This tutorial will show you how to find federal job opportunity announcements using the improved Advanced

Search functionality of USAJOBS®.
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From the USAJOBS main screen, click on

the “Advanced Search” link.

**PLEASE NOTE: You are not required to

Search Jobs »

Individuals with Dissbilities | Veterans

Follow USAJOBS

0u®

Students and Recent Graduates | Senior Executives

have an account or be signed into
USAJOBS in order to search for a job.
You are required to have an account and
be signed in before saving a search or

applying.
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From the Advanced Search screen you are
able to select search criteria from several
different fields. Searches can be as broad
or refined as you would like.

The most widely used search criteria are
shown at the top of this page.

To run an Advanced Search, you must
enter at least one of the following:

eKeyword

oTitle

elLocation
eOccupational series

eAgency

Once you have entered specific search
criteria, click on the “Search Jobs” button.
Current job opportunity announcements
matching your criteria will then display.
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Advanced Search

Keyword Search @
(=:g.z Job Title, Agency Name, Job Anneuncer

[

ment =, Control )

salary Range @
from [ To [

Pay Grade (GS) @

Title Search @ [

Series Number Search @
Please enter all 4 digits when typing the Series Number, To sear
group, enter only the first two digits (2.g. 08 for enginsers).

—_—

n Search @
Show locations for this region

Choose State Then Locale(s)

United States

United States =
Alabama

|Arizona

Arkansas

California

Colorado

Connecticut |

Agency Search @
Choose Agency

Department Of Agriculture =
Department Of Defense
Department of Defense - Dept. of the Air Force

Department of Defense - Dept. of the Army

Department of Defense - Dept. of the Navy

Department Of Energy

Department Of Health And Human Senvices =l

Then sub agency

Occupational Series @

Add >

<< Rermwe

I™ Accounting (0510)

I Administrative Officer (0341)
I” Agricultural Engineering (0890)
I Agricultural Engineering (0890
I” Agronomy (0471)

™ air Traffic Control (2152)

I” Animal Science (0487)

™ Automotive Mechanic (5823)
I Bartending (7405)

I” Border Patrol Enforcement Series (1896)
I Botany (0430)

I Ccash Processing (0530)

[ chanlain (0n&nt
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Click buttons to add/remove

Add ==
<< Remlw?

Click buttons to add/remove

——

Applicant Eligibility @
Are you:

* a current or former Federal civilian employee who halds or held
a pon-temporary appointment: =

* Inthe competitive service > in the Executive Branch or in
a position not in the Execufive branch speifically
included in the competitive service by statute, or

« In an excepted service » position covered by an
interchange agreement?, or

+ Eligible for reinstatement? =

« A veteran eligible for veterans' preference » or separated from
the armed forces undér honorable conditions after 3 years or
more of continuous military service?

« A person with non-competitive appointment eligibility?

€ Yes & Mo

Show only Senior Executive Service postings? ‘@

© ves & No

Exclude postings for jobs open longer than 30 days? @
C© Yes & No

rt Results By

Word Relevance {7 Date

Type of Work @ Work Schedule @

I permanent I Full-Time

I” Temporary ™ Part-Time

I~ Term I~ shift work

I” petail I~ Intermittent

I~ 1cTAP Only I~ 30b Sharing

I” student I™ Multiple Schedules

Show Jobs Posted:

All Jobs |
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of the following search criteria:

Advanced Search

cemord search satary Range @ eKeyword Search — Analyst
(2.g.: Job Title, Agancy Name, Job Announcement =, Centrol =) Hore Tigs From —
it search | el v e After clicking “Search Jobs,” several

Series Number Search
Please enter all 4 digits when typing the Series Number, T
group, entar only the firzt two digits [2.g. 08 for enginsars).
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results display.

earch an entire accupation

UsAJOBS
Once on the Search Results page, you
H Refine Your Results to [SEECT- 3] PREVIOUS WEXT,
will be able to browse through all E— e —
current job opportunity announcements ;u‘;'“;f";"w"" A
Containing the keyword ”analyst_" e &2t Management and Program Analyst/Mgmt Analyst/Prog Analyst g a7 <$>

Test Spotiight 3

Join CEW and experience a unigue
opportunity alongside mititary personnel
supporting DoD missions overseas,

read more.

You will also have the option to Refine
Your Results to view “Jobs for U.S.
Citizens” or “Jobs for Federal

VIEW ALL SPOTUIGHTS.

Employees.” ‘r...,.‘...,m i i
Under “You Added,” you will see the S e

specific search criteria entered on the ‘ invirdssplasa

Advanced Search page, with the options | ™% &

to “Remove” or “Clear all and start new e

search.” ST T

Your search results can be viewed A S
according to each of the categories on -

the left side of the page. For example, e

selecting “Agency” will display how e B e
many agencies have announcements L @ e .
containing “Analyst” and the number of o

announcements within those agencies
containing “Analyst.”

GEQINT Analyst (Disable ApplyOnline True with simple URL)

To refine your search results, you can
click on any of the refiner options or
return to the Advanced Search page
and enter additional, more specific
search criteria.

Program Analyst (Acquisition)

Search Results 1410 o 34 Fage: [1)224 Page10f§
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Advanced Search

Salary Range @
From To

Pay Grade (Gs) @

Keyword Search
(2.3 Job Title, Agancy Nams, Job Annsuncament =, Control =) More Tips

analyst

Title Search [ [-sELEcT-=] 7o [-
mber Search
- 2l & digits when typing the Series Number, To ssarcl cupat
gron only the first two digits (e.g. O for er

Location Search @

Show locations for this region: United States B

Choose State

Click buttons to add/remove
Al United States

Then Locale(s)

Add ==
| Arizona
Arkansas << Remove

California =l

[American Samoa

Agency Search @
Choose Agency

Counts Sucs & Ofiender Supenision Ag, D¢ -
Department Of Agriculture
Department Of Commerce

Department Of Education
Department Of Energy
Department Of Health And Human Senices =l

Click buttons to add/remove
All Department Of Defense

Then sub agency

epartment Of Defense
1st Personnel Command
[Agency Wide
[Air Force Materiel Command
[Air Force Personnel Center
[Amy Contracting Agency
[Amy Corps of Engineers

o ional Series @

I™ Accounting (0510)

I~ Accounting Technician (0525)
I™ Actuarial Science (1510)

I™ Administration And Office Support Student Trainee (0399)
I Administrative Law Judge (0935)

™ administrative Officer (0341)

I” Aerospace Engineering (0861)

I™ Agricultural Engineering (0890)

I~ Agricultural Engineering (0890)

I” Agronomy (0471)

I~ Air Conditioning Equipment Mechanic (5306)

Applicant Eligibility €
Are you:

* a current or former Federal civilleggployee whe holds or held

« In the competitive service » in the Execigggranch or in
a position not in the Executive branch specifi
included in the competitive service by statute, or

« In an excepted service: position covered by an
interchange agreement=, or

« AVeteran eligible for veterans' preference - or separated from
the armed forces under honerable conditions after 3 years or
more of continuous military service?

« A person with non-competitive appointment eligibility?

I air Traffic Control (2152) C Y= & Mo

[ sircraft Enaine Machanic (86021

Type of Work @ Work Schedule @
¥ permanent ™ Full-Time

I~ Temporary I~ Part-Time

Exclude postings for jobs open longer than 30 days? @ ™ Term I~ Shift Work

O Yes & No I™ Detail ™ Intermittent

Sort Results By @ ’l: ICTAP Only 'l:mu Sharing

& keywordRelevance ¢ Date Student Multiple Schedules

show Jobs Posted: @ [ Jobs -

Show only Senior Executive Service postings? @
€ ves & No
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Once you have entered any additional search criteria, click
“Search Jobs” to view more specific search results.

The above example shows the following search criteria being
entered:

eKeyword Search - Analyst
el ocation Search - All United States
eAgency Search — All Department of Defense

eType of Work — Permanent

‘SIGN IN OR CREATE AN ACCOUNT

Within the Location Search, you can choose a
world region or search the US for a state and
select either all or some cities/locales within
that state. You may also choose to select All
United States. Simply press the “Add” button
to add any locale that you have highlighted.
This process may be repeated for as many
states/locales that you wish to add to your
search.

Within the Agency Search, you can choose an
Agency and then select any sub agencies. Like
Location Search, press the “Add” button to add
any agency and sub agency that you have
highlighted. This process may be repeated for
as many agencies/sub agencies that you wish
to add to your search.

The Occupational Series field allows you to
scroll through the list of all occupational series
and select multiple series to be included in
your search.

Within the Applicant Eligibility section, there
are several programs identified to which you

\may be associated. Links to descriptions of

these programs are provided.

You can designate to confine your search only
to:
eSenior Executive Service positions

eExclude positions older than 30 days

You can also indicate the
*Type of Work

*Work Schedule
*Order to sort your results by

*Refine the search by posting date

Select the blue question marks for an
explanation of each search field.
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You will now see a more refined list of

search results. USA]OBS‘ e v e
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To the right of the Job title there is a =

link to a ”QUiCk View” of the JOb Refine Your Results soter: [SEIECT 3] {previous. wexr)
opportunity announcement, which is a o s e Spolght

condensed version of the job
opportunity announcement.

Contract Price/Cost Analyst

Agency:
Location:

Clicking on the “More Like This” link -
will display job opportunity s
announcements with similar titles and
grade levels.

read more...

VIEW ALL SPOTLIGHTS

Program Analyst (Acquisition

Agency:
Location:
Salary:

Open Peri

» Pasting Date

» Exclude These

To view the entire job announcement,
click on the highlighted and underlined
job title on the Search Results page

PROCUREMENT ANALYST

#N Home - SearchJobs - My Account - Resource Center
. SearchJobs Keyword Tips @) where: H H
USAJOBS The complete job opportunity

' ] I 10 ) '
WORKING W FOR AMERICA' Advanced Search > announcement Wl” then dlSp'ay.

< Back to Results
—_— Deck

Overview || Duties || Qualifications & Evaluations || Benefits & Other Info || How to Apply lm 4'— YOU can elther SCI’O” through the entlre
announcement, click on the tabs at the top

Defense Intelligence Agenc .
g gency of the screen, or use the dropdown to view
Job Title: Program Analyst (Acquisition) .
eparment Depatnent fDaferce a specific area of the announcement
gency: Defense Intelligence Agency
Job Announcement Number: A11-CM-031495-01-M Share Job 3
SALARY RANGE: $62,467.00 to $115,742.00 / Per Year ggfzgz‘mi‘jmrgmez;ie“:g:enw . .
OPEN PERIOD: Wednesday, September 28, 2011 to Wednesday, October 12, Balling AFE From the Job opportunity announcement,
2011 Washington, DC
SERIES & GRADE: GG-0343-11/13 20340 ou are able tO do the fO”OWIn .
POSITION INFORMATION: Full Time - Permanent Questions about this job: Y g
DUTY LOCATIONS: 1 vacancy(s) - DISTRICT OF COLUMBIA Civilian Operations Division
WHO MAY BE CONSIDERED:  United States Citizens Phone: 800-526-4629
JOB SUMMARY: Job Announcement Number: ° i
As a member of the United States Intelligence Community, the Defense Intelligence Agency (DIA) is 3 A11-CM-031495-01-M Apply O n I Ine

Department of Defense combat support agency. With over 16,500 military and civilian employees
worldwide, DIA is a major producer and manager of foreign military intelligence. We provide military
intelligence to warfighters, defense planners, and defense and national security policymakers in the . .
Department of Defense and the Inteligence Community in suppert of U.S. military planning and oPrint Preview
operations and weapon systems acquisition. We invite you to learn how you can become a valued

member of the DIA team.

DCIPS TRANSITION INFORMATION: .Save Job

Control Number: 300201400

eShare Job

If you require additional information or assistance, please review the contents of the Resource Center or
contact USAJOBS customer support through the Contact Us page.





