Quick Start GuideApply to a Job Posting

ACCESS THE CAREERS PAGE signn x
A Launch youweb browser(recommended: Mozilla Firefox). L rosertiome
*Password

A Enter the URbttps://www.FBlJobs.gov If you are experiencing issues Em T

fFdzyOKAy3 GKS 6S0aAiGSs SyadaNB GKINBS | Aa | a€e Ay gKGGLEE 2F GKS 6S0 I RE
A Select theApply to Jobsor Search Jobbutton to navigate to the Careers e youane user? oo o

page.

3 |7 Posting e SE?:TI':JIGI’S(_ S— .,
CAREERS WEBSITE: GETTING START EDussicans o " .
1. Log into your account. Enter your credentials in theer Nameand Talent Networks (3)
Password|e|ds :_Z;L:lrrent Permanent Employees Only 9 search result(s)

2 Se|ect thd_oglnbutton SAFETY & OCCUPTL HLTH SPECLST-HQ

. . w Department

N . . oA . | I A . p Posting ID USCIT-11719-1
b20SY LT €2dz R2Yy QU KI Registér MowlnkOTO 2 dzy Uf 2c NS FA@dlrS N dza A Y I U K Socation nanonwie
learn more about creating a account, revidve “ Department ASSOCIATE DEPUTY DRECTOR

. . D3-HUMAN RESOURCES DIVISION Posted Date 05/12/2017
job aid. @)
ASSOCIATE DEPUTY DIRECTOR (1) ITSPEC (SYSADMN/CUSTSPT) - 999B
D22-FIELD FLIGHT OPERATIONS (1) Posting ID USCIT-11712-1
V I E W A J O B P O S T I N G LITTLE RECK (1) Location NATIONWIDE
NEWARK (1) ' Department LITTLE ROCK
NEWARK (1)
3. Select a title in théosting TypeDepartmentandJob Posted Isection to QUANTICONEWLAGTS (1 Fosted Date SO
filter the available job Opportunities_ - li Investigative Specialist (Aerial) Coordinator 1801 GS 13 (CIRG ONLY)
Posting ID PERME-11621-1
4. When you find a Job Posting of interest, select on the Job Posting to vieyw - Job Posted In Location NATIONWIDE
theJob S tail . Department D22-FIELD FLIGHT OPERATIONS
€.Jo ummargletails. i Posted Date 04/14/2017
2016 (1)

OPTIONAL:USING THE SEARCH FIEL|D

AND JOB SEARCH AGENT A|searchdobs
. . Investigative Specialist »
A. Search JohdJse theSearch Jobs field to search for a Job Posting by
enteringa Job Title Locationor Keywords C|Clear Search B | Save Search

B. Job Search AgenBelect theSave Searclink to save your search undbty
Saved Searche¥ou can also set up notifications by selectingEh®ail me
checkbox to receive email updates. Cancel Save Search save

C. Clear SearchSelectingClear Searchvill remove all search parameters and

. . . . *5 h N INVESTIGATIVE SPC
display all available job opportunities. e

Email me when new jobs meet my criteria

*Email To Applicant@yahoo.com
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F;Bo{:.s Quick Start GuideApply to a Job Posting

Federal Bureau of Investigation

BEGIN AN APPLICATION

5. Carefully read and review the all sections of fled Summaryo .
understand the requirements of the FBI position.

o Pravious Job Investigative Specialist (Aerial) Coordinator 1801 GS 13 (CIRG ONLY)

6. Select theApply for Jobbutton to begin completing an application for the R
selected job posting. 5 | o ay somy

| Open o current, permanent Fal enpioyses currontly assigned o the Crileal ncdent Resgense Group{CRG) DKL

Opening Date: Apri 14,2017

7. Read the applicatiofierms and Conditiomnd select thecheckboxto
continue with your application.

Note: The left side of the application displays where you are in the
application process. Thdextbutton is the only way to move to the next
step in the process.

Humber of Posiions Availabie: 1

Duratian: Ful Teme/Permasent,

Important Note: Thenumber of applicationstepsdisplayed willvary e e e
depending on the type of jobpening selected.

X Exit Apply for Job Em =

SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance Divi i [
g y pp Start 7 | Step10f8: Start
In Progress
This job apphcation allows you to atiach a resume and has a number of sections, ranging from job preferences to work experience. The step-by-step process
will guide you through the application. Plezse fill in all information carefully and completely before submitting
Preguali
25 ,‘;,En;f Before you begin the job application process, please read the Terms and Conditions carefully. By selecting the *| agree to the Terms and Canditions” checkbox
you indicate that you have read and understood these Terms and Conditions and acknowledge your agreement with them. If you do not agree, you will not be
zble to submit zn application and should select the Exit buttan
5 | Resume
=/ NotStarted Prequalification Notices
Job Title SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Job ID 11185
T — Finance DivisionWashington, DC
+ ] Exporioncs . | A0 appiicants are required to answer questions regarding their suitability for 2 pasition in the Federal Bureau of Investigation (FBI).
L Please answer the questions below and submit once completed
5 | Attachments ~
Mot Started and Conditions
[ 1 agree to the Terms and Conditions
¢ | Additional .
Mot Started
7 | Diversity
5 | Review and Submit

Apply to a Job Posting
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JOBS Quick Start GuideApply to a Job Posting

ANSWER PREQUALIFICATION
QUESTIONNAIRE

9. Answerall thequestions irthe Prequalifysection.

10. Select theNext Button to continue your application.
Note: Select the Hamburger meH to displaybtdnee as Drafand

ContactU2 LJiA2yad {StSOG GKS /2yidl O
question about the application or if you are experiencing technical issues.

7 | Diversity
ot Star

8

Review and Submit
e

Step 2 of 8: Prequalify

To be eligible to submit an appiication you wil need to answer the follawing questions

Prequaliry (Required)

anderga a pre-e
or polygraph exami

nation, and a urinalysis drug test. Refusal 1o submit 1o an FBI urinalysis
n from the applicant process.

2.1 am willing to undergo a comprehensive background investigation which includes, but is not limited to, contact with all references,
employers, coworkers, close personal associates, elc.; review of my driving record; credit history; criminal history; and service in the military.

y. 02 @GASs ClvQas adoYAl| |

4 st
Complate

Prequalify
In Progress.

Apply for Job
Step 2 of 8: Prequalify
To be eligible to submit an application you wil need to answer the following questions Save 3 Dvat
Prequalify (Required) :\u ------------------------------

1.1am willing to undergo a pre-employment polygraph, physical examination, and a urinalysis drug test. Refusal o submit 1o an FBI urinalysis
(drug test) or polygraph examination is grounds for disqualification from the applicant process.

Yes

No

2.1am willing to undergo a comprehensive background investigation which includes, but is not limited to, contact with all references,
eemployers, coworkers, close personal associates, etc.; review of my driving record; credit history; criminal history; and service in the military.

Yes

No

Apply to a Job Posting
For All Applicants
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Federal Bureau of Investigation

RECORD SELFFT RESULTS (SPECIAL

AGENT APPLICANTS ONLY)

tl' e Start Step 2 of 8: Prequalify
Complte

Applicants applying to the Special Agent job posting are required to completg
SelfPFTprior to beginning the Special Agent application and record their resiilfs| ) Set T Exlanaon Meseage

In Frogress.

on the application. Visit FBIJOBS.gov for additional information regarding the |FBI e . P e Tl s S

3 Online Questionnaire

Physlcal FltneSS Test PrOtOCOII o s Plesse waich the PFT pratocol video and visit our website for more infarmation.

Education and Work If you have questions regarding the FFT, please contact your Applicant Coordinater.
4 Experience v
Net Stated Self-PFT Entry

1 1 E t th b f I t St U YOU WILL HOT BE CONSIDERED FOR THE NEXT PHASE OF THE SPECIAL AGENT SELECTION SYSTEN (SASS) UNTIL YOU HAVE
. nter € numbper or con p eledlit pS Atiachments SUCCESSFULLY ACHIEVED A LEVEL OF FITNESS THAT WILL ALLOW YOU TO-OBTAIN A PASSING SCORE OH AN OFFICIAL
Not Stzred FEI-ADMINISTERED PFL.

H 'YOU MUST PERFORM THE SELF-PFT TO PROVIDE THE MOST ACCURATE RESULTS.
12. Enter your300-Meter Time s s,

IMPORTANT:

rsit-ups, you must enier
ush-ups completed unfil

All evenis must be performed in the order listed below with no mere than five (5) minutes bresk in between each ever
the number of sit-ups you sre sbls to sccomplish in one minute. For push-ups, you must enter the number of contin

13. Enter the number of completeBushUps )

A passing score requires & minimum of 12 points with st lesst one point in each svent.
Review and Submit

14 E nter yo u rl 5 M Ile TI me ® | Mot Stred Pliease review your SelfFFT results and be sure that you provids sccurste resulfs. Kesp in mind, each submission will be recordd in aur sstem

11-15 *Sitlps |55
| “300-ueter Time (55.5) |50.2

*Pushlps |52

15. Select youGenderfrom the drop down menu.

*1.5 Nile Run Time (M:S$) | 11:00

16. Select theClick Here to Score Sd#fTbutton to view your results. o e
Note: YowPass/Failresults immediately display aribtal Points ceee——r—— .

17. Indicate if you hav&pecial Operations, Tactical, or SWAT experience. @Il

18. Read theTerms and Conditionsegarding the SelPFT and Select the
agree to the Terms and Conditiorcheckbox. o
Note: TheNextbutton allows you to continue only if theagree to the o
Terms and Conditiosheckbox is selected. [17] =meeis s g |

SUIAT experience?

Terms snd Conditions

19. Select theNextbutton. |1_8 [ mee———

Self-PFT Terms and Conditions
Self-PFT Terms and Conditions
| have viewed the PFT protocol video and conducted the SelfPFT. With my submission, | certify that | schieved the scores set forth above and that each event was completed in strict acoordance with the FBI's testing protocols,
| undesstand thet failure to schieve scores during an offcial PFT consistent with the scores recorded sbove could be viewed 5  ladk of candor during my beckground investigaticn and may be cause for my spplicstion being discontinued.

Please indicate your agrement to these terms and conditions by selecting ' agree to the Terms and Conditions.” Should you not be in agreement, plesse exit the application

Apply to a Job Posting
For All Applicants 4 August 2017
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Federal Bureau of Investigation

ATTACHA RESUME/COVER LETTER

X Exit Apply for Job

20. Select theAttach Resuméutton to upload a resume from your computer. NGO R AGH Sk CIAN S TUGHICS IS/t R MEnane DV /S o NRShngIontng
You also have the option tattach Cover Lettebut is not required. 1) son Step 3 of 8: Resume
Resume Attachment (Required)
Important Note: Special Agent and Intelligence Analyapplicants will 2 Comn” M
. . . . Attach Resume
not receive the option to attach a resumdhey are required to input [3) femme @
. . . . . . SD0ESS 'ver Letter Attachment
their resume information into the Education and Work Experience ) PO
section of the application. A resume will be automatically built using the 9] EpmiEs v e
information entered by the applicant.
21. Select theMy Deviceicon and follow your computer prompts to upload
your attachments. 21) 1]
22. Review your attachments by selecting the file name. SelecCtienge
Resumdink to delete the attached resume.
23. Select theNextbutton to continue your application. _ _
X Exit Apply for Job m =
SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance Division/W: DC
1 g‘:yrr\‘p\ete Step 3 of 8: Resume

Resume Attachment (Required)

Prequali
> C”':D‘e‘;y “Resul 2 2| [Resume docx
Attac ST Resume docx

E> Resume Change Resume
In Progress

Cover Letter Attachment

Education and Work
Experience v
Mot Started

You have not provided a cover letter.

'S

Attach Cover Letter

5 | Attachments
Mot Started

Apply to a Job Posting
For All Applicants 5 August 2017



Quick Start GuideApply to a Job Posting

ADD EDUCATION AND WORK
EXPERIENCE

Add addition profile information to your application by selecting the Add buttpn
and entering the required information into the modal window. SeeAitie

x Exit Apply for Job m =

SUPVY CONTRAGT SPECIALIST (UG), G$ 15 (FBI) Finance Division/Washington, DG

1 i‘uﬁ"f“mm Step 4 of 8: Education and Work Experience - Education
Educationas an example. Note you must complete Baicationsection of the Educaton History
. . 2 | Prequalify IHighes!EducmiullLevsl Bachelor's Degree B I
application. 24
Education ( d)
3 Resume st enter information in tf ti
24. Select theHighest Education Levelrop down menu to indicate your level h
of education. D=
25. Select theAdd Educatiorbutton to provide additional education details. R
26. Enter educational details to includgegree GPAand Graduation Date
| Cancel Add Education 27|/pone|
Imgortant Note 26| "DegreeiLevel Attained ||
V If you cannot locate your College/University, leave this field blank and Discipline
annotate in your resume. Description a
*Grade Point Average
V Selectthe GPA N/A checkbox if your school does not issue a GPA . d‘mj pr—
raduated | lo
Click here to submit Testing Request
*Graduation Date
GPANA () No

27. Selectthe Donebutton to save add your education details.

28. Select theNext button to continue your application

Apply to a Job Posting
For All Applicants 6 August 2017



Quick Start GuideApply to a Job Posting

ADD ATTACHMENTS
Add attachments as required by the job opening description.
x Exit Apply for Job Em H
29. Select theAdd Attachmentbutton. e =
1 g?:plaa Step 5 of 8: Attachments
30. Select theAttachment Typefrom the drop down menu. - T ———
31. Enter anAttachment Titlefor your document. Rﬁ i
32. Select theMy Deviceicon and follow your computer prompts to upload cacon sk
your attachments e :
33. Select theContinuebutton to proceed. L
34. Select theNext button to continue your application
Cancel Add Attachment |33Entinue
| 30-31 | *Attachment Type
*Attachment Title
Apply to a Job Posting
For All Applicants August 2017



Quick Start GuideApply to a Job Posting

PROVIDE ADDITIONAL

Provide additional information used for Federal employment consideration s
as FederaEmploymenhistory, US militargerviceand additional personal
information.

35. In the Federal Preferencesection identify your U.S Citizenship status, yq

36.
37.
38.

39.
40.

41.

status as a current/previous federal civilian employment, Veteran
Preference status, US Military Service and Military Rank (if applicable).

Note: All sections marked with an * asterisk require a response to conti
Select your option from th&enderdrop down menu.

Enter your Date of Birth in thBate of Birthtextbox.

Select theBirth Countrylookup to enter your Birth Country.

Enter content in theBirth Citytextbox.

Select your option from th®o you have Dual Citizenshgrop down
menu.

Note: If you have multiple countries of citizenship, SelecAtttea new row
button to add additional countries.

Select theNext button to continue your application

INFORMATION

{

Lich

nue.

* Ext

SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance oc

1 ] S Step 6 of 8: Additional Information - Personal Information
Compists

ez e =

Cument FBI Employee o
Bnd nal Information o
I Progre: I v v

Personal Information
InProgress Veterans Preferonce | None

Personal Information

*Date of Birth |05/23/1988

*Birth Country

*Birth Location

*Do you have Dual Citizenship? | No B

36-40 Gender | Decline to State B

Apply to a Job Posting
For All Applicants
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Federal Bureau of Investigation

PROVIDE ADDITIONAINFORMATION

Apply for Job

( / 2 y )Q u SUPVY CONTRACT SPECIALIST (UC), GS 15 (FBI) Finance Division/Washington, DG
Enter information on how you learn about the job opening. The questions that | | 1 %= Step 6 of 8: Aditional Information - How did you find out about us?
display on this page will vary based on the referral source selected. Referrals
. i . 2 z::;:‘:ﬂ |44‘Huwdidyuulsarnuf[hsiul)? RecrumngEvamﬁRaEruner |
42.Select an option from thélow did you learn of the jollrop down menu. —
) . 3 Resume
Note: There are five options to choose from: Carpee Provided Refaral Code
A Employee . Education and Werk Name of Referring Employee
P Experience v
A Indeed Complete Email Address
2I(_)Inhkedln 5 Attachments 42a Member of Your Family Nu
t er Complete
e . . Are you a former employee | No
A Recruiting Event/Recruiter [6) Addbora ot ' o [
iti i H In Progress Recruiting Event
In the Case you SeIeCt tmcrUItlng EVent/ReCrulteOptlon, please fOHOW Select the month, year, and state in which your recruiting event occurred. Then click search and select the event you attended.
the steps included below. Pasonal omatos | 42b-cC | o g
42a Select an option from thelonth, Year, Locatiomrop down menu o it 00 i ot et 7 | v [
InProgress N
42b.1f you were referred by a current Bureau employee at the Recruiting Event, . :
Sy G SNJ K S ReferdlMlath@Es &l Addressand indicate what " s | 42d
kind ofMember of Your Familyif applicable). Soloct O Evont lamo © SartDate O EndDato O Location &
42c.Select an option from thére you a former employee&rop down menu L] g OurfroesTranston dobFar s mmmE A
) SDSU Accounting Society Meet the Firms Networking 09/30/2016 09/30/2016 CA

42d. Select theSearchbutton.

42e. In the search results, locate yowcruiting eventand selecthe Yesslider
correspondingo the Event Name.

Note: Once th&ventName is selected, the Event Name automatically
appears in thesub Sourcéeld.

43. Select theNext button to continue your application

Apply to a Job Posting
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| Quick Start GuideApply to a Job Posting
PROVIDE DIVERSITY INFORMATION 4y |

44. You are invited to selflentify your race and ethnicity, make the appropriate
selections in theDiversity section.If you choose not to provide those 44
details, select thé decline to answercheckbox.

45. Select theNext button to continue your application

REVIEW AND SUBMIT APPLICATION

46. Review your complete application. Select on the section title to review your

responses. Select thdodify link to edit a response. |£|_|
Important Note: Your responses cannot be edited once you submit your lﬁ RO :

application. After submission, you would have to withdraw your application| | ¢
and reapply to make changes. R ,

=

............

47.Select theSubmitbutton to submit your completed application.

48. Review theApplication Confirmationmessageo learn about the status of
your preliminary screening and next steps for your application.

49. Select theCareerdink to navigate back to th€areers Homepagpeage.

Apply to a Job Posting
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