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Tips for Preparing Your Resume
Resumes with work experience arranged chronologically work best when applying for Federal Jobs.  Regardless of the format used, there is certain basic information that must be included:
Contact section
:  Who are you and how can you be reached
Objective statement
:  What do you want to do
Education section
:  What have you studied and learned?
Experience/Employment section
: What can you do?  What have you done?
Professional activities and accomplishments
:  How have you been recognized?  What are your professional affiliations?
Miscellaneous
:  What else do they want to know about you?  What else do you thing is important that they know about you?
For more information on preparing your resume visit the following website:
http://www.fs.fed.us/r4/fire/r4fire_hire/tipsPreparingApplication.pdf
)
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For additional tips on using AVUE, visit the following site:
https://www.avuedigitalservices.com/casting/aiportal/control/tips;jsessionid=a13a53e530d5e9fdc20b1d2f4d7392f9e9cca59a45ed.e38PaN8TbNaTaO0Mb3qSa3yOa40
) (
Typical Steps in the hiring process
Job Analysis:
  The hiring manager or supervisor describes the work to be done, and determines the knowledge, skills, abilities, or competencies required to do the work.
Vacancy Announcement:
  The agency gets the word out about its current or potential openings.
Screening Applications:
  
The Human Resource Specialist evaluates y
our application 
against
 the position’s qualification requirements and determines your eligibility, and in some cases, 
your
 ranking, relative to other candidates.
Referral:
  The human resource office issues a list of qualified candidates to the selecting official.
Interview:
  In some cases interviews are conducted of the top candidates, but now always.  The interview can take place in person or by telephone.
Selection:
  A hiring manager may select from among a pool of qualified candidates.  If a selecting manager doesn’t identify a good candidate on the first try, the process goes back to the recruiting phase.
Job Offer:
  An offer is made to the selected candidate, and if the candidate accepts, then a starting date is determined.
)
Before Applying for a Job
Like many of us, you may find it difficult to prepare a job application or resume.  Yet, an employer reviews your application to determine if you meet basic requirements and to determine whether you’re one of the best candidates to interview.  So, your resume serves as a critical checkpoint in the hiring process.
To help you ace the application and interview process check out the tips and tricks located under the ‘Federal Hiring Tools’.
Under the ‘Federal Hiring Tools’, there is a wealth of information to help you understand the terminology of federal employment, being a federal employee, pay schedule and how it is determined and tips for preparing an application.
If unsure of what something in the announcement means be sure to check out ‘Crack the Code’ under ‘Federal Hiring Tools’.

How to Apply for US Forest Service Jobs
1. Log on to Internet Site:  https://www.avuecentral.com
2. Click ‘Applicants’
3. Click SIGN UP
4. Set up your New User Registration
5. Next you will need to create your Career Portfolio.  From the Home Page, click on the red Career Portfolio tab
6. Fill out information on each consecutive page and ALWAYS HIT SAVE at the bottom or this information will be lost.  Preferred locations can be modified later in each application.
7. You may need to provide Supporting Documentation.  If applicable you may attach transcripts, documentation of veteran’s preference (DD214), or other like documents.  These must be attached to use these documents to qualify.  
8. Under the Additional Information tab, include special awards, skills, training, experience, qualifications and any other job related information.
9. Once you have created your Career Portfolio, you can search for jobs.  
From the home page, select the red Job Search tab, then search and select the specific jobs you are interested.
10. If you know the Announcement Number, select Job Search tab, then select ‘Search by Filters’ tab.  Enter the announcement number in the box.  Do not enter any additional information in the search by filter fields, only the announcement number.
If you are not a permanent government employee you would apply to the announcement number that had a DP on the end (Example:  OCRP-HANDCREW-462-7DP).
11. After entering the Announcement Number, click Add. Then on the right click ‘Find Jobs’.  Click on the Job Title that comes up under Vacancy Search.
12. Click on Apply with Avue, located on the right side of the screen.  From here fill out all the fields listed on the right side of the screen in red (mandatory fields).
13. To apply for a job placed in your Job Cart, click on the Vacancy title.  On the next screen, select Apply with Avue from the right hand menu to begin your application.
14. Be sure the information from your ‘Career Portfolio’ all transfers over.
15. Click on This Application and review all information before sending.
16. Click on Send Application to complete the application process.
17. After sending your application, from the home page, scroll down to ‘Jobs I have Applied For’ and click on the red job title.  On the right click ‘View Status of Job Application’.  Make sure it says ‘Tentatively Passed Basic Qualifications’.  If it says failed, you are not eligible for the job or made a mistake on your application.  
You can periodically check the status from this screen.
18. You muse recertify your application every 60 days or it will no longer be considered!  From Home Page, scroll down to ‘Jobs I have applied for’, then next to the position click update, then continue, then review and save all mandatory fields on the right (start with personal information, you have to re-check your disability status), and resend your application.  Repeat step16.

Additional Information		
Be sure to thoroughly follow the instructions listed on each vacancy announcement, as they will vary.  Read the instructions very carefully.  Provide ALL information requested including documentation required for the position.
Answer all job related questions to the best of your ability.  
Double check for typos and grammatical errors.
Stress actions and achievements.
Sell yourself!  
If you have any questions, you can call or e-mail the contact person on the vacancy announcement.

