Checking Your Applicant Status Tutorial Script

Opening Slide

Great news! You can check the status of your NIH employment application online!  Want to know how?  Well, this tutorial will show you how to check your status on USAJOBS.  

If needed, you can view the narration script of this tutorial by clicking the “Slide Notes” button on the bottom right of your screen.  You may also stop, pause, fast forward or rewind this presentation when ever you’d like, by using the toolbar at the bottom center of your screen.  Now, let’s learn more about checking your application status.

Logging Into USAJOBS
To check the status of your NIH employment application, you must first log into USAJOBS.  To do this, go to: www.usajobs.gov and click on the My USAJOBS tab to log in with your username or email and password.  If you forget your password, use the password retrieval link to obtain it. After you’ve signed in you will see a screen similar to the one shown here. Now, click on “My Applications”.

Viewing Your Applications Status

After clicking “My Applications,” you will see a list of the vacancies for which you have applied.  Here you can view updates to your application status. You can see status updates on documents you’ve uploaded using the portfolio feature in USAJOBS. If you’ve faxed or emailed your supporting documentation, the document status will remain blank.  Here you will see that the resume was received by the HR Specialist. Changes to the Application Status usually occur within 4-6 weeks.

Using the “more information” link will be described later in this tutorial.

Viewing Vacancy Announcement

Remember, at any time after you apply for a position, you may return to the My Applications list and click on the Job Title in the Job Summary column to view the vacancy announcement. This may be helpful if you want to update your application or to refresh your memory prior to interviewing for the position.

Viewing Your Application’s Status

You can also check your applications’ statuses by clicking “My Applications” and then choosing the “More Information” link.  This link will send you to the Department of Health and Human Services job website for more details on your application status.  Click on “View Detailed Status of applications with the agency” and then “continue”, and you will be directed to the “Current Application Status” page.  If you see Application Status not Available, you may not have completed applying to this job.  To receive a confirmation that your application was received, click the Email button on the right of the screen, and a confirmation and your question responses will be emailed directly to you. 

Application Status Codes

· Referred for selection consideration – You application was among the best qualified and was referred to the selecting official

· Qualified Not Referred – You are qualified but were not among the best qualified applicants referred to the selecting official

· Does not meet area of consideration – You are ineligible because you are not within the area of consideration (who may apply) stated in the vacancy announcement

· Does not meet minimum qualifications – You are ineligible because you do not possess the education and/or experience requirements as stated in the vacancy announcement.

· Not Considered – Missing Required Documents – You are not being considered because you failed to submit the required documents as stated in the vacancy announcement.

Questions about the Position?

If you have questions about the status of your application or about the particular job for which you are applying, be sure to contact the HR Specialist listed at the bottom of the vacancy announcement for more information.

Closing Slide
Congratulations! You are now on the road to discovering great new opportunities at the NIH!  Best of luck, and we hope to see you soon at the National Institutes of Health!!!

