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Understanding Federal Employment

• Federal hiring operates under structured HR regulations.
• Applicants must demonstrate qualifications and specialized experience.
• Federal resumes are typically longer and more detailed than private-sector resumes.

Federal Hiring Systems

• Title 5 – Most federal jobs including HR, administration, IT, and finance.
• Title 38 – Medical professionals such as physicians and nurses.
• Hybrid Title 38 – Clinical support roles commonly used in federal healthcare systems.

Understanding USAJobs

• USAJobs is the main portal for federal employment.
• Applicants create profiles and upload resumes and documents.
• Saved searches help applicants track job opportunities.

Breaking Down Job Announcements

• Job Title identifies the position.
• Series identifies occupational classification.
• Grade identifies pay level.
• Specialized experience determines qualification eligibility.

Federal Resume Structure

Section Purpose

Contact Information Name, phone, email, address

Professional Summary Overview of experience and qualifications

Core Competencies Skills aligned to job announcement

Work Experience Detailed duties, accomplishments, hours worked, salary

Education Degrees, certifications, training



Resume Keyword Strategy

• Identify keywords from job announcements.
• Match resume content with specialized experience requirements.
• Use measurable accomplishments.

Federal Hiring Questionnaire

• Applicants rate their experience levels.
• Answers must align with resume content.
• Inconsistencies can lead to disqualification.

The Referral Process

• Applications submitted through USAJobs.
• HR reviews qualifications.
• Qualified applicants are placed on a certificate list.
• Hiring managers select candidates for interviews.

Federal Interview Preparation

• Federal interviews often involve structured panels.
• Prepare examples using the STAR method.
• Demonstrate leadership, teamwork, and problem solving.

Common Federal Hiring Mistakes

• Submitting short resumes.
• Not demonstrating specialized experience.
• Applying for grades above qualifications.
• Missing required documentation.

Next Steps

• Review job announcements carefully.
• Tailor your federal resume to each position.
• Prepare application materials early.


