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How to Set Up E-mail Alerts and
Apply for MDA Jobs Via USAJOBS



Introduction

USAJOBS.gov is the most comprehensive job listings and search
tools for Missile Defense Agency (MDA) government positions.
If used properly, it can save you time and truly help in finding your
ideal job. USAJOBS.gov will post all MDA government job
announcements located in the United States and around the world.
Once you set up an account by registering on USAJOBS.gov (and
it is FREE), you can post up to five versions of your resume.
This will give you flexibility in applying for different positions and
aligning your resume with each job announcement. It is very
important that you follow the directions as stated in the
announcement:

* If they do not ask for a cover letter, do not submit one.

* If they ask for transcripts, you must submit them.

You must be sure to “cross all the T's and dot all the I's” when it
comes to your MDA government application.

Job Search

The USAJOBS.gov job search allows you to create up to five
versions of your resume. Once it is set up, you will receive
notifications via email that match your criteria. Be sure to utilize
these features to take advantage of the database of job
announcements, and act quickly once you do find an
announcement that interests you.

When you get the alert/e-mail from the job search, it is critical that
you read the announcement thoroughly. Note the deadline and be
sure to get all of your materials in, preferably two days ahead of
time so you have plenty of time to get confirmation and to allow for
any system errors.

Your Applications

USAJOBS.gov also tracks your USAJOBS.gov application history.




How to Set Up E-mail Alerts and Apply for MDA Jobs Via USAJOBS

|. CREATE YOUR USAJOBS ACCOUNT TO APPLY FOR MDA JOBS
» Create an Account
» Post your resume
» Set up alerts to get your application status

Il. CREATE JOB SEARCHES TO GET E-MAILS FOR MDA JOBS

» Create a customized MDA job search by location and agency
* Get e-mail notifications for MDA jobs as they become available

Ill. SEARCH AND APPLY FOR MDA JOBS

» Search for MDA jobs using keywords and location
» Apply for MDA jobs online

To get started, follow these easy steps.




I. CREATE YOUR USAJOBS ACCOUNT TO APPLY FOR MDA JOBS

1. Go to https://www.usajobs.gov/ to set up your USAJOBS
account. Click Create an Account.

# Home Search Jobs My Account Resource Center  Support SIGN IN OR CREATE AN ACCOUNT

USAJOBS
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2. Complete the Create an Account section by providing your
e-mail address and username. Click | agree. Create my
account.

Primary Email

Confirm Primary Email




3. When you receive the confirmation e-mail in your inbox, click
your personalized link to access your account.

5. Click | agree. Create my account.

This will route you back to the USAJOBS login page. If the
application closes for any reason during this process, you can

go back to your original e-mail confirmation link to complete
this process.




6. When routed back to the USAJOBS login page, enter your
username and password. Click Sign In.

USAJOBS

7. Click Edit Profile.
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8. Select Contact Information. Enter a secondary e-mail address.
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Once you receive the confirmation e-mail in your inbox, click

the Confirm email address link. This will route you to the
Email Confirmed page.




9. Click Back to Home. This will route you back to the
USAJOBS homepage.

Email Confirmed

Congratulations your secondary email has been confirmed.

10. Click Welcome to go back into your account and continue
creating your account.

A Home < SearchJobs < MyAccount - Resource Center Support @
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Please Note: Fields with an (*) are required fields.

‘The following Hiring Eligibility Questions will help federal staffers determine if you are eligible
for competitive or non-competitive jobs with the government.

1. Are you a U.S. Citizen?* @ Yes © No
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12. At the Notification Settings section, select the notification
alerts you want, then click Finish.

13. Click and complete Build New Resume and Upload New
Resume. Once you complete this process, you can click
Resumes to view, edit, or delete your resumes.

Format: docx file
Source: Uploaded from my computer

Build New Rzsume Upload New Resume

Congratulations! You created your USAJOBS account.
Now you can create your MDA job search to get e-mail
notifications for MDA jobs as they become available:




Il. CREATE JOB SEARCHES TO GET E-MAILS FOR MDA JOBS
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1. Go to USAJOBS: https://www.usajobs.gov/ and click Sign In.
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2. Enter your username and password. Click Sign In.

Sign In

Forgot your username or password?

3. Click Saved Searches to create a new job search.
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Create a new saved search
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4. Click Create a new saved search:
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Create a new saved search
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5. Select Department and Agency.

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

> salary or Pay Grade ©

P Occupational Series or Job Category ©
> Location @

‘b Department and Agency ©

> Type of Work or Work Schedule

P> Posting Options @

» Additional Search Options

6. Next to Show Available Jobs In, enter Missile Defense Agency.

Click Department of Defense, Missile Defense Agency.

» Keywords ©

> Salary or Pay Grade ©

> Occupational Series or Job Category @
» Location @

'V Department and Agencv @

Show Available Jobs 1 | Department of Defense, Missile Defense Agency ) ]

Show Additional Department and AGETCY

You Have Added:

7. Click Location and add MDA locations for Redstone Arsenal,
Alabama; Fort Belvoir, Virginia; Colorado Springs, Colorado;
and/or Dahlgren, Virginia.

¥ Location @

Redstone Arsenal, Alabama Remove
Fort Belvoir, Virginia Remove
Colorado Springs, Colorado Remove
Dahigren, Virginia Remove

You Added:

» Department and Agency ©




8. Select how often you want to receive e-mail notifications and
click Save Search.

Save this search

2]

How often do you want to receive email notifications to your primary email address? @

Never - don't email but save for later

Daily © Weekly Monthly

Save and View Result Reset Form

Save Search

9. Now that you set up your job alerts, you will receive e-mail
notifications of Missile Defense Agency jobs as they become
available. You can click directly on the job title in your e-mail
notification to apply.

Top 10 search results for Human Resources for 5/8/2015 to 5/15/2015

results on the USAJOBS web site, please dlick View 4l Opportunities.

General Engineer

of Defense

Agency: Missile Defense Agency

Hiring Organization: Test Element Inegration Division (DTM)

Number of Job Opportunities & Location(s): 1 vacancies - Redstone Arsenal, Alabama
Salary: $71,336.00 to $110,275.00 / Per Year

Series and Grade: NH-0801-03

Open Period: Friday, May 15, 2015 to Thursday, May 21, 2015

Position Information: Permanent - Full-Time

Who May Apply: United States Citizens

= o T—




lll. SEARCH AND APPLY FOR MDA JOBS
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2. Under Keyword, enter Missile Defense Agency. Select U.S.
Citizens or Federal Employees. Enter your desired Missile
Defense Agency location (Redstone Arsenal, Alabama; Fort

1. Go to the USAJOBS homepage: https://www.usajobs.gov/.

Belvoir, Virginia; Colorado Springs, Colorado; and Dahlgren,

Virginia). Click Search to view results.

USAJOBS

"WORKING W FOR AMERICA"

Keyword: © Location:

Missile Defense Agency | Redstone Arsenal, Alabama

) U.s. Citizens

Federal Employees @

Search
A ed Search >

3. Click the job title to view the job announcement. Review:the
entire job announcement to determine whether you qualify

for the job.

Top 10 search results for Human Resources for 5/8/2015 to 5/15/2015

sults on the USAIORBS web site, please click Vie

Agency: ency
Hiring Organization: Test Element Inegration Division (DT}

Salary: $£71,336.00 to $110,275.00 / Per Year

Series and Grade: NH-0801-03

Open Period: Friday, May 15, 2015 to Thursday, May 21, 2015
Position Information: Permanent - Full-Time

Who May Apply: United States Citizens

Number of Job Opportunities & Location(s): 1 vacancies - Redstone Arsenal, 2labama




4. If you think you qualify for the job, click Apply Online to
apply.

overview || Duties || Qualifications & Evaluations || Benefits & Other Info |[ How to Apply

: Operations Research Analyst
: Missile Defense Agency
Job Announcement Number: MDA-EH-15-1452765

Agency Contact Info

SALARY RANGE: $71,336.00 to $110,275.00 / Per Year Job Announcement Number:
OPEN PERIOD: Friday, July 24, 2015 to Thursday, July 30, 2015 MDA-EH-15-1452765
SERIES & GRADE: NH-1515-03

Control Number: 409433900

POSITION INFORMATION: Full Time - Permanent
- 4@

Select one of your resumes to send.

e e of your stored USAJOBS resumes to send (or first Save Job and Create, Edit, or
Upload a resume

B

Select the boxes that apply and click Apply for this position

now! This will route you to the USA Staffing Application
Manager.

Fields below with an asterisks (*) are required.

* [] 1 have previewed my resume . The selected document includes the information I wish to provide with
this application.

[Z] Allow me to attach demographic information to the application. Review or update vour demoaraphic
information.

# [ 1 certify, to the best of my knowledge and belief, all the information submitted by me with my
application for employment is true, complete, and made in good faith, and that I have truthfully and
accurately represented my work experience, knowledge, skills, abilities and education (degrees,
accomplishments, etc.). 1 understand that the information provided may be investigated. I understand that
misrepresenting my experience or education, or providing false or fraudulent information in or with my
application may be grounds for not hiring me or for fiing me after I begin work. I also understand that false
or fraudulent s may be punishable by fine or i it nent (18 U.S.C. 1001).

Cancel




7. Read the terms and conditions and click Accept and Proceed.

Click Accept and Proceed 1o accept the Full Terms and Conditions of Use and continue with the appiication process.

Accept and Proceed

Full Terms and Conditions of Use

Application Manager powered by USA Staffing® is a U. 8. Govemment information system 1o be used only in the manner

authorized. You are authcrized to use this system's menus, controls, and features to do any and all of the following as a

jOD applicant or polential job applicant, subject 1o anr limitationes that may be iMposed, such as due dates and deadknes
any

a particular ompieted persunaln' by the job applicant
_- =

8. Complete the application information.

* Required information

Biographic Data
* Address * Required

Don't have a home address?

9. Complete the assessment questionnaire.

* Resyusivesd informations

Section 1

1. e v e iption Buskoow, Sasct I Jemer Ihat b Sscribes youl bl of piceral i
A | have thoe years of generaized sxperience at e mesd lower D

Anatyst. Examples of genaraied sxpanence: Analze problems 13 denify sk
o endy crally and in wiiting

ihe foderal service (expenience mary have boen gain
s, QAT portnent data, and 1020DATY SCAUCNS; PIan and
B | possess a 4-yuar cowse of study ading 1o a bacheiors degroe:

C | huave 3 combnation of posi-high school education and enpenence as Isted v
10 My Beucation i of Exgariench 00 Aol met e reouements ik




10. Upload your required documents (as defined in the
announcements) such as transcripts, resume, or proof of
Veteran’s preference or current federal government employee.

Feored rtuaton ]

Upload Decuments
2 E——

11. For consideration for the job, click Submit My Answers.

Submit My Answers
fin orgar fOf YOur aNSWers to be processad and for you 1o be considenad for the POSon, You MUSE Click Ma Sutmit My Answers Dutton below

Jamer you hck: Submit My Answers, provide any required Supporting Documents and be sure 1he Appleation Packsge SIS page shows all steps an

R?"‘" 1o Submit? Not ready?

( [Suberst by Answers | YOUr work £0 137 has Deen saved bul ROl SUbMINE. You Can fetum Nefe o SUBMI it When you 38 ready. .
What woukd you i 1o do next?

+ Work on this Application Packsge some mofe, Use Mé Navigaton Bax in e upper 167112 go 1o the pan)
* Leave Application Manager. CInse your browser

12. Once you receive confirmation of your submission, click
Return to USAJOBS.

IALCOUNYLEgIN

After you have logged out of Appication Manager, if you would ke to refurn kater fo check the status of this or any other US4 Stating® aﬂ:"}




IV. CHECK YOUR APPLICATION STATUS

13. Click Welcome to view your application status.

My Account Resource Center Support

USAJOBS

"WORKING FOR AMERICA"

Keyword: © Location:

Y TMPORTANT! Apsiication Statu
al 1y Account “Apply Ordire kton. Tracking
an agency’s website or through any other job app!

f you submit your resume through USAIORS using the
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& Profile
= Each record will be deleted 36 months after the Last Application Date
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BResumes 4

Qisaved Searches

abia you 1o stay informed of changes 1o your application status.
u would liks to be notfied of via your primary emall. You may edit your preferances and

& Inbox

Bcaved Jobs 71 wihen jobs 1 have started an application for have chosed.

= 4 When the status of 3n application I've subeitted changes.
Psaved

[# Application Status




15. Carefully review your application status to ensure your
application process is complete.

o« Application Status

Seach show 10 [7] entries|

“JECREEE [+ ] sart oy —-Salnct =] ascending [x
tde  Procursment Anshyst
Job Mumber:  MOA-EH-15-1352589 Job State:
PayPlan:  NH-1102-03 Clase Date:
Location:  US-Alahama-Redstone Arsensl Last Agphy:
P . Last Status Update:

Jeb State:
Close Date:

Last Status Update:

Once you complete the application process, the Defense Logistics
Agency will review your application and determine whether you
qualify for the position, based on the information you provided

in your application in comparison to the job announcement.

The Defense Logistics Agency will submit qualified applicants
to the Missile Defense Agency to begin the consideration process.




Notes




Notes




Missile Defense Agency is an Equal Opportunity Employer. U.S. Citizenship required.
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