




















May 20, 2000








Greetings:





I am pleased to welcome you to the Los Angeles Federal Executive Board Job Guidebook, for federal jobs in the greater Los Angeles Area.





Inside this handbook, you will find listings, helpful contacts and hints for securing a federal job in the greater Los Angeles Area.  In many cases, the listings include web site information with direct links to those sites.  This handbook is a valuable tool in your job search.





This guidebook reflects the ongoing efforts of the Los Angeles Federal Executive Board to reinvent and revitalize the federal government.





I encourage you to take advantage of this resource.





Sincerely,

















Kathrene L. Hansen


Executive Director


Federal Executive Board


�
FEDERAL GOVERNMENT NOTES





In recent years, the Federal government has experienced downsizing, elimination of programs, budget cutting and base closures.  These changes have resulted in fewer employees hired by the Federal government in recent years.  However, with the Federal workforce maturing and retiring, opportunities for employment in the Federal government do exist.





As part of the Federal government’s plan to deal with the downsizing and budget cuts is, succession planning.  Succession planning is a way for the Federal government to attract and retain valued employees and to grow these employees as future leaders in the government.





According to the Merit Systems Protection Board “The next decade promises to be a time of great change for Federal workers…the ways of doing business will have to change dramatically in many organizations…In order to provide the services that will be expected from them, organizations will need work forces that are prepared to make these changes.”


�
HOW TO FIND A FEDERAL GOVERNMENT JOB!








The Federal government is one of the largest employers in the Nation.  Every year filling thousands of civilian Federal jobs in a variety of occupational fields.  The Office of Personnel Management provides guidance and assistance for federal employment information.





STEP ONE


Your search for a federal job should start with the use of the Federal Employment Information Center located at WWW.USAJOBS.OPM.GOV.  Although not all Federal vacancies are posted at this site, it is a good starting point and is an easily accessible site for general Federal employment information.   This site is updated daily and contains information about Federal jobs and some state and local government listings.   This information is available 7 days a week, 24 hours a day.





The WWW.USAJOBS.OPM.GOV web site contains Federal jobs in the USA and overseas.  Complete job information can be obtained from this web site.  In some instances you may even apply online.   Job announcements, applications, forms and employment information can be obtained on this web site. The site even contains an Online Resume Builder allowing you to create a resume online.





Touch Screen Computer Kiosk is an information provider available in Office of Personnel Management (OPM) offices and some Federal buildings and universities.  OPM Offices and Kiosks can be found at the following website WWW.OPM.GOV.  Complete job information can be obtained from the kiosk.





Federal vacancies listed with OPM are available via an automated interactive voice response phone system 24-hours a day, 7 days a week.  The system may be reached at (912) 757-3000 or TDD (912) 744-2299.





The visually impaired may obtain Federal job information and forms by calling (912) 757-3188, fax (912) 744-2295 or e-mail usajobs_webmaster@opm.gov.





Additional Federal vacancies are posted at a variety of websites listed in the back of this guide.  So, just because you don’t find a job at this site – don’t give up.


STEP TWO


After you have found a job that interest you.   Use the WWW.USAJOBS.OPM.GOV web site to obtain a copy of the vacancy announcement and appropriate application forms.  The vacancy announcement will provide you with most of the information you need such as: closing/deadline dates for applications, specific job duties, salary, whether or not a written test is required and educational requirements.





STEP THREE


To apply for most Federal jobs you may use a resume, the Optional Application for Federal Employment (OF-612), available at the WWW.USAJOBS.OPM.GOV site or any written format of your choice.  Some positions may require additional information.  Simply follow the information provided with each job listing.  The following information must be included in your resume to assist in evaluating your qualifications:





JOB INFORMATION – Announcement number, title and grade.


PERSONAL INFORMATION – Full name, address with zip code, day and evening phone numbers with area code, social security number, country of citizenship, veterans’ preference, highest Federal grade held and reinstatement eligibility.


EDUCATION – Name of high school, city and state, colleges or universities, name, city and state, majors and type and year of any degree received (if no degree, show total credits earned and indicate whether semester or quarter hours).


WORK EXPERIENCE – Job title, duties and accomplishments, employer’s name and address, supervisor’s name and phone number, starting and ending dates, hours per week, salary and indicate whether or not you current supervisor may be contacted.  Prepare a separate entry for each job.





OTHER QUALIFICATIONS - Job related training courses (title and year), job related skills, job related certificates and licenses, job related honors, awards and special accomplishments.





The information in Step Three also applies to vacancies listed on other Federal websites.


�
NOTES ON APPLYING AND PROCESSING OF JOB APPLICATIONS





Agencies receive hundreds of applications for a job vacancy, which makes the recruiting process extremely competitive.   Thus, it is crucial that your application contain all the information requested.  Failure to provide all requested information could result in disqualification.   Applicants should respond to the mandatory and desired qualifications listed in each vacancy announcement.   The Knowledge, Skills and Abilities (KSA’s) of the vacancy announcement should be addressed in your application or resume.  Applications are generally not accepted outside the closing date.  





Applications are logged into a database according to vacancy number and usually a letter of acknowledgement is sent to the applicant.  Applications are reviewed to determine if you meet the basic requirements of the position.   Those that qualify are included on a roster, prepared by OPM, and is sent to the hiring official for the specific agency who has the vacancy.  The hiring official than decides which candidates are to be interviewed.





The interview period that follows and the final decision on hiring is at the discretion of the hiring official.  This process averages 3-6 months.  ** In the case of law enforcement positions (FBI, DEA, U.S. Marshall and others) the process takes approximately two years from the date of application to the date of hire.  This is due to extensive background reviews of applicants.





In general, once the new employee is selected, all other applicants are notified via mail that a selection has been made.





The above is a general processing guideline and may vary with each agency.


�
PEOPLE WITH DISABILITIES





The Federal government is an equal opportunity employer. People with disabilities have a right to full and equal consideration for any job for which they apply.  Many Federal jobs are filled by qualified applicants with disabilities.





If a written test is required for consideration, special-testing arrangements may be available, if requested.  If an agency request an interview, special interview “reasonable accommodation” arrangements may be made, if requested.





SPECIAL PLACEMENT


The Federal government’s Selective Placement Program includes special appointing authorities for people with disabilities.





Federal officials are authorized to use special hiring authorities when considering certain people with disabilities (those who have a severe physical, cognitive or emotional disability or a history of having such disabilities or are perceived as having such disabilities).  The use of these authorities is not mandatory.  





HOW TO QUALIFY FOR SELECTIVE PLACEMENT OPPORTUNITIES


To be considered for special hiring authorities, you must contact either a state vocational or Department of Veterans Affairs rehabilitation counselor and request their assistance.  They will review and prepare the necessary documents.  They should be asked to provide you with a “certification” statement that describes your ability to perform the essential duties of the position in which you are interested.  Once you have obtained this certification statement you should contact the Federal agency where you wish to work.  Ask for the contact person that handles the Selective Placement Program.  These agency representatives work closely with qualified people with disabilities and hiring officials with jobs.





DISABLED VETERANS


Veterans may contact the Dept. of Veterans Affairs or Vocational Rehabilitation and Counseling Offices for information on related employment services.  Certain veterans may be considered under special hiring programs for disabled veterans with disability ratings of 30% or more or Vietnam Era Veteran Readjustment Act opportunities.


�
OUTSTANDING SCHOLARS PROGRAM





This is a special hiring authority restricted to grade levels GS-5 and GS-7.   In order to qualify applicants must be a college graduate and have maintained a grade point average (GPA) of 3.5 or higher or be in the upper 10 percent of their graduating class or major university subdivision.





A college degree in any major qualifies the applicant for most career fields included in the Outstanding Scholar Program.  (See list below)





Outstanding Scholar opportunities are advertised on WWW.USAJOBS.OPM.GOV  web site.





CAREER FIELDS FOR THE OUTSTANDING SCHOLAR





A job series is a label, which is used by the Federal government for categorizing jobs.  It is also used to announce job vacancies within the Federal government.  For example, a person may be looking for a job within the law enforcement field and would therefore look for jobs that were within the 1811 job series.  Below is a listing of the job series within the Federal government.





POSITION TITLES                                   SERIES





          Administrative Officer                            0341


          Agricultural Marketing                            1146


          Agricultural Market Reporting                     1147


          Agricultural Program Specialist                   1145


          Alcohol, Tobacco, and Firearms Inspection         1854


          Anthropology, General    *                        0190


          Archeology *                                      0193


          Archives Specialist                               1421


          Archivist *                                       1420


          Arts and Information, General                     1001


          Appraising                                        1171


          Bond Sales Promotion                              0011


          Budget Analysis                                   0570


          Building Management                               1176


          Business and Industry, General                    1101


          Community Planning *                              0020


          Computer Specialist  Trainee                      0334


          Contact Representative                            0962


          Contracting Series *                              1102


          Contractor Industrial Relations                   0246


          Claims Examining, General                         0990


          Customs Inspection                                1890


          Distribution Facilities and Storage Management    2030


          Economics *                                       0110


          Education and Training, General *                 1701


          Educational Program *                             1720


          Employee Development                              0235


          Employee Relations                                0230


          Environmental Protection                          0028


          Federal Retirement Benefits                       0270


          Financial Administration and Programs             0501


          Financial Analysis                                1160


          Financial Institution Examining                   0570


          Foreign Affairs *                                 0130


          Game Law Enforcement                              1812


          Geography *                                       0150


          Health Insurance Administration                   0170


          Highway Safety                                    2125


          History *                                         0170


          Hospital Housekeeping Management                  0673


          Housing Management Specialist                     1173


          Immigration Inspection                            1816


          Import Specialist                                 1889


          Industrial Property Management                    1103


          Industrial Specialist                             1150


          Inspection, Investigation, and Compliance,        1801


               General


               [Restricted to following positions and agencies:


               Civil Aviation Security Specialist (FAA only)


               Center Adjudication Officer (INS only)


               District Adjudication Officer (INS only)]


          Insurance Examining                               1163


          Intelligence                                      0132


          Internal Revenue Officer                          1169


          International Relations  *                        0131


          Inventory Management                              2010


          Investigator, Criminal                            1811


          Investigator, General                             1810


          Labor Relations                                   0233


          Labor Management Relations Examining              0244


          Land Law Examining                                0965


          Logistics Management                              0346


          Loan Specialist                                   1165


          Manpower Development                              0142


          Manpower Research and Analysis *                  0140


          Military Personnel Management                     0205


          Miscellaneous Administration and Program          0301


          Museum Management (Curator) *                     1015


          Occupational Analysis                             0222


          Outdoor Recreation Planning                       0023


          Packaging                                         2032


          Paralegal Specialist                              0950


          Park Ranger                                       0025


          Passport and Visa Examining                       0967


          Pension Law Specialist                            0958


          Personnel Management                              0201


          Personnel Staffing                                0212


          Position Classification                           0221


          Printing Management Specialist *                  1654


          Program  Management and Program Analysis          0343


          Property Disposal                                 1104


          Psychology *                                      0180


          Public Affairs                                    1035


          Public Health Quarantine Inspection               1864


          Public Health Program Specialist                  0685


          Public Utilities Specialist                       1130


          Quality Assurance Specialist                      1910


          Railroad Retirement Claims Examining              0993


          Realty                                            1170


          Safety and Occupational Health Management         0018


          Salary and Wage Administration                    0223


          Securities Compliance Examining                   1831


          Security Administration                           0080


          Social Insurance Administration                   0105


          Social Science *                                  0101


          Social Services                                   0187


          Sociology *                                       0184


          Supply, General                                   2001


          Supply Cataloging                                 2050


          Supply Program Management                         2003


          Tax Law Examining                                 0987


          Tax Technician                                    0526


          Technical Writing and Editing                     1083


          Technical Information Services                    1412


          Telecommunications                                0391


          Trade Specialist                                  1140


          Traffic Management                                2130


          Transportation Operations                         2150


          Transportation Specialist                         2101


          Transportation Industry Analysis                  2110


          Unemployment Insurance                            0106


          Unemployment Compensation Claims Examining        0994


          Veterans Claims Examining                         0996


          Vocational Rehabilitation                         1715


          Wage and Hour Compliance                          0249


          Workers Compensation Claims Examining             0991


          Writing and Editing                               1082





Position requires specific courses


�
PRESIDENTIAL MANAGEMENT INTERN (PMI) PROGRAM





Graduate students completing a master’s or doctoral-level degree from an accredited college or university during the current academic year are eligible to be nominated for the PMI Program.   These individuals must have an interest in and commitment to, a career in the analysis and management of public policies and programs at the Federal level.





Students must be nominated for the PMI Program by the appropriate dean, director or chairperson of their graduate academic program.  Students participate in a competitive nomination process devised by their school, although not all-academic institutions know of the program.  Therefore, students can approach their particular department and request a nomination.





Applications for the PMI Program can be obtained by contacting the head of your graduate school or the placement office within your academic institution.  The WWW.USAJOBS.OPM.GOV web site also contains information about the PMI Program.





Selection as a PMI finalist is based on the candidates’ participation and performance in a structured assessment center process, which includes evaluation of a candidate’s oral and written skills.





PMI’s receive an initial two-year appointment.   After successfully completing the two-year program, PMI’s may be eligible for conversion to a permanent government position and further promotional opportunities.








DEADLINE FOR APPLYING IS OCTOBER 31ST OF EACH YEAR.


�
	WEB SITES OF INTEREST








America’s Career Infonet				www.acinet.org





American Federation of


 Government Employees				www.afge.org





America’s Job Bank					www.ajb.dni.us





American Veterans					www.amvets.ort





Blacks in Government				www.bignet.org





Career Manager						www.doi.gov.octc/





CSRS Retirement Calculator	www.finance,gsa.gov/csrs2.htm





Federal Education Association			www.feaonline.org





Federal Employee Survival Guide Http://safetynet/doleta.gov





Federally Employed Women				www.few.org





Federal Information				www.accessamerica.gov





Federal Information Center			www.info.fic.gov





FedWorld							www.fedworld.com





Government Executive				www.govexec.com





National Association 


of Hispanic Federal Executives		www.nahfe.org





National Treasury Employees Union		www.nteu.org





Washington Post				www.washingtonpost.com





