess serving on permanent competiive service appointments or to
Internal employees serving under certain noncompetitive special appointing authorities.

Click next to start the application process

(Mo ) [ JoesotForn |

USER Home - Howto Apply - HireMe - Contact Us

Grade and Location Selection

This position is offered at multiple grade levels. To better determine your eligibility vou can opt in for the grades for which you
would like to compete. You will be considered separately for each grade you select. Select from the list below.

Please indicate the grades for which you wish to be considered.

Checl all that apply
1. [OGrade 04
2. [OGrade 05
3. [DGrade 06
Check all that apply
i Grade 04

2. [Grade 05
3. [Grade 06

To better match applicants with location preferences, indicate location preferences below.

Al
Please indicate the locations for which you wish to be considered.

Check all that apply

1. [Elamath Falls, OF.

Click the Next button and the
HireMe system will automatically
link you to the announcement’s
specific candidate assessment
questions to enable you to respond
online.

TIP: The next set of questions allows
you to select grade(s) and location(s)
associated with the announcement.

Be sure to respond to all questions with
a red asterisk (*).

USBR Home - Howto Apply - Hirelle - ContactUs
Bureau of Reclamation ° Mid-Pacific Region ° Human Resources Office
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Key Item #3: Responses to Candidate Assessment Questions

Step 5. Responding to job-specific candidate assessment questions

Grade 04 Questions

(uestions with an ~ require a resp to be

dered for this y

*

1. GS-4 - Choose one answer that best desciibes your experience, education or combination

of education and experience as related to the basic qualification requirements for this position.

1. O Thave at least & months of general expetience which demonstrates my ability to perform the work of this position
AND 6 months of specialized experience which has ecuupped me with the particular knowledge, skills and abilities to
perform the dufies of this position.

2. O Lhave successfully completed 2 years of education above the high school lewel that mcluded at least 12 semester
hours in any combination of courses in engineering, ndustnal technology, construction, drafting, surveving, physical
science, biology or mathematics

3. O Thave a combination of post-high school education and general ezperience, as described above, that together
meet the qualific ation recuirements for this position

4. © Idonot meet any of the requirements described above

2. [0 Iam proficient in Microsoft Excel in hydrologic computation skills, statistics, and graphics for presentation of
hydrologic data.

[ I have performed computer data entry, editing and retrieval tasks in the processing of scientific data.

[ I have responded to scientific data information requests

[ I have verified the accuracy of scientific data entries and retrievals

[ I have managed the office program for archiving hydrologic data documents

[ I have reviewed hydrologic mformation on web site for accuracy and availability,

[ I have provided comments and helped in the design of hydrologic data pages on the web.

Ione of the above

Wwooa -l onon I

TImportant! All the information yon provide may be verified by a review of the work experience and/'or education as
shown on your application forms, by checking references and through other means, snch as the mterview process.

Any exaggeration of your experience, false statements, or attempts to conceal mformation may be grounds for not
hiring you, or for firing you after you begm work.

] [ Feset Form

USER Home - Howto Apply - Hirebde - ContactUs

[ Cantinue with Grade 04

TIP: The next set of questions is designed to
assess candidate competencies and level of
experience for the position.

Instead of the traditional process of requiring
applicants to provide written responses to
knowledge, skills and abilities (KSAs)
statements, the HireMe online announcements
include job-specific questions that enable
candidates to select answer choices based
upon their personal skill and/or experience
level.

Numerical values have been assigned to the
answer choices of the assessment questions.
The HireMe system automatically totals the
values of the candidates’ answer choices and
assigns a numerical score.

Important. Responses to the candidate
assessment questions are verified with
information contained in candidate resumés.

The HireMe system reminds you to answer the assessment questions honestly as the responses will be

verified by the Human Resources Office through the review of the work experience, education and other
information contained in your online resumé and any supporting documentation required by the vacancy
announcement.

position.

The best strategy is to be as truthful as possible in the assessment of
your knowledge, experience, abilities and/or skills in relation to the
position for which you are applying.

Do not underestimate or exaggerate your competencies for the

Bureau of Reclamation ° Mid-Pacific Region
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e Be sure to read the statements about verification of your online application materials (example in box
below).

e If you would like a copy of your application, click the box indicated (M I would like a copy of my
application emailed to me) and the application will be sent directly to your email address.

Important! All the mformation vou provide may be verified by a review of the work expertence and'or education as
shown on your application forms, by checking references and through other means, such as the mterview process.

Any exaggeration of your experience, false statements, or attempts to conceal mformation may be grounds for not
liring you, or for firing you after you begm work.

[T would like a copy of my application emailed to me. @ é
0
—)

[ Finished‘ ‘ ’ DaEvE ] ’ FesetForm

USBE Home - Howto Apply - Hirelle - Contact Us

\

e Click the Finished button and the HireMe system will automatically advance to the next step in the
online application process.

TIP: HireMe announcements close at 11:59pm Eastern Time
(8:59 pm Pacific Time) on the scheduled closing date.

Candidates may update their USAJOBS and HireMe accounts,
and answer choices until the announcement closes.

3

One last step in the process ...
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Key Item #4: Supporting Documentation
Step 6. Providing supporting documentation listed in the announcement

When you have completed the candidate assessment questions and clicked the Finished button, the HireMe

system will remind you to provide any supporting documentation as indicated in the vacancy announcement.

e Read the vacancy announcement to determine which supporting documentation (if any) is required based
upon your applicant eligibility. If you are uncertain as to whether a listed document applies to you,
contact the Human Resources Office for clarification.

e Read the vacancy announcement’s How to Apply instructions for submission of supporting
documentation (e.g., mail, fax, email, HireMe Auto-Requested Fax feature).

e Provide the documentation by the deadline stated in the announcement (usually the closing date).

SCLANATT

lGw

TIP: The HireMe Auto-Requested Fax

ilegieial, . .

P— feature automatically generates a list of
Generate Auto-Requested Fax Cover Sheets supporting documents as required for the
Yowr application has been received for the announcements histed below. If it pertams to you, you must provide the application pI'OCCSS (Samp le prOVided at left).

requested documentation. Please print out a fax cover sheet for each of the requested documents and fax the
cover sheet and docwumnent to the fax nunber indicated on the fax coversheet.

The feature allows you to print a specific

For eachrequested docwment, please prmt a fax cover sheet by selecting the checkbox i the " Select Cover

Sl\eet"‘cnllltum\ mflltrlirk on the "Print Cover Sheet”” button. In erder to print the cover sheet, you must be cover sheet for each required document and
connected to a prmter. . . .
e fax the items to an imaging center where they
ANNOUNTEMENT - jop riris RpoUsTEp DOCUMENTTYPE  COVER  STATUS are electronically linked to your User
SHEET .
o - Hot Information account.
Received
2F-15 and appropriate -
Supporting L] REI:Ei;Ed
documentation T e e s mm s s st s s = s ke s ket ke ke ko ks s A
Neo . .
ARSI | et A O Recsed NOTE: Ifusing the Auto-Requested Fax
USBR-MP-2006-163 TECHNICIAN, G3-1316- 471772006 HNot .
41516 (MPP-DV) Soqehn || Solee T U Received feature:
CTP Docmmtation 0 o N0 ® Fax each cover sheet and document(s)
S Mot separately to enable proper sorting in your
Recewed
Special Hiring Authority O Mot account~

Letters Received

¢ Fax your items to the imaging center at least
12 hours before the closing
date of the announcement.

*A cover sheet cannot be printed for any document that has been "Locked”.

Print Cover Sheet

USBR Home - Howto Apply - Hireble - Contact Us

e Click the Done button to advance to the next screen. The HireMe system provides you the option of
printing your application documents, including your User Information account, your resumé, and your
responses to the candidate assessment questions.

Is your online application finished?
Your online application is considered complete if the key items are submitted by the announcement
deadline.

v applicant account in USAJOBS & HireMe

v" a resumé in USAJOBS

v responses to job-specific candidate assessment questions (via HireMe)

v supporting documentation (as indicated in the vacancy announcement instructions)
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Upon completion of the HireMe application process, the system automatically transfers you back to the
USAJOBS website and provides an update on the status of your application (examples of the web pages
below). You will also receive an email from USAJOBS regarding the submission of your application.

USAJOBS is the official job site of the United States Federal Government.

It's your one-stop source for Federal jobs and employrment information,

— USAJOBS

"WORKING W FOR AMERICA"

We are now bringing you back to the

USAJOBS

site to complete your application.

(Your browser should automatically take you there in 15 seconds.)

USAJOBS is the official job site of the United States Federal Government.

—USAJOBS

“WORKING P FOR AMERICA" It's your one-stop source for Federal jobs and ermployrment information.

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

Log Out
Frofile | Resume | agent | Applications | Log Out
Application Status
-

Your resume has been SENT to BUREAU OF RECLAMATION for consideration on USBR-MP-
2006-163, HYDROLOGIC TECHNICIAN, G5-1316-4/8/5 (MPP-DV).

Please read the vacancy announcement carefully, Make sure that you are sending all the
required additional documentation. Submitting yvour resurme may not be the only step in
the application process.

TIP: Read the vacancy
announcement one more
time to ensure that any
required supporting
documentation has been
submitted by the
announcement deadline.

Without the supporting
documentation, your
application may be
determined incomplete,
rendering you ineligible
for consideration.

What to expect next?

You will receive email contact from the servicing Human Resources Office regarding the status of your

application and the selection process.

Good luck with your online job search and online application!
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Appendix A -- Reclamation’s HireMe Website

You are invited to access the Reclamation HireMe website for more information about Reclamation
vacancies and the online application process.

e Enter http://www.usbr.gov/pmts/hr/hireme.html in the address bar. The Reclamation HireMe home page
will be displayed (example below).

e Click on Current Job Openings on the left menu bar for a list of current Reclamation announcements.

v! EY o | Links > @

Contact Us | Site Index

Ifeipered

Search Reclamation Bureau of Reclamation HireMe System

_ > Automated Hiring System, Powered by QuickHire
HireMe Info Site
Reclamation Home

Welcome to the HireMe systern web page. HireMe is a secure weh-hased recruitment system that will allow
joh seekers to apply for Reclamation jobs anling. HireMe is integrated with USAJOBS to provide a faster and
Newsroom easiaer application procass.

Regional Offices

Library

Arvone can browese USAJOBS and search for job wacancies, but you must be registered at My LISAJOBS in
Dataweb order to APPLY for online job vacancies, When you view a vacancy announcement at USAJOBS, scroll to the
hottorn of the page and look for the APPLY ORMLIME button; click an APPLY ORLIME to apply, or to register.

: Faor step-hy-step MEW LISER registration guidelines, click hera.

AtUSAJOBS (wanviy USajobs oprm.gov you may search for jobs. You may also click on My USAJIOBS or CREATE
I A rESLUIME to register arto access vour account if vou are already registered.

Reclamation's HireMe system is currently in an implementation stage. A majority of job vacancies are now
available for online application. However, a few vacancies may require special hard copy application.

Always read the vacancy announcement for specific application instructions.

IMPORTAMT Hints:

& Ifyou are already registered at USAJOBS you don't need to register again.

U.S. Department e Ifyou farget your USAJOBS User D ar Passwoard, please contact the USAJOBS helpdesk, ar go to:

of the Interior hitps iy usajobs.oprm.goviforgot.asp

& You can update your resumes and other registration data anytime after you have registered.

o Yihatis Auto-Requested Fax 7 For detailed guidance, click here.

& yWhen you apply for a specific job, you will be asked fo respond to specific questions. Your answers will
he verified against infarmation provided in your anline resume.

o You mayview the guestions befare you apply; when viewing the vacancy announcement on USAJOBS,
click on the "Gualifications and Bvaluation” tab and scroll to the bottorn of the page and click on the
prevdew questions link.

& When you apply for a specific job, a snapshot of your resurme will be captured and tied to that job
vacancy on the closing date.

e Jobvacancies are listed at USAJOBS, located at hitp Sy usajobs. opm.goy; there may be exceptions
forinternal jobs, employees will be notified as needed. To view only the Reclamation johs at USAJOBS,
click here.

& Formore information about the HireMe systemn, please goto FAQ's (Frequently Asked Questions).

For Questions and Commments
Last revised: April 7, 2008
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The Current Job Openings screen will display. The “click here” links direct you to Reclamation and
the USAJOBS website as described below.

[ IETERIng W

Current Job Openings

[fyou are currently a Federal Emplovee and would like to see availahle job vacancies within Reclamation,

pleasze click here:
T All current Reclamation announcements will be listed.
[fyou are seeking employvment and have neverworked far the Federal Government, please click here.

Ifyou wauld like to see all vacancies throughout the Federal Government, click here. Only Reclamation
Link to the USAJOBS announcements
home page. open to the public

will be listed.

e Click on the Back arrow button located at the upper left corner of your browser (above the address bar)
@ s - to return to the HireMe home page.

Reclamation's HireMe system is currently in an implementation stage. A majority of job vacancies are now
available for online application. However, a few vacancies may reguire special hard copy application.

Always read the vacancy for specific application instructions.

IMPORTANT Hints

Ifyou are already registered at USAJOBS you dan't need to register again
U.S. Department Iryou forget your USAJOBS User ID ar Password, please contact the USAJOBS helpdesk, or go to

of the Interior httperny usaiohs oo gowforgot asp
You can update your resumes and other registration data amtime after you have registered
Wihat Is Auto-Requested Fax 7 For detailed guidance, tlick here.
When you apply for a specific job, you will be asked to respond to specific guestions. Your answers will
beveriflied againstinformation provided in your online resurme.
You may view the guestions befare you apply; when viewing the vacancy announcement an USAJOBS,
click on the "Qualifications and Evaluation" tab and scroll to the bottomn of the page and click on the
preview questions link,
When you apply for a specific job, a snapshot of your resume will be captured and tied to that job
wacaney on the closing date.
Job vacancies are listed at USAJOBS, located at hitp fwewv Usajobs opm.goy, there may be exceptions

far internal jobs, employees will be notified as needed. To view only the Reclamation jobs at USAJOBS, [ ] Chck on the FAQ,S (Frequently Asked

click here

e Formare infarmation ahout the HireMe systemn, please go to FAG's (P&TGUenlly Asked Questions). QuCSthHS) tag at the bottom Of the home
e et page to learn more about the HireMe

application process.

Search Reclamation HireMe System

I
Frequently Asked Questions

O e tromaton The Frequently Asked Questions page
o What is HireMe? ™~ will be dlsplayed with a list of

Howe does HireMe work with USAJOBS ? . . .
‘What types of pasitions will be filled using HireMe? lnformatlonal tOplCS,
Iz the syster secure?

Iz HireMe the only way to submit an application for Reclamation positions?
Whatif| don'thave 2 computer?

Wihat if | don't have e-rmail? >_
Wihat if | need help applying online?

e Click on a topic to obtain information
S it and tips on how to effectively use the

Wil Reclamation accept paper applications? . . .
What if someone submits false information? . Onhne apphcatlon System.

Newsroom
Library

Dataweh

Bureau of Reclamation ° Mid-Pacific Region ° Human Resources Office
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Appendix B -- Common Federal Government Hiring Programs

The following hiring programs are commonly used by the Bureau of Reclamation, Mid Pacific Region to fill vacant
positions. All hiring and/or placement appointments are subject to OPM and/or agency requirements (e.g., position
qualifications).

Applicant Type

Hiring Program

Hiring or Placement Eligibility

Open Eligible for vacant positions announced on the USAJOBS website
U.S. Citizen Recruitment that are open to the “public” or “all U.S. citizens.”

with a public ¢ Eligibility does not require current or prior federal employment.

announcement | ® Veterans’ preference is applicable.

Current Federal
employee in a
permanent
position

Merit Promotion

¢ Eligible for permanent or temporary reassignment and promotion; detail,

re-promotion, change-to-lower grade; and transfer to other federal
agencies.

Eligibility requires employee to occupy a permanent position with a
career or career-conditional appointment.

Former Federal
employee who
held a permanent
position

Reinstatement

Eligible for:

» Lifetime reinstatement with three (3) or more years of
permanent federal service (career status) prior to separation.

» Reinstatement for up to three years from the date of
separation with less than three years of permanent federal
service prior to separation.

Eligibility requires the permanent position to have been held under a

career or career-conditional appointment.

Eligible for various types of appointments based on military service

Veteran of a Special hiring record and position requirements. Examples: Veterans’ Employment
military or programs Opportunity Act (VEOA), Veterans’ Recruitment Act (VRA), 30% or
uniform service available More Disabled American Veterans (DAV).
If veterans’ preference is claimed, applicant must provide a DD-214 to
validate the dates of service, nature of separation and receipt of any
campaign badges or expeditionary medals. If a compensable disability
is claimed, a VA letter that states the percent of disability and an SF-15
must also be provided.
Additional Information: http://www.opm.gov/veterans
Eligible for appointments based upon the position requirements and the
Person with a Special hiring nature of the disability. The disability must substantially limit one or
disability programs more major life activities. Disabilities may include mental retardation,
available psychiatric disorders, muscular or neurological disorders, and less

obvious disabilities such as lupus, AIDS, diabetes, or heart disease.
The position to be filled must match the disability to enable successful
performance by the individual. Reasonable accommodations may be
made.

Eligibility requires certification of the disability from the appropriate
State Vocational Rehabilitation Agency. The certification must verify
that the applicant has a severe disability and is therefore eligible for the
special hiring program. The certification must also indicate that the
applicant has the ability to perform the position duties, is physically
qualified to do the work without risk to himself/herself or others, is
competent to maintain himself/herself in a work environment, and
describes any needed reasonable accommodation.

Additional Information: http://www.opm.gov/disability
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Applicant Type

Hiring Program

Hiring or Placement Eligibility
¢ Eligible for appointment up to one (1) year following satisfactory

Former Peace Special hiring completion of volunteer or volunteer leader service in the Peace Corps
Corps/VISTA program or VISTA programs.
Volunteer ¢ Eligibility requires letter from Peace Corps or VISTA program official
certifying successful completion of service and eligibility for special
Federal hiring program.
¢ Eligible for appointment up to two (2) years after separation from
Former Peace Special hiring completion of qualifying satisfactory service as a staff member (not a
Corps Staff program volunteer) with the Peace Corps.
Member (not a ¢ Eligibility requires letter from Peace Corps or VISTA program official
volunteer) certifying successful completion of staff service and eligibility for special
Federal hiring program.
e Agency Interchange Agreements allow for the movement of federal
Federal Agency employees in the excepted service to the competitive service and vice-
employee in an Interchange a-versa.
excepted service | Agreement e For a list of current interchange agreements and eligibility requirements,
position covered visit:
by an Agency
Interchange http://www.opm.gov/employ/html/sroa2.asp#InterchangeAgreementsWithOtherMeritSystems
Agreement
e CTAP - Placement assistance within applicant’s agency.
CTAP or ICTAP | Career Ellglblllty requires:
Employee transition » official agency notice that designates the applicant as a surplus or
assistance displaced employee;
programs for » applicant must have a current performance rating of at least "fully
displaced successful" (Level lll) or equivalent;
Federal » applicant must apply for a vacancy in the agency that is located in
employees the same local commuting area as the applicant’s current position;

» applicant must be found "well qualified" for the job;

» eligibility expires when the applicant resigns, retires or is otherwise
separated from the agency; or moves to another position in the
agency that is not affected by the RIF; or receives a career, career-
conditional, or excepted service position without time limit in any
agency.

¢ |CTAP - Placement assistance in other federal agencies.

Eligibility requires:

» official agency notice that the applicant has been (or is being)
involuntarily separated, separated due to adverse action, or other
circumstances (refer to website below for details);

» applicant must have a current performance rating of at least "fully
successful" (Level IIl) or equivalent;

» applicant must apply for a vacancy in the same local commuting area
as the position currently occupied (or from which separated);

» applicant must be found "well qualified" for the job;

> eligibility expires one year after applicant’s separation or if one of the
other conditions indicated in the website information is met.

e Additional Information:
http://www.opm.gov/rif/femployee guides/career_transition.asp#intro
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Automates the federal hiring process with an online application and candidate evaluation process.
HireMe is directly linked to USAJOBS and operates through a private, secure database that is accessible
at home or work.

Enables you to search, review and apply to vacancy announcements through USAJOBS web site:
http://www.usajobs.opm.gov.

HireMe web site http://www.usbr.gov/pmts/hr/hireme.html provides list of current vacancies and
applicant information.

Provides option to automatically notify you via email of job postings.

Allows you to create, edit, and archive electronic resumé(s) in USAJOBS.

Allows you to fax supporting documents (e.g., SF-50, college transcripts, DD-214, VA letters) to an
imaging center to be electronically linked to their personal account.

HireMe system automatically rates, ranks and identifies best qualified candidates.

Online Application Process

LK B K

Access USAJOBS website to search and apply for Reclamation and other federal agency vacancies.
Set web addresses as “favorites” or “bookmarks” for easy access.

Resumé in USAJOBS is easily linked to your account information during application process.
HireMe application process includes job-specific assessment questions designed to evaluate candidate
competencies and experience for vacant positions.

HireMe Candidate Assessment Questions

L4

%
L4

Assessment questions are job-specific and vary in format:

4  Applicant Assessment (AA)

4 Multiple choice (MC)

4 Multiple answer/multiple choice (MA/MC)

4 Short Answer (SA) or Long Answer (LA)

+ True/False (T/F) and Yes/No (Y/N) questions
You may preview and print vacancy-specific questions before actually applying.
Answers to all questions must be supported by information contained in your resume.

S'ra'rus of Applications

# Application information (account information, resume, question responses, supporting documentation)
may be edited until the closing date of the announcement (11:59pm Eastern Time/8:59pm Pacific Time).
Applicant ratings are instantly finalized when the announcement closes.

Applicants may receive email confirmation of their application; keep as a record of successful
transmission.

Applicants receive email contact from Human Resources Office regarding status of application and
selection process.

Important to Remember

L K 2R IR AR

Always read the How to Apply instructions in the vacancy announcement.

Submit final, complete application by 8:59pm Pacific Time on the closing date of the announcement.
Submit supporting documents (SF-50, transcripts, DD-214, etc.) as specified in the announcement.
Call the point-of-contact given in the vacancy announcement if you have questions.

Always be truthful with the information you provide as all of your responses are subject to verification.
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Appendix D -- Sample Resumé from USAJOBS Resumé Builder

Im N Applicant -Website: http://www.usajobs.gov

123 Main Street -Click on MY USAJOBS or “Create a Resumé”
-Establish account with username and password.

Any Town, CA 95881 -Follow structured format and fill in the blanks with

Home: 916-333-4444 your information.

Work: 916-999-8888 -You may create/maintain up to 5 resumés.

Email: imapplicant@location.com

Social Security Number: 111-22-3333 .
s . : . *1f YES:
Country of citizenship: United States of America | , rndicate 5 or 10 pts preference (see
Veteran’s Preference: Yes* www.opm.gov/veterans for information on
Highest Grade: GS-0318-07 preference and eligibility definitions).
. b. Provide documentation (e.g., DD-214,
Contact Current Employer. Yes SF-15, VA letter for compensable vets).

OBJECTIVE To obtain a permanent Secretary position.
TARGET JOB Target Job Title: Secretary
Desired Job Type: Employee
Desired Status: Full-Time
Site Location: On-Site

Date of Availability: From 1 to 3 months

TARGET Relocate: Yes WORK EXPERINCE block

LOCATIONS US-CA has 3,000 character limit
or about 50 lines of text in

the display window.

WORK EXPERIENCE US Army, C Battery 10/2000 - Present

Fort Sill, OK 73503 Grade Level: GS-7
Always define acronyms Salary: $23.22/hr
initially. Limit use of Hours per week: 40+
acronyms/abbreviations. Secretary (OA), 0318

Serve as secretary to the UnittNCommander. Conduct weekly operational and planning meetings to discuss program
and project activity objectives ang milestones. Provide administrative guidance and advice to lower level leaders in
the C Battery Operations Division (CBOD). Prepare standard and special reports on projects and activities in
CBOD. Maintain organizational personnel accountability and leave status through use of detailed, spreadsheet
matrices. Provide detailed, time-sensitive risk assessments for personnel training events. Prepare and present
presentations to agency personnel on the issues, policies, approaches, and services available within the program,
including employment environment conditions, agency structure, and promotion qualifications. Prepare operating
budget, order supplies, manage office equipment maintenance contracts.

(Contact Supervisor: Yes. LTC John Doe; 301-265-1234).

Include unpaid work St. Michael’s Church 02/2003 - Present
experience that is 458 Evergreen Wa Grade Level: N/A
relevant to the position 9 \ rade Levei:

for which you are Blue Spruce, Oklahoma, US Salary: $00.00
applying. Hours per week: 5

Secretary to Minister

Volunteer on weekly basis to assist with secretarial and clerical work in support of church business. Type, file,
prepare letters, monitor expenditures, write checks, arrange for floral deliveries, and assist minister with weekly
visitation schedule. (Contact Supervisor: Yes. Father John Smith; 301-264-4321).


mailto:imapplicant@location.com
http://www.vetguide.com/
http://www.usajobs.gov/

Sample Resume-USAJOBS RESUME BUILDER - page 2.

Focus on primary
work tasks; avoid
flowery words; use
power verbs (see
examples in blue).

U.S. Fish and Wildlife Service
Klamath Falls, Oregon 97623

Appendix D — Sample Resumé

01/1997 - 10/1999
Grade Level: GS-06
Salary: $17.69/hr

Hours per week: 40

Program Support Assistant, 0303
Coordinated a variety of programs and responded to inquiries about program procedures, requirements, and
services. Provided referrals, guidance, and support to agency employees; maintained a listing of resources and
related reference materials within the designated area of responsibility. Advised new personnel on various
policies and procedures through group presentations, one-on-one counseling, and answering on-the-spot questions
during in-line job training. Analyzed program funds and generated quarterly organizational reviews and
evaluations. Gathered data and prepared briefings and presentations for next level supervisors. Developed
announcements and publications for various organizational events. Organized and acquired special equipment
and resources, and made arrangements for high-ranking visitors, speakers, and dignitaries. (Contact
Supervisor: No longer in contact).

U.S. Bureau of Land Management
Carson City, Nevada 89701

03/1995 -01/1997
Grade Level: GS-05
Salary: $14.32/hr
Hours per week: 40

Office Automation Assistant, 0326
Provided office automation support to an office of twenty five engineers and technical employees. Reviewed drafts,
provided comments on grammar, tone and style. Generated a wide variety of technical documents in narrative
and statistical formats with embedded charts, graphs and other images. Also prepared standard documents, such
as letters, forms, etc. and input data into established software applications (databases and spreadsheets).
(Contact Supervisor: Yes. Mr. Big Boss, 541-882-7878).

US Army 02/1990 - 06/1995
Ft. Lewis, Washington Grade Level: E5
Salary: $16.01/hr
Hours per week: 40+
Mobile Equipment Servicer
Worked on wheeled and tracked vehicles. Served in Gulf War. Recipient of Southwest Asia Service Medal.

Received Honorable discharge. Have VA letter to document 10% compensable disability. (Contact Supervisor:
Yes. LTC Soldier, 333-122-4444).

Veterans: Recommend
providing brief military
service work experience to
document branch of service;
dates of service; receipt of
medals, campaign badges, or
other preference information;
type of separation (e.g.,
discharge, retirement); and
status of discharge (e.g.,
honorable, general).

EDUCATION Blue Spruce University

Blue Spruce, Oklahoma, US
Bachelor of Arts Degree - 06/2001
192 Quarter Hours

Major: Psychology

Minor: Business

Description: 4-year Private University.

Pine Needle High School
Blue Spruce, Oklahoma, US
High School Diploma - 06/1994




Sample Resume-USAJOBS RESUME BUILDER - page 3.

AFFILIATIONS

TRAINING
COURSES

JOB-RELATED
SKILLS

01/2004 - Present

Army Correspondence Course - 08/2004 - 32 hrs
MS Office Suite - 05-2004 - 40 hrs
Effective Communication — 07/2003 - 24 hrs

Administrative Office Managers Association

Appendix D — Sample Resumé

Member

Include training and
skills that are relevant
to the position for
which you are applying.

Skill Name Skill Level Last Used Experience
Microsoft Windows (all versions) Expert Currently used 12 years
Microsoft Word Expert Currently used 10 years
Microsoft Excel Intermediate Currently used 7 years
Microsoft PowerPoint Intermediate Currently used 7 years
Microsoft Outlook Intermediate Currently used 5 years
Calendar Creator Intermediate Currently used 2 years
Microsoft Access Beginner Currently used 1 year
Microsoft Publisher Beginner Currently used 1 year

CERTIFICATES AND
LICENSES

HONORS, AWARDS,
MEMBERSHIPS, ETC.

SUPPLEMENTAL
INFORMATION

REFERENCES

-Do not use
“"References available
upon request” in a
Federal resumé.
-Recommend you
provide three recent
references (other than
supervisors) who can
attest to your work
habits, skills, etc.

-Be sure to advise your
references that they
may receive a call from
a selecting official.
-See examples for
format and type of
information to provide.

Typing Certificate — Army Typing School, 06/2002.

Office Manager Certificate — Phoenix Adult Education, 08/2003.
Micro Soft Certificate — Phoenix Adult Education, 11/2003.

Army Achievement Medal for demonstrating efficient office operations; 10/2003.
Rated Commendable as Organizational Safety Officer/Advisor, 08/2003.
Performance Awards: 2001, 2002, 2003, 2004.

Travel Availability: 1-2 days per week
Overnight Availability:

Captain Paul Stark

Phone Number:
Email Address:

Reference Type:

John Noland

Phone Number:
Email Address:

Reference Type:

Robin Williams

Phone Number:
Email Address:

Reference Type:

3-5 days per month

Include your travel
availability, especially if the
announcement states that
travel is required.

uUsS Army
Fort Sill, OK
583-446-7777

Unit Commander

paulstark@ftsill.army.mil

Professional

St. Michael’s Church
PO Box 1234

Blue Spruce, OK 73502
588-333-9955
stmichael@location.net
Professional

Comedian

334 Skyway
Marine, CA 94821
401-444-7878

Children's Minister

Personal Acquaintance

funnyman@Iocation.com

Personal



Reclamation’s HireMe OnLine Application Kit Appendix D — Sample Resumé

Sample Resume-USAJOBS RESUME BUILDER - page 4.

Final Notes:

e Be truthful with the information in your resumé as all claims are subject
to verification.

e The most effective resumé is concise, informative and includes work
experience descriptions that are recent and relevant to the position.

e State the most recent experience, training, awards, education, etc.,
first; avoid including work experience that is more than 10 years old
unless it is extremely relevant to the position.

e When finished with your resumé, print it and proofread it (correct
misspelled words!). Better yet, ask someone else to proofread and
critique your resumé before submitting it.

e Be sure to check the text in your Work Experience blocks to ensure that
the 3,000 character limit is not exceeded.

e Always read the directions in the vacancy announcement and submit
your application and additional documentation (e.g., transcripts, SF-50,
veterans’ preference materials) in accordance with the instructions.

e Watch closing dates carefully! Reclamation HireMe announcements
officially close at 11:59 p.m. Eastern Time (8:59 p.m. Pacific Time) on
the closing date.

Bureau of Reclamation - Mid-Pacific Region ° Human Resources Office
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