How to Apply to the NIH Tutorial Script
Opening Slide

Do you have questions about applying for jobs at the National Institutes of Health? This tutorial will help to answer your questions by walking you through applying to NIH jobs as well as reviewing some of the features USAJOBS has to offer. 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 at your convenience, by using the toolbar at the bottom center of your screen.  Let’s get started.
How to Apply to NIH Jobs

This presentation will walk you through establishing a USAJOBS account, creating a Federal resume, creating Job Search Agents to inform you of jobs of interest, uploading your supporting documentation into the USAJOBS system, an overview of NIH vacancy announcements, and submitting supporting documentation.
USAJOBS

Let’s begin by going to the USAJOBS website at www.usajobs.com.  To begin applying to jobs, you must first set up a USAJOBS account.  To do this, from the welcome screen click on My USAJOBS.

Create a New Account

From the My USAJOBS page, you will be able to create your account. Only one account may be created for each email address.  If you currently share your email address with others, you may want to create a new email address for use with USAJOBS.  Also, if you have previously created an account with USAJOBS, and do not remember your password, you should use the USAJOBS tool to reset it.
Create a New Account

Once you have created your account, you will be able to create resumes, set up search agents, and check the status of your applications.

USAJOBS walks you through creating your personalized Federal resume.  Just fill out the required fields and watch as the builder guides you through creating your resume.  USAJOBS allows you to store up to 5 resumes within the system.  This may come in helpful if you’re applying to different types of jobs because you may want to have resumes targeting specific positions.
Your Federal Resume
Now let’s go over creating your Federal resume.  Click on the pieces of this circle diagram to learn more about the items you'll need to include in your Federal Resume.
Federal Resume - This diagram represents what you should include in your Federal resume.
Length - Your resume should include a fair amount of detail and be between two and five pages long.

Action, Task, Result Format - Your resume should be written in an-- Action, Task, Result format - For example, “In my current position as an Administrative Assistant, I increased the efficiency of our task completion rate from 55 to 86% over a one month period by revising the incoming review process.”

Include Numbers - Include numbers, whenever appropriate, to quantify results and highlight your experience. 

Mirror Questions and KSAs - Your resume and KSAs should mirror each other, meaning that if you submit a resume that does not match the experience reflected on your KSA responses, your overall score may be lowered or you may be disqualified from consideration.

Read the Announcement -  Be sure to thoroughly read the announcement and follow instructions.

Include Dates - Make sure that you include dates, as well, so that the reviewer has an idea of how long you have been performing the work.

Never Assume -  Never assume that someone reviewing your application will understand your jobs based on a job title and salary level.

Things You Should Include on Your Federal Resume
Now, let’s go over the ‘Must Haves” for your Federal Resume.  Your resume should include your work experience, both paid and non-paid.  Be sure to list the:

· Job title (including series and grade if the job was Federal) 

· Duties and accomplishments 

· Employer’s name and address 

· Supervisor’s name and phone number 

· Starting and ending dates 

· Hours per week 

· Salary 

· And indicate if the NIH may contact your current supervisor.

Things You Should Include on Your Federal Resume

Besides your work experience, remember to include the following on your resume: your full name, address, phone number, email address and references, as well as other qualification such as training, certifications, skills, and awards.  For these items, please indicate the date you received the training, award or membership, but do not send documentation unless it is requested by the vacancy announcement. 

Things You Should Include on Your Federal Resume

Another item to include on your Federal resume is the type of education you have received.  Be sure to include the name of the school, city, state, and the date you received your diploma or degree, and if you did not complete your degree, please indicate the total of credit hours you earned and indicate whether they were semester or quarter hours. 

And one more thing to remember…if you’d like a salary higher than the Step 1 of the grade level you’re applying for, then be sure to include your current salary level on your resume as a reference. 

Things You Should Include on Your Federal Resume

If you have a foreign degree, your degree must be evaluated by a nationally recognized Accrediting Agency.  You must submit proof of such evaluation.  For more information, see the National Association of Credential Evaluation Services website at http://www.naces.org. This website is for informational purposes only and does not imply an endorsement of any specific agency. 

Creating Your Federal Resume

Another important tip to note is that USAJOBS allows each work experience section on your resume to be 3000 characters in length.  If you exceed the 3000 characters, you will receive a messages telling you that you’ve exceeded the length of resume allowed.  If this happens, you may add additional space to your resume by going to the Related Information link on the Resume Builder, and adding the additional information in the Addition Information box.

Things You Should Not Include on Your Federal Resume
There is, however, something that should not be included on you federal resume, and that is your Social Security Number.  Your social security number will go on your USAJOBS application, but should not be printed on your resume.
Other Tips for Federal Resumes – Veterans Preference

If you served on active duty in the United States military and were separated under honorable conditions, you may be eligible for veterans’ preference. To receive preference if your service began after October 15, 1976, you must have a Campaign Badge, Expeditionary Medal, or a service-connected disability. For further details, select the link on the resume builder that says “Does this apply to me?”, and be sure to provide all necessary documentation by the closing date of the announcement.

Other Tips for Federal Resumes – Veterans Preference

In order to be considered with a 5-point veterans preference, you must submit a copy of your Certification of Expected Separation or Discharge From Active Duty, DD 214 indicating that you have been separated from active duty in the Armed Forces with an honorable or general discharge. You can obtain a copy of your DD 214, by visiting www.archives.gov/veterans/evetrecs/index.html.
If you are claiming 10-point preference, submit the appropriate documentation required for your type of preference, which is listed on page 2 of the Application for 10-Point Veteran's Preference (SF-15). To get a copy of the SF-15, go to www.opm.gov, then select ‘Forms’ on the right side of the page.  You will find the SF-15 under Standard Forms.

Other Tips for Federal Resumes – Merit Promotion
Another important point to remember is if you are a Federal employee, and are applying for a Merit Promotion vacancy, you will need to supply your SF-50, Notification of Personnel Action form.  This form shows your dates of employment and your current Federal status.
If you have separated from Federal Government employment, you need to provide a copy of your last SF-50 to show your highest federal civilian grade, job series and dates of positions that you’ve held. To obtain a copy of your last SF-50, you may contact the Federal Records Center National Archives and Records Administration at 111 Winnebago Street, St. Louis, MO 63118-4126 or by emailing CPR.CENTER@NARA.GOV.

Create a Job Search Agent

You have finished creating your Federal resume and it’s time to create a Job Search Agent.  Job Search Agents alert you via email when a vacancy opens.  To create a Job Search Agent click on the My USAJOBS tab, and then select Create New Agent.  You can select the Job Search Agent to alert you for specific jobs by choosing the: job location, job categories, occupational series, agencies and salary range.  You can also limit your search by: Senior Executive, Applicant Eligibility, Frequency of email notifications, position type, and you can search by a title search, and search key words.  After you make your selections, you may name your search with an agent title.
Upload Your Documents

Did you know you can upload documents to USAJOBS? You can upload up to 5 forms to USAJOBS such as your SF-50, DD-214, VA letter or college transcripts.  To upload documents go to the USAJOBS tab, and then click My Portfolio.  From here, you may upload you documents by simply browsing your computer to select the file, naming the file, and clicking upload.

Upload Your Documents

USAJOBS provides you with easy access to the documents you’ve uploaded to the site.  Remember, not all USAJOBS postings request documentation and resumes through the USAJOBS system, so you should keep electronic copies of all your application materials outside of the USAJOBS system, as well as in USAJOBS.
Ready to Apply

You’re now ready to begin searching for vacancies!  Before you begin applying however, be sure to turn off your pop-up blocker.  Let’s review a few things you’ll need to know before applying for positions at NIH.
USAJOBS Announcement
Introduction - You should review every USAJOBS announcement that you apply for in detail before you begin applying.  The announcements are divided into 5 tabs of information.
Overview Tab - The Overview tab gives you a quick look at the job and the organization.
Duties Tab - The Duties tab reviews the work the job requires.

Qualifications and Evaluations Tab - The Qualifications and Evaluations tab discusses who is eligible to be appointed to the position, any special requirements such as education or experience, and how the applicant will be evaluated.
Benefits and Other Tab - The Benefits and Other Info tab reviews the Federal benefits that come with the position.
How To Apply Tab - The How to Apply tab details step by step instructions for submitting your completed application, and informs you of the additional documents you must submit along with your application and the methods for submitting that documentation.  Federal agencies often have different requirements for applying to jobs, so the vacancy announcement holds critical information about the position and things you may need when applying. 

Submitting Supporting Documentation

In many cases you’ll have to submit supporting documentation in addition to your resume as discussed previously in this tutorial.  The announcement you’re applying to will inform you of the documentation you’re required to submit and the way in which must be submitted on the How To Apply tab.  To submit documents, you may fax or email them to the NIH by following the directions on the announcement you’re applying to.  If a fax number isn’t provided in the announcement, read the “Fax Instructions” sheet provided to inform you how to submit your documentation.  Following these instructions will tell you what documents to submit, and also let you know whether or not they’ve been received.
Closing Slide

Congratulations! You’re now ready to apply online for open NIH positions!  Please follow the vacancy instructions carefully, and best of luck!  We hope to see you soon at the National Institutes of Health!!!
