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Webinar Housekeeping

• It is important to note that all opinions and statements are those of 
the individual making the presentation and not necessarily the 
opinion or view of IAFP.

• All attendees are muted. Questions should be submitted to the 
presenters during the presentation via the Questions section at the 
right of the screen. Questions will be answered at the end of the 
presentations.

• This webinar is being recorded and will be available for access by IAFP 
members at www.foodprotection.org within one week.

http://www.foodprotection.org/


Moderator Bio
Claire is a PhD candidate in the Department of Food Science and Technology at Virginia Tech and 
the current chair of the IAFP student professional development group. 

The 2022-2023 IAFP SPDG board has made it our goal to prioritize your professional 
development through a plethora of events or/and activities to connect, collaborate, and learn. 
All of our activities were created for you and your development as a researcher, student, and 
IAFP member. 



Presenter Bio
Katie Kovar joined the USAJOBS program office at OPM as an Engagement Analyst and Presidential
Management Fellow (PMF) in September 2022 through the PMF program. 

Prior to joining the federal workforce, she spent eight years working in international higher education as an 
Assistant Director for Study Abroad at the University of Notre Dame and Director of Education Abroad at 
Middle Tennessee State University. 

Her career began at the World Bank in Washington, DC, where she worked as a Program Assistant for the 
Executive Director for Germany.

In November 2021, Katie earned her doctorate in Educational Leadership from the University of the
Cumberlands. She also holds a master’s degree in International and Comparative Education from the
George Washington University and a bachelor’s degree in German Language and Literature from the
University of Virginia.

In her spare time, Katie is an avid traveler, who enjoys cooking, baking, reading, and spending as much
time as possible with her niece, nephews, and two rescue cats.



Presenter Bio
Lauren A. Foreman was born in Brooklyn New York in 1986. She was raised in Canarsie Brooklyn and
graduated from Edward R. Murrow performing arts high school as a vocal major, performing at the
Apollo Theater three times! Upon completing her degree, she attended the College of New Rochelle for
two years, before enlisting in the United States Navy in 2008.

She graduated basic training and A-School as a Hospital Corpsman. During her tour in the Navy, she was
stationed at Great Lakes Illinois, Naval Medical Center Bethesda and Marine Corps base Camp Lejeune.
While on active duty, she graduated with her bachelor’s in health care administration from Southern
Illinois University. In 2014, she finished her enlistment in the Navy, and decided to finish her career as a
federal employee.

In 2014, Lauren joined the federal workforce as an HR Assistant, working in Labor and Employee
Relations for the Department of the Navy, eventually taking a job with the Marine Corps as an EEO
Counselor. During this time, she completed her master’s degree in human resources management from
Webster University.

As a recent graduate, Lauren used the Pathways Program to land a job with the USAJOBS program office
at OPM, where she currently works as a Business Analyst and an Engagement Specialist, serving as the
unofficial ambassador of Agency Talent Portal to the government. She assists many agencies with
special projects and improving their recruitment strategies.

Lauren enjoys music concerts, reading, spending time with her 9-year-old son Cameron and puppy
Miles. She is currently back in school, to gain a master’s in social and emotional learning.
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Agenda

▪ USAJOBS landing page

▪ USAJOBS profile, resumes, and supporting documents 

▪ Searching for job opportunities 

▪ Overview of federal hiring

▪ Reading job announcements and starting the application

▪ Student & recent graduate hiring

▪ Resume best practices

▪ Common myths

▪ Q&A
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What is USAJOBS?
• The federal government’s main employment portal

• Allows job seekers to:
oCreate, upload, and store resumes and other application documents

oMake a resume and profile searchable by federal recruiters

o Search for jobs and use filters to narrow your search

o Learn about hiring paths to understand which jobs you’re eligible for and 
apply to jobs open to your hiring path

o Save job searches and receive email notifications about new jobs that open

oReview a personalized dashboard to check your application status

• Note: Your application is not complete until you finish the application 
process and submit it in the agency’s system.
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Navigating the USAJOBS Landing Page
1. Links to the help 

center at the top 
right

2. Keyword and 
location search bar

3. Informational tabs 
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Navigating the USAJOBS Landing Page 
(continued)

1. High level overview of 
the federal 
application process

2. Explore openings 
based on in-demand 
occupational areas
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USAJOBS Landing Page
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1. Links to help content 
explaining different 
hiring paths

2. Explore upcoming 
career fairs, information 
sessions, and other 
recruitment events



Personalized Dashboard
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• Create or view your profile

• Upload a resume and other 
documents

• Begin job search

• Navigate to the USAJOBS 
landing page

• View saved jobs

• View saved searches

• View job and application 
status



Building a USAJOBS Profile

• Start with creating a Login.gov account
oUse a personal email that you check often

o Set a password and two-factor authentication method

• Complete your profile by entering your information
oName, address, phone number, citizenship, demographics

oHiring paths, experience, education, languages, references

• Upload documents
oResume and supporting documents

• Preferences
oHelps narrow your job search

13



Hiring Paths
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• Hiring paths help job seekers 
understand for which jobs 
they are eligible to apply

• You can filter your job search 
results by hiring path to only 
show jobs for which you are 
eligible 

• Read the This job is open 
to section of the job 
announcement to determine if 
you are eligible to apply



Resume
• Up to five resumes can be saved to your profile

• Option 1: Upload your own resume
oMust be smaller than 5MB in size

oCan be in  GIF, JPG, JPEG, PNG, RTF, TXT, PDF or Word format

oDo not include classified or sensitive information, social security number, 
photos of yourself, or personal information (age, gender, religion, etc.)

• Option 2: Build a resume using the USAJOBS builder tool
o The tool pulls information from your profile 

oRe-sort the order that experience appears

oAdd or edit details easily from the dashboard; pre-formatted

oCopy and paste from a plain text (.txt) file
15



Make Your Resume Searchable
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• Allows federal recruiters to find and 
contact you about job 
opportunities that match your 
experience and work preferences

• Only one resume can be made 
searchable at a time; they are 
searchable for 18 months

• If your resume is searchable, so is 
your completed profile 



Supporting Documents
The Required Documents section lists the documents you may need to include with 
your application to show you are eligible and qualified for the job, such as: 

• Resume 

• Transcripts

• Performance Appraisal(s)

• Transcript of Service and SF-50s from prior federal service

• Other:
o Executive Core Qualifications (needed for applying to Senior Executive Service)

o Veteran documents (DD214, SF-15, VA Letter of Disability, Marriage License)

o Proof of special authority (Schedule A letter, Peace Corps certification of volunteer service; 
Form BIA 4432)

o Cover letter 17



Searching for Jobs
You can search for jobs by typing a keyword or location into the search 
box, then use filters to narrow your search:

• Remote or telework eligible jobs

• Hiring paths

• Pay

• Agency

• Job series and/or grade

• Work schedule preferences

• Appointment type

• Security clearance needed

• Travel

• Mission critical career fields 18



Federal Civil Service

• Positions in the Executive BranchCompetitive Service

• Positions not in the competitive service or the 
Senior Executive Service

• Legislative and Judicial Branches
Excepted Service

• Senior managers and leaders
Senior Executive 

Service
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Eligibility vs. Qualifications

Eligibility

• Hiring paths – agencies will indicate 
which group(s) of individuals are 
eligible to apply

• Example: Must be a veteran, current 
federal employee, or recent graduate 
to apply

• Only eligible candidates will be 
considered

• Review “Who may apply” section of 
the job announcement
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Qualifications

• Reviewed after eligibility is determined

• Work experience (number of years and 
type of work), skills, education, overall 
knowledge of a particular field of study

• Review the Qualifications section of 
the job announcement

• Tailor your resume to show required 
skills and experience



GS Pay Scale

The General Schedule (GS) classification and pay system covers most 
professional, technical, administrative, and clerical federal jobs.

• 15 grades: GS-1 (lowest) to GS-15 (highest)

• Each grade has ten steps, each reflecting approximately 3% of the employee’s 
salary

• Agencies establish grade levels of positions based on complexity, 
responsibility, and required qualifications

• Base salary for each grade level remains the same

• Locality pay differs based on cost of living in the region where the job is based

• Base pay + locality pay = total salary
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Reading Job Announcements

22

The job announcement 
includes the following sections:
• Summary
• This job is open to
• Duties
• Requirements
• How you will be evaluated
• Required documents
• How to apply



How to Start an Application
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1. Sign into USAJOBS

2. Make sure the required sections of your profile are 
complete and all other profile information is up-to-
date. During the application process, some of this 
information is sent to the hiring agency.

3. Find the job announcement you want to apply to –
you can search for jobs by keyword or location or 
use your Saved Searches.

4. Thoroughly review the job announcement 
including the How to Apply and Required 
Documents sections.

5.  Click Apply. The USAJOBS application process will 
guide you through five steps:

1. Select Resume

2. Select Documents

3. Review Package

4. Include Personal Info

5. Continue Application with Agency

6.  During the final step, you will be asked to certify your 
application is true, complete, and made in good faith. If 
you answer YES, check the box and click Continue to 
Agency Site. Select Previous if you would like to go back 
to review or edit your information.

• Once you select Continue to Agency Site, you will be 
sent to the agency application system where you may 
have to complete additional steps to submit your 
application.



More About the Federal Hiring Process

1. Agency HR official reviews eligibility and qualifications

2. Agency HR official may ask candidates to take an additional assessment

3. Agency HR official ranks candidates based on relative degree of knowledge, 
skills, and abilities, and veterans’ preference, if applicable

4. Agency hiring manager may conduct interviews 

5. Agency hiring manager selects the best candidate who is within reach on the 
list the agency has been provided

24

Login to your USAJOBS account and click “Home” to view the jobs you applied to 
and track your applications



More About the Federal Hiring Process 
(continued)

6. Applicant is given a tentative job offer

7. Other applicants are notified of non-selection

8. Agency conducts background investigations and other pre-employment checks

9. Applicant is given the final job offer

25

Login to your USAJOBS account and click “Home” to view the jobs you applied to 
and track your applications



USAJOBS Events Page 
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• Federal agencies post open 
recruitment events on the 
USAJOBS landing page

• Some recruitment events offer 
resume best practices and on-
the-spot interviews

• Click “View more events” at the 
bottom of the USAJOBS landing 
page to see all recruitment 
events 



Student & Recent Graduate Hiring

OPM’s Pathways Program allows agencies to recruit students and 
recent graduates to rewarding careers in federal public service.

Pathways has three components:
• Internship program – paid internships for students currently enrolled in a 

degree-seeking program at an accredited institution

• Recent Graduates Program - two-year career development program for 
recent graduates who completed a qualifying degree or certificate within the 
last two years

• Presidential Management Fellows Program – a two-year career development 
program that focuses on leadership development for students who have 
completed an advanced degree program.
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Resume Best Practices



Resume Tips

• Use plain language – limit jargon

• Explain acronyms

• Highlight relevant experience and education (experience can be unpaid or volunteer)

• Explain what you did, how you did it (skills, software, systems, etc.), why you did it (in 
order to…), and any results (e.g., saved organization $10K)

• Clearly show how you meet the qualifications or the specialized experience for the job 
(see the job announcement)

• Align your experience and qualifications to work start and end dates

• Do not include personal information (other than your name and contact information) 
or photographs

• Length ​can be unlimited, but some job announcements specify a page limit
29



What to Include in Your Resume

• For each work experience entry, include:
o Start and end dates (including month and year)

o Number of hours worked per week

o Grade and series (if you’re a current federal employee)

o Level and amount of experience (e.g., if you are a project manager or team member)

o Specific skills or experience that aligns with the qualifications listed on job announcement

• Example:
Customer Service Representative 

January 2019 - Present
40 Hours/Week

• Experience/Accomplishment

• Experience/Accomplishment

30



Questions Your Resume Should Answer

• What makes you qualified for the job?

• What value would you bring to the position?

• Does your work history reflect your experience?

• What results have you produced that are relevant to the job?
o Who or what groups were impacted?

o How would you quantify the results?

o What were the cost savings?

o Did you exceed deadlines?

o Did you receive awards or recognition?

o What changed or improved?
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Common Myths



Myth #1

Resumes are 
scanned for 

keywords by an 
automated system.
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False: 

Real people (HR professionals) 
review  resumes for qualifications. 

Most agencies use an automated 
system to record and store 
applicant information and 
documents. 



Myth #2

You must know 
someone to get a 

federal job.
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False:

You do NOT need to know 
someone to get a federal job. 
If you are eligible and 
qualified for a federal job, 
you can present a 
competitive resume 
including your knowledge, 
skills, and accomplishments.



Myth #3

A federal 
resume should 
not exceed two 

pages.
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False:

Most hiring agencies do not have a page limit 
on the resume. Some hiring agencies will limit 
a resume to a specific number of pages, so 
read the job announcement carefully to 
understand whether a page limit exists.

Resumes should include job titles, salaries, 
employment dates, and duties and 
accomplishments that relate to the required 
knowledge, skills, and abilities listed in the 
job announcement.



Questions
Follow USAJOBS on Twitter and LinkedIn to learn about federal hiring tips, 

upcoming events, and job highlights

Contacts:

Lauren Foreman 
Management and Program Analyst

Katherine Kovar
Engagement Analyst

Contact USAJOBSEngagement@opm.gov



Upcoming Webinars

January 31, 2023      A Comparison Between Manual and Automated Microbial Testing Methods

Register at https://www.foodprotection.org/events-meetings/webinars/



InternationalAssociationforFoodProtection

@IAFPFOOD international-association-for-food-protection

IAFPFood

Be sure to follow us on social media

@IAFPSPDG

IAFP Student Professional Development Group



This webinar is being recorded and will be available for access by IAFP 
members at www.foodprotection.org within one week.

Not a Member? We encourage you to join today. 
For more information go to: www.FoodProtection.org/membership/

All IAFP webinars are supported by the IAFP Foundation with no charge to participants.

Please consider making a donation to the IAFP Foundation so we can continue to 
provide quality information to food safety professionals.

http://www.foodprotection.org/resources/webinar-archive/
http://www.foodprotection.org/membership/
http://www.foodprotection.org/about/iafp-foundation/



