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Students and Recent Grads Overview

• Pathways Program

• Navigating USAJOBS

• Resume Tips
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DoD Pathways Program

• The Pathways Program aims to offer clear paths to Federal 

Internships for students from high school through post 

graduate school, as well as careers in the Federal 

Government for recent graduates.  The Program is 

intended to provide meaningful training and career 

development opportunities for individuals who are at the 

beginning of  their Federal service.
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DoD Pathways Programs

There are three types of  Pathways Program

• Internship Program

• Recent Graduates Program

• Presidential Management Fellows Program
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DoD Pathways Internship Program

• This program is designed to provide 

students enrolled in a wide variety 

of  educational institutions, from 

high school to graduate level, with 

opportunities to work in agencies 

and explore Federal careers while in 

school and getting paid for the work 

performed.

• Internship

Program
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DoD Pathways Internship Program

• Agencies may hire Interns on a temporary basis for up to 

one year for initial period, or for an indefinite period, to 

complete the educational requirement. 

• Interns may work part or full-time.

• Some Internships may lead to permanent positions within 

the Federal Service. Usually the Intern’s job will be related 

to the Intern’s academic career field of  study.

• A Participant Agreement will be completed with the 

Intern to set forth the expectations for the internship.

For additional 

information 

regarding 

Internship 

Programs please 

visit USA Jobs at:  

www.usajobs.gov/

studentsandgrads/

Student Internship
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DoD Pathways Internship Program

Eligibility For Internship Program
 Current students in an accredited high school, college (including 4-year colleges/universities, 

community colleges, and junior colleges); professional, technical, vocational, and trade school; advanced 

degree programs; or other educational institution pursuing a qualifying degree or certificate.

Maintain at least a 2.5 (Undergrad) or 3.0 (Grad) overall grade point average on a 4.0 scale or 

equivalent.  

Interns must maintain a good academic standing as defined by their educational institution.

Age 16 is the minimum age allowed for Federal employment.

Must submit a copy of  your class schedule for current/future semester/quarter, letter of  

enrollment, pre-registration schedule/transcripts(s), or receipt for tuition.
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DoD Pathways Recent Graduate Program

The Recent Graduates Program affords developmental experiences 

in the Federal Government intended to promote possible careers in 

the civil service to individuals who have recently graduated from 

qualifying educational institutions or programs.
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DoD Pathways Recent Graduate Program

Recent Graduates
• A Participant Agreement will be 

completed to set forth the 

expectations for the Graduate.

• Orientation program and 

mentorship throughout the 

program.

• Individual Developmental Plan is 
created to track Graduates 
development.

• At least 40 hours of  formal training 
each year in the program.

• Positions offer opportunity for career 
advancement.
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DoD Pathways Recent Graduate Program

Recent Graduates Eligibility

• Recent graduates who have completed, within the previous two years, a 
qualifying associates, bachelors, masters, professional, doctorate, vocational or 
technical degree or certificate from a qualifying educational institution.

• Veterans unable to apply within the two years of  receiving their degree, due to military 
service obligation, have as much as six years after degree completion to apply. 

• Official Transcripts must be provided showing what type of  degree was earned 
and the date the degree was awarded with application package.
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DoD Pathways Presidential Management 

Fellows Program

Presidential Management Fellows Program (PMF)

The Presidential Management Fellows Program is a flagship 

leadership development program at the entry-level for advanced 

degree candidates. The program attracts and selects from among the 

best candidates and is designed to develop potential Federal 

Government leaders.
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DoD Pathways 

Presidential 

Management Fellows 

Program

Eligibility:
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• Individuals who have completed within the past 

two years, a qualifying advanced degree (e.g., 

masters or professional degree) or who will 

meet advanced degree requirements by August 

31 of  the year following the annual application 

announcement.

• Official Transcripts must be provided showing 

what type of  degree was earned and the date 

the degree was awarded with application 

package.  

• Applications for the 2017 class will be accepted 

for two weeks in fall 2016. Search USAJOBS 

for Presidential Management Fellows. 

Link to the 2017 Application : https://pmf.gov/become-a-pmf/2017-application.aspx



How to Navigate 

USA JOBS 
~Job Searches

~ Application Process

~Creating an Account

~Tips for Federal Resumes
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~Application Questionnaire

~Way Ahead



How to Navigate 

USA JOBS 

~Job Searches
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www.usajobs.gov

Search here 

for keywords

Search here for 

desired locations

Click “Search”
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Search for positions 

open

to  U.S. Citizens or 

Federal

Employees 

Search Features
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Searchable Categories



Click “Search Jobs”
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Eligibility
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Search Results
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Search Options
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Job Announcement
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About the Agency
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About the Position



Duties for the position 

Who can apply? 
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Who can apply?
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Position Duties
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Required Qualifications
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How to Apply



How to Navigate 

USA JOBS 

~Create an account
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28

USAJOBS Login
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Create an Account



How to Navigate 

USA JOBS 

~Application Process

~ Creating/Uploading Resumes
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Application Package 

• Resume 

• Must include complete dates (month/year) and hours worked per week for each 

employment period 

• Supporting Documents

• Specified in each announcement (ex. Transcripts) 

• Assessment Questionnaire 

• Determine applicant’s eligibility and qualifications 
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Submitting a Resume with your Application 

Build in USAJOBS

• Build a resume in USAJOBS using 

the system 

Upload Resume 

• Upload a resume that you have 

already created in a Word 

document 
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Click here to upload 

or build a resume 
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Create/Upload Resume



Build Resume using USAJOBS 

here 

Upload document from desktop

here
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Create/Upload Resume
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Resume Builder

Start 

building 

resume here 



Fill out 

information as 

needed in resume 
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Resume Builder



• Store up to 5 resumes 

• Build/upload resumes
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Resume Builder



What to Include in Resume 

• Include dates, hours, level of  experience and examples for each work experience. 

For each experience on your resume, include the following: 

• Start and end dates (including the month and year) 

• Number of  hours worked per week

• Former supervisors’ names and telephone numbers (you may provide a list of  references) 

• Job title 

• Salary 

• Responsibilities and duties performed in detail 
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What to Include in Resume (Continued) 

• Volunteer work and roles in Community Organizations 

• Include relevant volunteer work or community organization’s roles that demonstrate 

your ability to do the job 

• Career Accomplishments 

• Language Skills 

• Job Related Training

• Classes, Seminars, Coursework, Certifications, Trainings 
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Do NOT include in resume 

• Photograph 

• Inappropriate material or content 

• Demographic Information

• Classified or Government Sensitive Information 

• Social Security Number (SSN) 

• Encrypted and Digitally Signed Documents 
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Resume Tips 

• Organize resume to make it easy to read and understand 

• Use chronological order to list experience (most recent experience first)

• Provide greater detail for experience that is relevant to the position being 

applied for 

• Show all experiences and accomplishments under the job experience section

• Use plain language – avoid using acronyms 
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Resume Tips (Continued) 

• Ensure resume reflects the knowledge, experience, and/or education 

required for the position being applied for 

• Review the “Qualifications & Evaluations” tab to fully understand how your 

application will be evaluated 

• Use paragraph form

• Turn list of  duties into accomplishment statements by listing a purpose or 

result 
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Avoid Useless Words & Phrases 

• Due to the fact of…

• It was my responsibility to…

• In order to…

• In this position, I… 
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Traditional vs Federal Resume 

Traditional Resume 

• Summary of  work experience 

• 1-2 page document 

• Bullet format for duties 

Federal Resume 

• More details using paragraphs of  

work experience 

• 2-5 page document (for entry-level 

position) 

• Explains duties and 

accomplishments 
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Sample Resume
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Sample Resume
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Sample Resume
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Sample Resume



Check your 

application progress 

for completion 
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Application Process



Documents could include:

• Transcripts

• Veteran’s Documents 

• DD214

• VA Letter 

• SF-50s 
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Application Process



Shows continued progress 

If  complete, 

check here 
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Then, 

click here 

Application Process



How to Navigate 

USA JOBS 

~Application Questionnaire
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Application Questionnaire 

• List of  questions designed to solicit information about how well an 

applicant’s knowledge/skills match the experience required for the position 

• Self-Assessment Tool used 

• Respond honestly to questions 
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Once all documents are 

uploaded, you will 

leave USAJOBS to 

Application Manager. 

This is where the Application 

questionnaire 

is completed. 

Read Terms and Conditions 

of  Use, then Accept and 

Proceed  
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Application Questionnaire



Position being applied for 
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Application Questionnaire



How to Navigate 

USA JOBS 

~Way Ahead
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What’s Next? 

• Human Resources Specialist will review package for completion 

• Review for minimum qualifications

• Send a “Best Qualified” list to hiring manager for consideration 

• Hiring Manager will review, possibly conduct interviews, make selection(s) 

• Human Resources Specialist at CPAC will extend a tentative job offer 

• Applicant will work with CPAC for conditions of  employment and to a 
possible firm job offer and start date
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To check the status of  a position you applied for, review under USAJOBS History. 

To submit an inquiry for a position you applied for, go to the announcement history and submit to e-mail 

address provided at the bottom of  the announcement. 
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Inquiries



For additional questions, you may 

refer to the USAJOBS Help Center 

https://www.usajobs.gov/Help/
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