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Why Do I Want A Federal Job?

• Work-Life Balance

• Job Security and Stability

• Regular Promotions

• Career Progression

• Pay and Benefits

• Veteran-Friendly

• Unique Hiring Options:

– Current Student

– Recent Graduate



How Do I Get A Federal Job?

• Create an account on USAJOBS.gov

• Decide which Federal job series and jobs you want.

• Figure out which GS grade(s) is the best fit for you (GS-5 
to 15).

• Write a Federal resume customized to the job series and 
job you want and then upload it to your USAJOBS account.

• Upload all required documents (transcripts or cover letter).

• Apply! If you’re getting referred to the Hiring Manager, 
your resume is working for you – keep going.

• If you are not getting referred, you’re not doing it right –
review and fix.



Federal General Schedule Job Series

OPM Position 
Classification Standards 
for GS jobs

https://www.opm.gov/poli
cy-data-
oversight/classification-
qualifications/classifying
-general-schedule-
positions/#url=Standards

This page lists all the General 
Schedule (GS) jobs, AKA “white-
collar” jobs

https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/#url=Standards


Federal Salaries in our Region



Federal Salaries

• GS runs from GS-1 through GS-15

• Each GS grade is divided into 10 steps

• Each grade and step have their own salaries 

based on their location

• The more expensive the location, the higher 

the salaries

• If you get a job offer, you could try to 

negotiate a higher Step, not a higher Grade



Different from Private Sector Resumes!

They are much longer: 3 – 6 pages on average, 
longer for more senior jobs.

They have to jump through a lot of hoops: KSAs, 
keywords, qualifications, self-assessment 
questions & answers, etc.

They focus on relevant specialized experience 
above anything else.

Federal resumes



Write Your Federal Resume to the Job 
Target

• Rewrite your resume. Include only the experience that’s relevant 
to your job target. 

• Focus on the last 10 years. 

• Do NOT list every job you’ve ever held.

• Use the reverse chron format – list current job first

• Revise your work experience to use as many of the keywords, 
KSAs, and qualification descriptors as possible from the job 
target. 

• Use the same language and terminology as the job target uses to 
harmonize your resume to your job target.

• Support your answers to the self-assessment questions in your 
resume to get full credit for your answers.



The official U.S. Government font is Times New Roman 12. 

You can use other fonts like Arial, Calibri, or Cambria, but don’t 
go smaller than 11 font size.Keep margins at 1”.

Avoid color and graphics. 

Keep your resume design conservative and easy to read. 

Make sure your resume has white space.

Avoid the “Death by Bullets” or the “Big Brick” formats!

Federal Resume Tips



IMPORTANT: use specific achievement and 
accomplishment examples to demonstrate your mastery 

of the keywords, KSAs, and required qualifications. 

Make sure to cite metrics, numbers, concrete results!

Include specific success stories that illustrate the value 
you added in that job.

Use Active Language. Add key details to demonstrate 
scope, scale, impact.

Answer the “Why Are You Telling Me This” question.

More Federal Resume Tips



After you finish writing your relevant job history, 
create separate sections for your Education and 
your Job-Relevant Training (including certifications, 
courses, development programs, etc.).

If relevant, create an Additional Information section 
for your Awards and Recognitions, Publications and 
Presentations, and U.S. Military Service (after 
Education and Training).

End the Resume with your Professional References. 
List 3 to 5. Use this format: Name, Title, 
Organization, Phone, Email. It’s a good idea to use 
current or former supervisors as references, if 
possible.

Even More Federal Resume Tips



When you think you’re done writing your 

resume, print it out and proofread at 

least twice. Go line by line!

Then give it to other people to read, 

review, and critique.

Use spellchecker! Do NOT let your 

resume go out with typos and grammar 

errors.

Proofread and Spellcheck!



More Questions? Let me know!
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