Suggestions From the ASAP Office

See www.usajobs.opm.gov for positions not listed in this recruitment notice.

· It is critical you read the vacancy announcement thoroughly.

· Ensure that you are using correct Form C instructions.

· Ensure you send the required documents as listed in the “How and Where to Apply” section of the vacancy announcement.  If you do not supply the necessary information or you submit an incomplete package, it will NOT be returned to you.  You will need to submit a complete application package by the closing date to be considered.

· If you would like confirmation that your application was received in our office, send a self-addressed and stamped postcard with your application and we will return it to you.

· Complete Appendix B or use a similar format if you are using education in lieu of or in combination with experience.

· Review your acknowledgment letter to ensure you completed the Form C correctly.  Instructions for making changes are in the letter.  Changes will only be allowed prior to the closing date of the announcement.

· We encourage you to talk directly with supervisors at your desired locations and to share your acknowledgment letter.
· Your resume will become a scanned document.  Please use white paper to ensure legibility (dark colors do not scan well; no need for “fancy” paper).
· For wildland firefighting positions, in order to be considered you must include your date of birth on your application or resume.  
Common Mistakes Made When Completing Form C:

· No case number listed

· No location code

· Second page of Form C not completed

· Section 17, Block 1 is left blank

· Form C was sent folded, as a copy, torn, smeared, etc.  This is a scannable form and it cannot be processed if it is damaged.
Common Mistakes Made When Completing Resume’:

· No resume’ attached

· Work experience narrative is not included

· Unable to credit education, coursework was not provided

· Enter work dates in month/day/year format

· No vacancy announcement number

Checklist on reverse

APPLICATION PACKAGE CHECKLIST

Please review the following checklist prior to submitting your application to ensure that it is complete and accurate.

A.  Items Required from ALL Applicants:
___
Experience/Employment History Information (any written format specified under the “How & Where To Apply” section of the Recruitment Notice.).  No more than 4 pages will be scanned into our system.

___
Completed Qualifications & Availability Form (Form C). This is an original, scannable form.  Use only a #2 pencil to fill it out and DO NOT FOLD this form.  Photocopies or facsimiles of this form will not be accepted.

B.  Additional Items Required from Applicants Qualifying Based on Education:
___
A list of related coursework, including semester/quarter credits and grades.  You can send in Appendix B OR any format that contains the same information.  If you are qualifying based on a combination of education and experience, submit a copy of your worksheet (Appendix C and/or D).  Be sure you have the related coursework.

         NOTE: Upon selection, transcripts must be submitted to the Unit’s Human Resource Office.
C.  Additional Items Required from Applicants Claiming Veterans' Preference:

___ A legible copy of form DD-214, Certificate of Release or Discharge from Active Duty, or other proof of eligibility.
         NOTE:  Without documentation, we are unable to give you credit for your Veterans' Preference.

Important:  After reviewing your application package, an acknowledgement letter will be sent to you.  The computer, based on the information you complete on the Scannable Form C, produces your letter.  Please review this letter for accuracy and notify us immediately, in writing, of any changes or corrections.  You may respond via e-mail, fax, or through the mail system as all changes must be requested in writing.

If you would like confirmation that your application was received in our office, send a self- addressed and stamped postcard with your application and we will return it to you.

Due to mail and processing time, allow 3 weeks before calling this office to check on the status of your application.  Within this timeframe you should have received your acknowledgement letter. 
Submit completed forms to the following address:

USDA Forest Service  FSJOBS

Automated Staffing Application Program

1387 S. Vinnell Way

Boise, ID   83709

