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Automatic Notification of Job
Openings




Saved Searches in USA Jobs

 YOu can elect to receive automatic
notifications of job openings through the
USA Jobs “Saved Search” feature.

 These notifications will be sent to the
email address linked to your USA Jobs
account.



Saved Searches

 Up to 10 saved searches.

 Email updates on new job postings
meeting saved criteria.

* Narrow criteria by:
— Location
— Agency
— Job Series
— Title
— Key Words



USA Jobs - My Account

e Once
logged
Into USA
Jobs
account,
click on
the Saved
Jobs link.

4 Search Jobs 4 My Account 4 Info Center

USAJOBS

"WORKING W FOR AMERICA"

My Account

Lesley Slaughter
Current Goal:

Last login:

Change Photo

™
\2) Resumes a

Saved Searches »

Saved Search 1: HRin  Date Posted:
DFW 2/16/2011
View | Edit | Delete

Create a new saved search »

You have created 1 of 10
possible saved searches.

View All Saved Searches

Welcome Lesley! | Sign out
Search Jobs Keyword Ti:s@

What: (keywords) ‘ Where: (U.5. dty, state or zip code) ‘ °

Broves Jobs > Advanced Search ®  International Search =

 Highlights from USAJOBS

New to government postings jobs? Wonder what your "Pay Grade” means? To find the salary breakdown for General Schedule (GS)

positions, please lick here for a full overview.

You currently do not have any active saved jobs. Beain vour job search.

!L] Saved Jobs +

‘ Saved Documents ~

USAIOBS allows your application for employment maximum flexibility by giving you the ability to have up to five attachments along with your
resume such as; DD-214, §F-15, SF-50, OF-306, Transcripts or other types of documents.

Upload a New Document @

Cortate v

‘ H Browse... |

Please enter a name for this attachment (100 characters max)
Upload 3
You have saved 0 of 5 possible documents.

"lq' Application Status




Saved Searches

4 Search Jobs 4 My Account - Info Center

‘ Search Jobs Keyword Tips @
I I USAJOBS [what: (keywords] | [Where: (U.5. city, state or zip code) | °
. O u C a WORINGEFORARERCH Brovee Jobs > Advanced Search > International Search =

Saved Searches help you look for jobs in your area of interest. The saved search will automatically
search for jobs based on your search criteria, and then email you when there are new jobs entered
to I O into the database that meet your specifications. You may employ up to ten Saved Searches.
O Create a new saved search P <:|
l I n I q | l e You have created 0 of 10 possible saved searches.

S e arC | l e S . Site Map  ContactUs Help/FAQs  Emplovers  Privacy Act and Public Burden Information

This is a United States Office of Personnel Management vebsite,
USAJOBS is the Federzl Government's official one-stop source for Federzl jobs and employment information.

Saved Searches




Search Criteria

You can filter the
search by:

— Location
— Job Category
— Series

You can also enter
the beginning of a
series to search an
occupation group.

— 08 for all engineer
series.

Create a new saved search

Create up to ten saved searches to find jobs matching your specific criteria.
They'll search around the clock and email you the results.

#* = Required Information

Job Locations '9

For multiple selections, or to de-select items, hold down Ctrl (C d for Macs) while clicking selections.
Select all ~

s =

AK

AK-Aleutian Islands L |

AK-Anchorage ||

Job Categories @

For multiple selections, or to de-select items, hold down Ctrl (€ d for Macs) while clicking selections.
Select all
Accounting Budget and Finance

Biological Sciences

Business, Industry, and Procurement L |
Copyright, Patent, and Trademark dl

FS

Series Number Search &

Please enter all 4 digits when typing the Series Mumber. To search an entire occupation group, enter only the
first two digits (e.g. 08 for enginears).

Occupational Series &
For multiple selections, or to de-select items, hold down Ctrl (C d for Macs) while clicking selections.

Select all

FS

9924 - Able Seaman

9925 - Able Seaman (Maintenance)
0510 - Accountant a
0500 - Accounting Budget and Finance K4




Search Criteria cont.

Agencies &

For miultiple selactions, or to de-select items, hold down Cirl (Command for Macs) while clicking selactions.

* You can search every

Select all -~
Abraham Linceln Bicentennial Commission (=]
Administrative Conference of the United States
agency Or SeIeCt a feW Advisory Council on Historic Preservation a
African Development Foundation |

by hOIdIng down the Salary Range@ OR Pay Grade (GS) @ ]
control key while rom | o | rom [ o [
SeIeCting the agency. Senior Executive

[J Restrict results to only Senior Executive Service * postings that match this search criteria

* You can narrow the

h []Restrict results to only Student Jobs postings that match this search criteria
Nationwide Jobs

— Grade Range o e

Worldwide Jobs

- Salary Range [ Exclude

« Select work schedule, Jobs Open Longer than 30 Day=
tenure, and to include e
nationwide and Dl e Chvas sharms B umite Scnachds Ootions
worldwide jobs.

O Permanent O Tempaorary O Mone




Search Criteria cont.

Select you applicant
eligibility

Name your search
|dentify keywords

Narrow location by
Zip code

Select how often to
receive notifications
— Dalily
—  Weekly
— Bi-Weekly
— Monthly
— No notifications

When finished
narrowing the search
criteria select “Save
Search”

Jobs in Demand
[ 10bs in Demand

Applicant Eligibility &
Are you a current or former Federal civilian employee who holds or held a non-temporary
appointment = =

In the competitive service * in the Executive Branch or in a position not in the Executive
branch specifically 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 under
honorable conditions after 2 yvears or more of continuous military service?

A person with non-competitive appointment eligibility?

®No Cvyes

How Often Do You Want to Receive Email Notifications?
O Daily ® weekly O Bi-weekly O Monthly O None

Title Search
Use keywords that are in the title of job of interest.

Search Keywords
Use keywords to describe your specific skills or areas of interest.

Search Locations
City, State. Zip. etc.

Select Radius v

Saved Search Title »




Saved Search Menu

4 Search Jobs % My Account 4 Info Center

Wil list all current
searches

Shows when each
search was last
updated

You may view the
current search
criteria

USAJOBS

"WORKINGIPFOR AMERICA"

Edit a saved search

Delete a saved
search

—

Welcome Lesley! | Sign out
Keyword Tips @

‘ ‘Where: (U.5. city, state or zip code) ‘ °

Brovse Jobs > Advanced Search > [nternational Search »

Search Jobs
What: (keywords)

Saved Searches help you look for jobs in your area of interest. The saved search will automatically
search for jobs based on your search criteria, and then email you when there are new jobs entered
into the database that meet your spectications. You may employ up to ten Saved Searches.

Saved Search 1: HRin DFW
View | Edit | Delete

Create a new saved search )

You have created 1 of 10 possible saved searches,

Date Posted: 2/16/2011

Tips on Managing Your Saved Searches

This option will conduct a job search based on your saved criteria, Please note that there
View:  may be jobs that appear in these results that have not been emailed to you. These jobs
are ones that are dose to the location(s) you have selected and match your other criteria,

Edit:  Make changes to your saved search any time.

Delete: Permanently removes your saved search,

SiteMap ContactUs  Help/FAQs  Employ

This iz @ United States Office of Personnel Management website.
UUSAJOBS is the Federal Gavernment's official ane-stop source for Federal jobs and employment infarmation,

Privacy Act and Public Burden Information
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