Sequence of this Presentation
« Background Information

* Your three target audiences

Software
Personnel Staffing Specialist
Hiring and Selecting Official (or team)

- The E-Interview (Vacancy Announcement)

- Your three-layer cake with frosting

History: employment, volunteering, education, training, awards
Answering the interview questions from the announcement
What else you have beyond the announcement
Attitude and Reasons to Select YOU

- Frequently Asked Questions (FAQS)

RESUMIX Layer Cake

“"make it sweet for them!”

3rd Layer:
"What else do you have?" Other skills and
accomplishments they can have -
If they select you ...




Federal Vacancy Announcements: Types and your resulting applications

Stupid (yet fun) Question: How many sides does a
circle have?

Two!
Inside Outside
Duties and Qualifications
stated in the
announcements

What other relevant
accomplishments, knowledge,
skills and abilities do you have
for them not statedin the
announcement?

(the peanut - 2 Jayer)

What else do you have
for them?

(the chocolate- 34 layer)

What \
chocolate
did you want

to wrap

around the
peanut to
sweeten the
deal?

M&M
Peanut Candy

The Peanut

The Peanut
The hard
core, stated

skills




The Security Guard The Bull’s Eye

Vac_ancy Annou::ncen'!ent’s ' . protecting property
Duties and Qualifications blocks
+ standing guard

What is an « insuring traffic is
example of registered
value-added,
reltfvagt Your accomplishments beyond the duty
skills? description and qualifications ...
Whikt s accurate reports and duty logs

using radios and phones
wearing uniforms and equipment

skills are you
good at that

[ ] - . [ ] L] [ ]

make iﬂ'} a safe driving of various vehicles
Wise cnoice A i 1A i
[ inspecting buildings, doors, windows

first aid and CPR

Fully Automated System
ox‘fv“ for Classification
Res® FASCLASS

http://cpol.army.mil

- References & Tools

* CPOL Top Pages

*« FASCLASS

* Upper left of screen under the words FASCLASS,
select SEARCH Jobch*‘°“

« Use CAREER SERIES, GRADE and moneY

INSTALLATION to search for position descriptions
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0 begin, move the mouse over one of the menu items in the
T——>>| gray menu bar, as an example FASCLASS, to reveal the sub-
Click on the desired menu choice.




Search by Position Data

Ta search for a position description, fill in 51l applicable fields then click the Search button
Click the [ icon, ta bring up a list of valid values. To search on text in the duties section, qlifk aﬁ:ameﬂ_ﬁmﬁ

ccro g D pow: a
Position Title: | ¢ D
LN Position Title: | o
Pay Plan: [ j“]:> Series: [ {1757~ & ::> Grade: iz | W
LN PayPlan: 3] INGrade: B[ O
_ OO b e s om0 e s D
Career Program: [ | ) Region:{
Installation: [ROCKISLAND ARSENALIL =
Position Dutles: | R 2
Sorted By: { JobNumber =} | j Qb - o0\
o CO"‘ \O

Sorted by: Job Number Records Found: 43
PAY PLAN LNPP §

EGO0F CONTRACT SPECIALIST GS 1102 12 North Central
BGO0J21 ICONTRACT SPECIALIST GS 1102 12 North Central
) [BGOOL1Z [LEAD CONTRACT SPECIALIST GS 1102 12 North Central
MSQQQQU PROCUREMENT ANALYST GS 1102 12 North Central
5600035 CONTRACT SPECIALIST GS 1102 12 North Central

5 PROCUREMENT ANALYST GS M2 112 North Central |
CONTRACT PRICE/COST ANALYST |GS 1902 {12 ~ iNorth Central
CONTRACT SPECIALIST GS 102 |12 North Central
BG06216 PROCUREMENT ANALYST Gs 1102 12 North Central

T North Central




HEQUENCER: VARIES
LEAD CONTRACT SPECIALIST

G8-1102-12

Installation: ROCK ISLAND ARSENAL, IL Major Command: VARIES
Reglon: NORTH CENTRAL

Citation 1: OPM PCS CONTRACTING SERIES, GS-1102, DEC 83
Citation 2: OPM GEG / GENERAL SCHEDULE LEADER GUIDE, APR 98

PD Library PD: NO
COREDOC PD: NO

Classified By: JIMMY MORGAN
Classified Date: 08/23/2000

FLEA: EXEMPT Drug Test Required: VARIES DCIPS PD: NO

Caresr Program: 14 Financial Disclosure Required: YES Acquisition Position: YES
Functional Code: Requires Access to Firearms: VARIES Interdisciplinary: NO
Competitive Area: VARIES Position Sensitivity: VARIES Target Grade /FPL: 12
Competitive Level: YARIES Emergency Essential: YARIES Gareer Ladder PD: NO

PD Status: VERIFIED

Duties:

This position may have a specific | p g red) . Prior to use, a tralning survey(s) must be filled out.

1, Servas as a Team Leader responsible for the overall efficiency of a procursmant team organized along functional hnes. Team Leader duties include:
davalaninn nlans of artion and astablishing nrinrties for r 1.0f tha wark: assinnin wirk. ry_to ramndata the nlan of antnn: monitannn

% FASCLASS Position Description states:

1. Serves as a Team Leader responsible for the gueral efficiency of a procurement team organized slong functional lines. Team Leader duties include:
developing plans of action and establishing priorities for completion of the work; assigning work necessary to complate the plan of action; monitoring
work and revising the plan of action as necessary to improve efficiency; assigning additional work ac needed to ensurs that the team achieves its
goals; and, approving leave, In addition, the incumbent will provide input for the development of performance standard elements relating to the
technical aspects of team members jobs; provide input to the supervisor on matters pertaining to individual team members performance; bring to the
supervisor's attention matters that may require disciplinery action and recommend minor disciplinary actions; and, ensure that the supervisor is kept
fully informed on any potential problems and is aware of employes complaints. 30%

2. Directs all pre-soficitation activities. Reviews procurement work directives and procurement data packages and assigns them to the appropriate
specialist for action. Resolves problems encountered in the scope of work or specification with the customer, Insures proper certification as to
availability of funds, Reviews and approves acquisition milestanes to process the procurement from pre-solicitation through contract award and final
delivery as proposed by the assigned specialist, Makes the final determination of contract type, Reviews and signs Procurement Plans and Acquisition
Strateqies. Develaps and prepares completed Justification and Approval (J&A) documents as necessary for review/approval by the Principal Assistant
Resgonsible for Contracting (PARC), Competition Advocate, Head of Cantracting Activity (HCA), and Secretary of the Army level, Approves draft
solicitation documents and authonizes the release of the synopsis to the Commerce Business Daily. Approves the final solicitation package and
authonizes release to the Commerce Businass Daily. 20%

You write your PAR S

Served as a temporary Team Leader for over 12 months and
successfully managed the overall efficiency of the procurement
team of 5 people organized along functional lines. Developed
plans of action and established priorities for those 12 months,
resulting in our team receiving a letter of appreciation. -




Equipment Installer WG-5301-05

Notional use of FASCLASS job description to guide you in developing
your success statements for work you actually accomplished

MAJCR DUTIES

This position is the initial level in a formal training plan that develops to the intermadiate WG-07, target position is WG-08, Installs, modifies,
and removes equipment and electrical componants on/from portable shalters,

ceives specifi ructions from suparvisar or higher graded Installer in order to locate and repair broken, worn, damaged, or poorly
Dp erating wiring, ﬁxtures r.ontrols and equipment with test lamps or ammeters in portable shelters,
(Approx. 35%)

ses, vises, gnnders, lathes, lights, etc., as required in the portable shelter.

ts higher graded Installer in the installation, modification, and removal of shelves, countertops, environmental control units, drill
s
. 25%)

« Over the last year | received and exactly followed

“ specific instructions in writing and verbally. Located
“and quickly repaired broken, worn, damaged and
poorly operating wiring, fixtures and equipment,
resulting in vehicles, shelters and equipment ready
to use. My best exampleis

—~

—~

Fully Automated System
‘.dr\ for Classification
p.eﬁ" FASCLASS

http://cpol.army.mil

- Tools
« FASCLASS

» Upper left of screen under the words FASCLASS,
select SEARCH

* Use CAREER SERIES, GRADE and
INSTALLATION to search for JoP  ion
position descriptions Lo oneY




Classification Instructions
from the
Office of Personnel Management
(OPM)
http:// www. opm. gov

OPMigew Home | Subject Index |

U.5. OFFICE OF PERSONNEL MANAGEMENT

Ensuring the Federal Government has an effective civilian warkforce

Use the SUBJECT INDEX Button
in the upper right

In the SUBJECT INDEX, go to the “C’s”
Select CLASSIFICATION

Civil Sendice Rule X

* Claimes for Compengation and Leave, Decizsions an

Classification Appeals
*" Clazsification (Federal Classification Systams)
" Closurz Procsdures, forfederal employees in the Washington, DC area
® Code of Federal Regulations
" Mational Archives and Records Administration Wab Sits

¥ Tie 5, Administrative Farsonnal




OPMgos o | st fdes | nporand Unks | Concactls | Help

L5 OFFICE OF PERSONNEL MANAGEMENT

Ezwy the faders! Gownrmement has an effective ciifr workiore

White
Collar
(65)
POSN. ( ... e T e e R
CLASS.

STDS.

Federal Classification and Job Grading Systems

Within these pages yau will find:

# Genenal information about the clamsification of Federal pesitions,
* Oecupationsl informatien. and

241 | Administeative Officer Series

0342 | Support Serices Administration Series

0343 i Management and Program Analyss Series

Co I Iar‘ * Dralt Standundy 1

(WG) 036 ;Logistics Management Sefes :]
Job FVO0 - METAL PRUOCESSING GROUP

Heries Decupation Standard

Grading [ B
51. ds 3711 Electroplating @

Sl

0%ed  iManagement and Program Clerical and Assistance Senes

You can select the grading instructions you desire
and open, read and save them as
Adobe Acrobat Reader (.pdf) files

GS.1670 | Equipment Specialist Series

Eopugrart Gmockst Soum. 1870 TLAE Mnvwi dM
Fouipment Specialist Series
GRS
TABLLE OF EXNTENTS
EQNPMENT SPECIALIGT SERIES IMFDETHRN .. . 1 el i . viek

SERIES, G3-1670
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Here is a “freebie”
Do you want the equivalent job

descriptions for the private sector?
The Department of Labor (Dol)
Bureau of Labor Statistics (BLS)
Dictionary of Occupational Titles (DOT) on the Web

O*NET

http:// online. onetcenter. org

Wnlcoms io OHET Onkine!

ot ChET e

Think |

What else do you have beyond the
vacancy announcement?

What hints are there in the “About

the Position™ block to tell you about A

your 3" target audience?

What would be their problems and &

desires so they learn that you are
their solution?

10



'RESUMIX Layer Cake

“make it sweet for them!”

Icing on the cake: Why should they hire

There is a
difference
between
“I can” and

“I want to”

you? Reasons; Skills; Attitude; “enjoy ...”

Enjoy _
Like to _

'Tam very good at _

My bosses selected me to

because I am the best at
I volunteered to

You should select me because

11



