Tips on Preparing Your Application

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. A clear understanding of the job requirements and screening process is your first step in preparing a resume that will stand up to the competition.

Employers now rely on technology to optimize access to quality candidates. However, on-line applications significantly increase the number of applicants for each opening. So this on-line application offers employers automated questionnaires and other electronic assessment tools to screen the unusually large number of applicants and determine which to contact for interviews. Consider the following to increase your opportunity for an interview.

Understand BOTH the Eligibility and the Qualification Requirements

It is important that you review the job advertisement or vacancy announcement for eligibility and qualification requirements. You are likely to find these requirements under the following topics on the vacancy announcement:

· Area of Consideration 

· Conditions of Employment 

· Other Job Requirement 

· Basic Qualifications 

Eligibility:
Most jobs have basic eligibility requirements or conditions of employment. These typically include citizenship, minimum age, physical or medical requirements, license or certifications, security clearances, and for Federal positions, satisfying "competitive status" requirements. 

Qualifications:
Jobs also have minimum qualification requirements. These describe the minimum education, training, or experience necessary for success in the job. 

If you fail to meet these requirements you will not be considered. Move on to those job openings for which you are eligible and can qualify. 

Understand how Employers Screen or Select Candidates for Personal Interviews

Employers often use a ranking process to determine the Best-Qualified candidates. Employers might use other methods to screen candidates.

Ranking:
If you are eligible and qualified, an employer will rank you among other candidates using pre-defined, job related criteria. Employers will typically compare your experience, education, training, or past performance, conduct or safety with other candidates'. Some ranking processes, like this on-line process, produce a numerical score against the job-related criteria. This numerical score helps determine the Best-Qualified candidates for interviews.

Other Screening Methods:
Employers might use other methods to screen eligible and qualified candidates for interview. These alternate methods might include expert panels, seniority, etc.

Tips for completing your on-line resume 

· Read the vacancy announcement carefully from top to bottom. 

· Provide ALL the information requested including documentation required for the position. 

· Answer ALL job-related questions to the best of your ability. Include accurate details of your experience, education, or training in the narrative input fields provided. 

· Use ALL portions of the application to provide unique and exemplary information that sets you apart from other candidates. 

· Present your most important job-related competencies and accomplishments. 

· Stress actions and achievements. 

· Present information in a polished (and accurate!) manner. 

Sell yourself![image: image1][image: image2][image: image3][image: image4][image: image5][image: image6]
