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Summary of Changes 

• Simplifies the process into step by step features 
• Visual progress bar highlighting current application step 
• Improved data entry through increased use of dropdown, 

selectable items and auto-population of data elements (for 
example, applicant enters a zip code and the system auto 
populates State and Town)  

• Easy access to reference information relevant to the current 
application stage 
– Link back to JOA-Job Opportunity Announcement (opens in another 

window) 
– Pulls JOA language to the application screen for reference (for 

example, documents required) 

 



Step 1:  Select “Apply Online” from 
within a JOA 



Applicants will see a pop-up message 
introducing the new application process 



JOA position title, agency, and closing date.  Clicking on the position 
title will return the applicant to the top of the JOA.  The  “Who may 
apply” link sends the applicant to the Who May Apply section of the 
JOA 

This box displays the steps in the USA JOBS portion of the application process, 
highlighting the applicant’s  current status. 
Reminder: All federal applicants begin the application process in USAJOBS and finish the 
process in the agency’s talent acquisition system (i.e., USA Staffing).  These first five steps 
are common to all federal applications; the rest of the process will vary according to the 
agency’s talent acquisition systems requirements 



Step 1:  Select Resume 



Where possible, information may be 
selected from a dropbox. 

Some fields display based on 
responses to other questions. 

The resume builder  
links to USA JOBS help 
screens for additional 
information or 
assistance.  Help opens 
in a new window 

Resume Builder Upgrade: 
Experience 



For all address fields, 
entering the zip code 
populates the state and 
city/town. 



Other resume 
sections are 
available for 
selection by the 
applicant.  This is 
the  resume built 
in this 
demonstration. 



Once a resume is built (or uploaded to the USA JOBS account) it will appear on the Select 
Resume page of the application process.  Applicants select ONE resume to submit as part of 
their application. 

Note the first 
item under “Do 
Not Include in 
Resume” is 
Classified 
Information! 



Required 
documents 
language 
from the 
job 
opportunity 
announcem
ent 

Visual  cue application progress has been saved 

Step 2: Select 
Documents 



• USA JOBS 
stores up to 
10 
documents 

• One, some, 
or all 
documents 
can be 
attached to 
an 
application 

• Documents 
are 
identified by 
the date 
uploaded 

 



Step 3: Review Package 
 
Step 4: Include Personal 
Info 
 



Step 5:  
Continue 
Application 
with Agency 



Transfer to agency 
talent acquisition 
system…with 
progress bar and a 
visual cue which 
includes flying 
application 
documents…. 
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