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Applying Online

The Secret Service has implemented an automated online
system for employment application submission and review.

Your application is submitted electronically via the internet and
your supporting documentation can be uploaded from your
computer or submitted via fax into the electronic system.
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How 1t Works

This presentation will take you through the basics of the Secret
Service application process.

Always thoroughly read the vacancy announcement for the
specific position to which you are applying.
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Applying for a Federal Job

Applying for a Federal position is different than applying
for a position in the private sector.

= Due to regulations and qualification guidelines, applying for a
Federal positions requires you to submit more detailed
Information about yourself and your qualifications.

= |nitial determinations are based only on the content of your

application.

U.S. Department of
. Homeland Security

United States
Secret Service

March 2009 4




What 1s USAJOBS?

» One stop website for searching and applying for Federal
employment.

= An online resume builder, storage and submission tool.
= Excellent source of information to aid you in navigating and
completing the Federal application process.
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How to Apply Using USAJOBS

= Visit USAJOBS at http://www.usajobs.gov

= Use USAJOBS resume builder to create and store resumes.

= Use USAJOBS to upload supporting documentation (optional).

= Search for positions using the search capabilities or establish
email notification for positions of particular interest.
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http://www.usajobs.gov/

Step-by-Step Process

To make the application process more clear for our
applicants, we have prepared step-by-step
Instructions.

a. If you do not have a USAJOBS account, please continue to

the next slide.
b. If you already have a USAJOBS account, please begin with

SLIDE 26-Searching for Secret Service Jobs .
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New Users — Getting Started

HELP[Z]

® USAJOBS is the official job site of the United States Federal Government.
It's your one-stop source for Federal jobs and employment information,
'WORKING FOR AMERICA"

: YOU CAN CHANGE AMERICA |
New users must first
our country it register with USAJOBS.

.-, Ji

GET STARTED »
SEARCH JOBS

There are 45,014 U nment

FEATURED JOB FEATURED EMPLOYER

Mining Engineer Congressional Research Service
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New Users — Create an Account

HELP 2]

® USAJOBS is the official job site of the United States Federal Government.
It's your one-stop source for Federal jobs and employment information,
“WORKING# FOR AMERICA"

ONNEL

Welcome to USAJOBS!

vernment,

New users must create -
an account. /" Look for a job

earch by Agency

m

mploy

which jobs are in demand et Informed

L mo

Create an Account

1]
m

Build and store up to five re the Career Interests
distinct resumes nter

Zave and automate job Zee what the latest
searches employment trends are
Save job de tions for Learn the federal hiring
future reference process
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New Users — Registration and
Personal Information

® USAJOBS is the official job site of the United States Federal Government.
It's your one-stop source for Federal jobs and employment information.

"WORKING # FOR AMERICA"

HELP([Z]

II Create New Career Center Account

John

# Required information

Doe

0 10th Street, NE Complete personal information
including user name and
password.

Country

Email

Lsername n4and 20 c

Pas ord | Use 8 to 20 characters
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New Users — Registration and
Personal Information

Continue to complete
the registration.

Click “Submit” when finished. _ SUBMIT® _ CANCEL»

Home | Search Jobs | My USAJIOBS | Information Center | Weterans | Forms | Employer Services
FAQS | Privacy Policy | Help | Site Map
Contact Us | Privacy Act and Public Burden Information

This is a United States Office of Personnel Management website. USAIOBS is the Federal Gowvernment's
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New Users — Create a Resume

My US Resume | Agents | Ap o | Profile | Log Out

Welcome back, John Doe!

Y R MY Resumes

Close Resumes
CREATE NEW RESUME »

¥ou currently do not have any resumes,

» MY Job Search Agents

After creating a user account,
applicants must create a resume

using the USAJOBS resume
b MY Portfolio builder.

» MY Account Profile

U.S. Department of
Homeland Security

» MY Applications
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Creating Resume — STEP 1: Getting
Started

Check out a
Sample Resume

ortunities.

Resume Builder B
review

|. Getting Started 2 Experience 3. Related Information 4. Finishing Up "*'\ : oL R'I:fs}f;'“cl T
a8 ulid it!

PLEASE NOTE: Fields with an asterisk (3 ) are required fields Click on the '& after each title for more information.

Confidentiality ©

fidential to
=erd Name your resume, verify and
complete personal information

(SSN, phone number, etc.).

NOTE: You can create and store
more than one resume.

e iz confidential, this information will not be visible to recr
=, Lesrn more

* Name Your Resume vESUme What is this?

* First Name
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Creating Resume — STEP 2:
Experience and Education

Highest Career Level Achieved v

Note: This will change the Career Level on all your resumes.

Click “Next” to go to
Step 2: Experience.

Federal Employee Information v

vall ever a Federal civilian emp

If you wish to return to complete
resume at a later time, click
“Save for Later”.

Home | Search Jobs | My USAIOBS | Information Center | Weterans | Forms | Employer Services
FAQS | Privacy Policy | Help | Site Map
Contact Us | Privacy Act and Public Burden Information

This is a United States Office of Personnel Management website. USAIOBS is the Federal Government's
official one-stop source for Federal jobs and employment information.
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Creating Resume — STEP 2:
Experience

Employer Name

* City/Town

- State/Territory/Province
- Country

* Formal Title

- Start Date

< End Date:

Salary

-~ Average Hours per week

May we contact your
supervisor?

Is this a Federal position?

* Duties, Accomplishments and Related Skills

Use “Add Work Experience” for
additional experience.

Character Count: O
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Creating Resume — STEP 2: Education

Education ©

* School or Program Name
* City/Town

* State

* Country

* Degree/Level Attained

Completion Date
Major
Minor

GPA GPA Max.
Total Credits Earned

As with the experience,
you can add education or
select that you do not have
education.

System for Awarded Credits

Honors

Relevant Coursework, Licensures and Certifications
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Creating Resume — STEP 2: Job
Related Training

Job Related Training (£

You may also add job related training prior
to moving to the next step.

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

Click “Next” to go to
Step 3: Related Information.

cters rermaining for your description... )

J PREVIOUS ) | SAVEFORLATER}) | NEXT & )

Horme | Search Jobs | My USAIOBRS | Information Center | Weterans | Farms
FAGS | Privacy Policy | Help | Site Map
Contact Us | Privacy Act and Public Burden Information

This is a United States Office of Personneal Managerment website, USAIORS iz the Federal Governrnant's
official one-stop zource for Federal jobsz and employment information,
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Creating Resume — STEP 3: Related
Information

_Resume Builder

Preview =5

|. Gerting Srarted 2. Experience 3. Related Information 4. Finishing Up H'\ :0 FIRESI“;;'“I

The sections below are optional. 5 f yau cho 0 Com on you must enter all required { ¥ ) fields

iz confidential, this information will not be vizible to recruiters performing
resum Learn more,
* Name
Employer
Title
* Phone

Email

* Reference type Professional O Persanal

4 ADD REFERENCE In Step 3, you can add references.

Marne Employer Title Referance

John Doe = al
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Creating Resume — STEP 3: Related
Information

Additional Language Skills

Language
Spoken: { vice O Intermediate

Written: termediate

termediat

57 ADD LANGUAGE )

In Step 3, you can also add language sKkills,

Affiliations @ affiliations, and professional publications.

* Organization Name

* AffiliationfRole

57 ADD AFFILIATION )

Professional Publications @

Enter any nal publications in th

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 19




Creating Resume — STEP 3: Related
Information

Additional Information

In Step 3, you can add additional information
as well as select your availability.

What type of work will you be willing to accept?

[Ipermanent e [OTerm

What type of work schedule will you be willing to accept?
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Creating Resume — STEP 3: Related
Information

Desired Locations ({3

In Step 3, you can select your desired

locations.

Click “Next” to go to
Step 4: Finishing Up.

Note: ng this inform
you ar ing. It will not

sz you zelech ]

ose State Click to delete)

& PREVIOUS ) | SAVEFORLATER}) | NEXT & )

Horme | Search Jobs | My USA10BS | Informnation Center | Weterans | Forms
FAQS | Privacy Palicy | Help | Site Map
Caontact Us | Privacy Act and Public Burden Information
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Creating Resume — STEP 4: Finishing

Spell Check |

al resume

Make Searchable (£

your resume will allow recruiters to find your resume during resume

ACTIVATE RESUME | } )

ges to Your resume, cClic

nes an your M

SAVE FOR LATER 0 ) Click “Activate Resume”.

i PREVIOUS )
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Uploading Documents on USAJOBS
(Optional)

R T e

" My usasoss | veterans | Employer Services

My USAJOBS | Resume | Agents | Applications | Portfolio | Profile | Log Out

prévid
Note that your resume has Inst
been saved, it can be

viewed and edited.

To upload common
supporting documentation
‘ Resume 1: Resume 1 N earchable on USAJOBS (le tranSCriptS,

Resume Listings and Activity

View | Edit | Duplicate | Delete Make oearchavle DD-214), click “Portfolio”.

Format: USAJOE

Resume 2: Sample 3 Status: Not Searcha
Wiew | Edit | Dupli | Delete Make Searchable

Format: USAI0BS Resume

Resume 3: test 4 Status: Not Searchable
Wiew | Edit | Dupli | Delete Make Searchable

Format: USAJCOES Resume

Resume 4: Resume 2
Wiew | Edit | Duplicate | Delete | Renew

U.S. Department of
Homeland Security

United States
Secret Service
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Uploading Documents on USAJOBS
(Optional)

| Portfolio | Profile |

U AJOBS jllow'" your :IDD|II"E|1'IUFI fo --mplovm--rn' rruxlrnum ibility by giving you the

ch as: DD-214, SF-15,

Currently, the USAIOBS Portfolio | IS rucd' compatible with Mozilla Firefox versions 3 and
higher due to a change in Mozilla’s browser set up.

()

Use the dropdown menu to \
select the document type.

MY Portfolio

Upload a New Document 'E‘

DD-214 =

Click “Browse” to locate the file.

Click “Upload” after you have
located and selected the file.

Please enter a name for this attachment (100 characters

7
UPLOAD »

You hawve saved 0 of 5 possible documents to vour portfolio.

U.S. Department of
Homeland Security

United States
Secret Service
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Uploading Documents on USAJOBS
(Optlonal)

Portfolio | F

2 SLC h as: EID—.-_l-l aF 15,.

Document 1: SF50 - SF-50
C fiew | Delete

et 5 e Do i The supporting documentation

[oo-214 =] will be displayed.

Browse ...

When finished Up|Oadin9 Please enter a name for this attachment (100 characters max)
click “Search Jobs” to search

for Secret Service vacancies.
UPLOAD »

U.S. Department of
Homeland Security
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Searching for Secret Service Jobs

Advanced Search | Senior Executive

enter an agency
mponent from the

FEATURED JOB

Or, Select a Department, Independent Agency, Bureau or

Organizational Sub-Component &
For multiple = s, hold down Ctrl (Command for Macs) while clicking

Mational Pro
Select “US Secret Service”, located

{ under Homeland Security.

s The Lo wi

‘ US Secret Service

Location Search & in Iraq
For multiple selections, hold down Ctrl (Command for Macs) while clicking

U.S. Department of
Homeland Security
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USAJOBS - Vacancy Listings

Agency

Vacancy Ann.#:
Who May Apply: - .. . .
Perg Bl Click on the position title to view the

=]
Appointment Term: Fermansnt vacancy announcement.
Job Status: Full-Time

Opening Date:

Homeland

security n

Vacancy Ann.#:

Who May Apply:

Pay Plan: /7
Appointment Term: Fermanent
Job Status: Full-Time
Opening Date:

Salary:

U.S. Department of
Homeland Security

United States
Secret Service
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USAJOBS — Vacancy Announcement

Please read vacancy announcement in
itS entirety by CIiCking eaCh tab Department: Department Of Homeland Security

Agency: Homeland Security, US Secret Serv

US SECFEE SEI‘ViC = Job Announcement Number:

INV-MH464-08

Overview

Investigative Assistant (OA)

SALARY RANGE: z1.554.00- 3 00 UsD per year OPEN PERIOD: Th

to Monday, October 2

SERIES & GRADE: s- POSITION INFORMATION: Full-Time

Permanent

PROMOTION POTENTIAL: non= DUTY LOCATIONS: 1 va

Investigations,. Philadelphia Fi

WHO MAY BE CONSIDERED:

JOB SUMMARY:

U.S. Department of
Homeland Security

United States
Secret Service
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USAJOBS - Begin Application

. F'I:m arud implement security designs for Mational Special Security

infrastru |-_t|_|r--

KEY REQUIREMENTS:
s LIS, citizenship is required.

Click “Apply Online” to begin
+ Back to Search Results applying to the job.

f APPLY ONLINE ) &\ PRINT PREVIEW ) EMAIL A FRIEND )

) Send Mail @ Questions!?

bend Mall to: For questions about this job:
2CIe T : Personnel E'I-'I'—ICIH
Phone: 202-

U.S. Department of
Homeland Security

United States
Secret Service
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USAJOBS — Select Resume and

Supporting Documentation

':..u.mmﬁ.. m Employer Services

My USATOBS | Res r | Log Out

Please Mote: If you are resubmitting or updating a previous application yvou must re-submit
all required documents!

Apply Online to the following job:

Job Title: C r|r11|r|:|I Inwvestigator
.-'J.g-:arn:' :: et Se¢ rept of Homeland Security

: ermined after selection is made
Regume - Select one of vour stored resumes to send:

; Step 1: Select relevant resume
;Select

and supporting documentation

f.an;pie 3 (if applicable).
rest <
Resume 2

Attachment(s) - Select one or more of vour attachments to send:
Select
SF-50
Step 2: Click “Apply For

APPLY FOR THIS POSITION NOW!» This Position Now"”

U.S. Department of
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USAJOBS — CareerConnector

Redirect Page

your ane-stop source for Federal jobs and employrnent infarmation,
WORKING FOR AMERICA" Hour an P r ¥ ral ] an mployrment Inrarmation

We are now bringing you to the system used by the

US Secret Service

to complete the application process.

You'll be returned to USAJOBS upon completion.

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

or click here to be taken there now

You will be redirected to
CareerConnector.

U.S. Department of
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CareerConnector — Welcome Screen

United States Secret Service

& Account Creation

Y¥ou have arrived here from USAJOBS to continue your application.

Since you are new to this system, you will need to complete the account creation pages

before you can apply to the vacancy. Your account information from USAJobs will be ResoUrces
pre-populated for you where applicable. TR
3 WAF v
ow To Apply
= CareerConnector
H 113 M ” : = -t Y
Click “Begin”. Frequenty
Questions
* Secret 5

powered

onnector

mation, creating fake IDs, or failing to answer all guestions truth
disbarment from Federal employment, or for dismissal after the applicant begins work.
olate the privacy of others attempting to compromise the operation of this system
may be punishable by fine or imprisonment {US Code, Title 18, section 1001).

U.S. Department of
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CareerConnector — Personal
Information

§ Account Creation

Your applicant profile cannot be edited at this time. Changes to your applicant profile
g your account in the My USAJOBS tab. In order to proceed

ill in your Date of Birth below.

must be made by acc
with the proce plea:

Items marked with *® are required.
Step1of5
* First Name

_

The information that you provided in USAJOBS
will be transferred to CareerConnector.

Click “Next”.

U.S. Department of
Homeland Security

United States
Secret Service
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CareerConnector — Veterans
Information

. B (-
I Account Creation A Q

Veterans of the United States Armed Forces may be entitled to preference when
applying for federal positions. For a detailed explanation of veterans preference, please
refer to the Office of Personnel Management website at the following link: http:

Items marked with * are required.

onnector

ran. You must have an isting compensable service-connected

wing:
abled wataran or a veteran who was awarded the Purple Heart for wound or injuries
rec d in action.
A veteran's widow or widower wheo has not remarried.
connected disability.

n or daughter ied in

Select the response that describes your
Military service and Veterans’ Preference.

U.S. Department of Click “Next”.
Homeland Security

United States
Secret Service
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CareerConnector — Core Questions

Account Creation

The following questions are used to st us in determining your eligibility for specific
Federal employment programs or typ ppointment. Please carefully read the
questions and the responses listed for each. If a question does not apply to you, please
select "Mot applicable".

You may be required to submit proof of eligibility. Please follow the instructions in the
vacancy announcement for submitting proof of eligibility documents {e.g., D 4 for
military service, Notification of Personnel Action for Federal status, transcripts for formal
education, etc.).

Items marked with * are required.

onnector

completi
years [ may have been released just short

" Yes

= No

* Mo, but I have an 3

Core Questions are asked only at the
) Mot applicable initial registration process.

* 3. Are you a current Federal employee?

After answering the core questions, click
“Next”.

U.S. Department of
Homeland Security
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CareerConnector — Demographic
Information

Account Creation

YOUR PRIVACY IS PROTECTED

SUBMISSICON OF THIS INFORMATION IS VOLUNTARY. Failure to do so will not affect the
status of your application.

This information is needed to evaluate hiring and recruitment efforts, as required by

Federal law. Th rital information not awvailable from any othe urce. We can only

get it directly from you. Your voluntary responses are treated in

manner. Responses are not released to the panel rating applicatio

official, to anyone who can affect your application, or to the public. Your respon

stored a tally for the group of all applicants for this vacancy in a manner th

be associated with any individual application. Information taken from t form is not

placed in a Personnel file. Thank you for helping us to provide better service. onnector

other Spanish culture

Select the responses to the
Mot Hispanic or Latino demog raphlc q ues‘“ons .

o NOTE: Responding to these
maintains culturs! questions Is voluntary.

h tribal affiliation or
community recognition.

Click “Next”.

U.S. Department of
Homeland Security

United States
Secret Service
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CareerConnector — Resume Review

Account Creation

Your applicant prnFI c nnot be edited at this time. Changes to your applicant profile
must be made by accessing your account in the My USAJOBS tab.

Items marked with * are required.

Social Security Number: xxx-ax-1111

untry of citi v+ Tnited States of Imerica
Veteranz' FPreference: No

Step Sof 5

The resume you selected from
USAJOBS will be displayed.

iy

riva Yy W = -="ur|t' Motice

ral job application system. Providing f f  creating BEE Click “Next” to proceed with the

This is & Fet
aly ¥ |:|-= |:|ruun-:|5 h' n--t h|r|n|:| for u:||5|:|=|r|'n-=nt rr--m F»=-:|-=r=|| amploy rrn»=nt or for dismig - .
appllcatlon process.

=t
completaly
Falsifying = Fe

U.S. Department of
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CareerConnector — Registration
Confirmation

United States Secret Service

Account Creation

&

Congratulations. Your account has been created.

Your registration will be saved.

Click “Apply to this Vacancy” to
Y CER S proceed with the application process. Hoied

U.S. Department of
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CareerConnector — Vacancy Questions

Series
Thiz position is offered for 2 single series.

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

¥ Check all that apply. onnector

o better determine your =ligibili u can opt in for the
vill be considered separately for each grade you select.
Select from the list

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

*Check all that apply. Select the series, grade(s), and
S location(s) you wish to be considered

for.
- D Grade 09-09

Click “Next”.

U.S. Department of
Homeland Security

United States
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CareerConnector — Vacancy Questions
by Grade

Vacancy Questions

Grade Specific Question

Items marked with * are required.

* 1. GL-7: Select the response that best y
your education and; erience. ecializ :perience eguivalent to the GL-5,
as described ab and in the vacancy
annocuncement.

degree in a related field onnector

the regquirements
=nt, s described

The grade specific questions will be
displayed.

After responding to the questions, T
C|ICk “ NeXt” o I do not mest any of the requirements as

Important! Al the information you provide may be verified by a review of the work
experience and/or education as shown on your application form, by checking references
and through other mean ich as the interview proce

U.S. Department of
Homeland Security

United States
Secret Service
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CareerConnector — Vacancy Questions
for All Grades

¥ Vacancy Questions

__ ..
e Questi

All Grade Quesite

The highlighted square indicates the
Items marked with * are required. step of the process you are currently in.

I:‘ Protective Methods and Techniques

I:l Arrest Procedures

I:l Investigative Methods and Techniques
onnector
I:l Surveillance d

I:l Constitutional Law
D Criminal Law

D Seizure

D Security

After responding to the vacancy [ Cetet Proceedings
questions, click “Next”. ] R o Eierios

Criminal procedures and court decisions
concerning admissibility of evidence

I:l Constitutio

I:l Search and seizure techniques and procedures

U.S. Department of
Homeland Security

United States
Secret Service

March 2009
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CareerConnector — Vacancy Required
Documents

Vacancy Documents

| O oo

A listing of documents for this e
vacancy will be displayed. Follow
the instructions in the vacan cy ws you what documents are required by this vacancy and lets you select

. . ou have already loaded into the system. You can also add new
announcement regarding required [ RYEEVEErETFERE
Supporting documentation. rom your profile that will be sent with your application.

. t level documents exist.

NOTE: Not all documents will be
appllcable for each appllcant (I'e' ) are additional documents requested for vacancy. Please either select onnector
DD-214 is Only required from ocument or add a new document to the s as needed.

Qeterans). - Descrption ;
T lranscripts No document Submitted 4 Upload

& USATOBS

No document Submitted 4 Upload

i USATOES

Notice of Results - TEA No decument YOU may upload SUppOI’tlng dOCumentatIOI’]
from your computer, download documentation
you have loaded into USAJOBS, or generate
U.S. Department of cover sheets to fax in your supporting
Homeland Security .

documentation.

United States
Secret Service
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areerConnector — Upload Vacancy
equired Documents

Vacancy Documents

Documents

This page shows you what documents are required by thi cancy and lets you
from any documents you have already loaded into the sys . You can also add new
documents to the system if needed.

Documents from your profile that will be sent with your application.

No applicant level documents exist.

To upload supporting documentation - kst onnector
from your computer, click “Upload” for
the specific document.

No document Submitted

ocumeant Submitted

Motice of Results - TEA Mo document Submitted

4 Upload

& USAIOBS

U.S. Department of
Homeland Security

United States
Secret Service
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areerConnector — Upload Vacancy
equired Documents

f the documents can be upl
png), rich text format{.rtf )

onnector

# 2ZMB is the maximum size allowed for a document

Name the file in the “Description” field.

Click “Browse” to locate the file you wish to
upload.

After you have selected the file, click “Upload
Document”. /

U.S. Department of
Homeland Security

United States
Secret Service
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CareerConnector — Upload Vacancy
Required Documents

!l Vacancy Documents

Documents

« Document Uploaded Successfully.

This page shows you what documents are required by this vacancy and lets you select
from any documents you have already loaded into the system. You can also add new - -
documents to th stem if needed. Questions

Documents from your profile that will be sent with your application

You will receive a confirmation if
you were successful in uploading

No applicant level documents exist.

The following are additional documents requested for this vacancy the document.
an existing document or add a new document to the system as ned

Document Type Description Action

College Transcripts 4 Upload

4 Upload

% USATOBS

U.S. Department of
Homeland Security

United States
Secret Service
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CareerConnector — Download
Vacancy Required Documents

Vacancy Documents

Documents

This page shows you what documents are required by this vacancy and lets you select
from any docume you have already loaded into the system. You can also add new
documents to th stem if needed.

Documents from your profile that will be sent with your application.

To download documentation that you have
uploaded to USAJOBS, click “USAJOBS”

for that specific document.

i requested for th
cument to the ¢

College Transcripts No document Submitted

No document Submitted 4 Upload

&b USAIOBS

Notice of Results - TEA o document Submitted

& USAIOBS

U.S. Department of
Homeland Security

United States
Secret Service
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CareerConnector — Download
Vacancy Required Documents

Document Manager

Use this page to add another document to the system.

Resources

» How To Apply

For Assistance Contact: careerconnectorhelp@do.tr

Using the dropdown menu, select the

This is 5 Fa . Supportlng documentation. £ T
completaly v be grounds o Lfter the applicant begins
| nise the operation of this

Fabibng o bedeal b E'”““:ifiz.'f.r. M Click “Download from USAJOBS”. 1)

U.S. Department of
Homeland Security

United States
Secret Service
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CareerConnector — Download

Documents

« Document Downloaded Successfully.

This page shows you what documents are required by this vacancy and lets you select
from any decummante aron booro olecodas loodad inte tho coctana oy cgn glso add new
documen

You will receive a confirmation if
you were successful in downloading
the document.

Documen

No appli
onnector

The following are additional documents requested for thi ancy. Please either select
an existing document or add a new document to the system as needed.

Document Type Description Action

College Transcripts SF-50 4 Upload

cument Submitted 4 Upload

< USAIOBS

Eaa

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 48




CareerConnector — Generate and Print
Vacancy Fax Cover Sheets

Document Manager

Documents

Use this page to generate coversheet.

Please note that in order for the supporting documentation to be reviewed with your
application it has to be successfully faxed in and received by the agency.

L areer

1 ke . ” . J
Click “Fax Instructions” to review _‘P""ECtor

the procedures for faxing
supporting documentation.

After you have reviewed the fax
instructions, click “Generate
Cover Sheet”.

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 49




CareerConnector — Sample Fax Cover
Sheet

(Please do not write or mark above this line.)

From: DOE, JOHN

# of Pages: (including er)
Date- The fax cover sheet will be displayed.

V #: 3
acancy Print the cover sheet.

Close the window after you have printed
the cover sheet.
9 FSGM

MGSF1
FA

Fax Instructions

before faxing the documentation

If faxing supporting documentation, applicants must use the
system-generated fax cover sheets and fax documents with
cover sheets to the number indicated on the fax cover sheet.

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 50




CareerConnector — Vacancy Required
Documents

Document Manager

Documents

Use this page to generate coversheet.

Please note that in order for the supporting documentation to be reviewed with your
application it has to be successfully faxed in and received by the agency.

Review the Fax Instructions before you print out your coversheet. Then, print the coversheet.

onnector

Click “Cancel” to return to the listing of
supporting documents.

For Assistance Contact: careerconnectorhelp@do.treas.gowv

Privacy Policy | Security Motice | Section 508 | D

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 51




CareerConnector — Vacancy Required
Documents

Documents

This page shows you what documents are required by this vacancy and lets you select
from any docume you have already loaded into the system. You can also add new
documents to th ctem if neadad.

After you have uploaded and/or NIRRT
generated fax cover sheets,
click “Next”.

oo oo ee et quested for this vacancy. Please either select
an existing document or add a new document to the system as needed. onnector

Document Type Description Action
College Transcripts No docurmnent Submitted 4 Upload

«#% USAJOBS

No docurmnent Submitted 4 Upload

&k USAJOBS

Notice of Results - TEA Mo document Submitted 4 Upload

& USAJOBS

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 52




CareerConnector — Preview
Application

Review Application

Application Review

Here is a summary of the application you just completed.

MName: | JANE DOE

onnector

A summary of your resume
will be displayed.

Scroll down to the bottom of
the page.

f America

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 53




CareerConnector — Preview
Application

To receive a copy of your
application, click “Send Me

Questions and Answers”.

If you would like a copy of the vacancy questions and your answers sent to

an email, please select the following on
Click “Finish” to submit your
application to USAJOBS.

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 54




CareerConnector —- USAJOBS

Redirect Page
USA]

"WORKING

OBS USAJOBS is the official job site of the United States Federal Government. \.‘En 5;1-4?
ool !
» £

FOR AMERICA" It's your ane-stop source for Federal jobs and employment inforrnation, ~ &

We are now bringing you back to the

USAJOBS

site to complete your application.

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

You will be redirected back to USAJOBS.

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 55




USAJOBS - Application Status

applic :|1'|-|r| proc

U.S. Department of
Homeland Security

United States
Secret Service

Click here

You will receive confirmation that you application
was submitted.

March 2009

56



Returning to USAJOBS — Application
Status

Existing Users Log In
Here:

Username:

Create your account nowe! _
Password:

With your USAJOBS membership, you can:

* Post your resume online
3 YOUr resume p ;
Did vou forget your

Federal government jobs Username and/or
s you want and get your resume in the right Password?

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

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 57




USAJOBS - Application Status

| searcnsobs [SFTITEITENY oto center | veterans | porms | gmployer services Ji§
My LUSA S | Resume | Agent§ | 2 | Por Log Out

= 5 n tfolio | Profile | |

Welcome back, John Doe!

Click on “Applications”.

TTIETILE 11 Wl G

E * MY Resumes

CREATE NEW RESUME »
¥ou currently do not have any resumes.
b MY Job Search Agents

» MY Applications

b MY Portfolio
» MY Account Profile

U.S. Department of
Homeland Security

United States
Secret Service

March 2009

58




USAJOBS - Application History

Click here to view your
detailed applicant status.

Applications 1 to 1

Initial Last

Application ¥ Job Summary Ss:tlil' Aﬁ:.:? Application
Date 2 Update Document

Status

ploaded

Criminal Investigator Active US Secr Mot Available

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 59




USAJOBS — CareerConnector
Redirect Page
USAJOBS'” USA3085 e th offiie job st of the United Satas Feders Govarmmant. 502

It's wour one-stop source for Federal jobs and ermployrnent informmation,
"WORKING S FOR AMERICA" WOUF on posour ¥ ral j and ermployment inforrmation

We are now bringing you to the system used by the

US Secret Service

to view the details of your application.
You'll be returned to USAJOBS upon completion.

wou'll be returned ko US4 on completion, Your
ser should aukom & vyou there in 10 seconds
(Your browser should automatically take you there in 10 seconds.)

To view your detailed applicant
status, you will be redirected to
CareerConnector.

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 60




CareerConnector — Welcome Page

Welcome

Status of application

Select “View Detailed Status of

applications with this agency”.

Click “Continue”.

areer
onnector

U.S. Department of
Homeland Security

United States
Secret Service

March 2009 61




CareerConnector — Application Status

View Application
Status

The Vacancy and Application
Status are displayed.

Current Application Status

]
|App1icarﬁnn5tatus
—_———  —
SA1-1A014-09 | Criminal pplicatio Grade 07:Application Receiv
Investigator Receive details Comment

Grade 09:Application Received_more

details Comment

SA1-JEND15-09 | Criminal & o Grade 07:Application Received more | Mo

}\‘;'—E
Investigator | details Comment
Ivec more | | » ot Service Web ¢

Grade 09:Application R

Ce Wweb -5

details mment

Criminal
Investigator

onnector

By clicking on this icon, you will
be able to email yourself a copy of
SOYTIACTIRNER |01 application to your email.

U.S. Department of
Homeland Security

United States
Secret Service
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