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Introduction

You know those romantic comedies where two people are clearly destined to be together, but keep missing one another? They stand in the same line for coffee, but don’t meet. They sit in the same row on a plane, but are separated by one person who monopolizes the conversation. In these movies, there’s a series of missed connections—right until the very end, when they finally (finally!) get together.

Well, that’s you and your government job.

The federal government hires roughly 200,000 people each year—people from all backgrounds, majors, professional experiences, and regions of the country.

You, for whatever reason, are considering a career in government. Maybe you’re looking for a change in careers. Maybe you lost your job in the economic downturn, maybe you’ve been inspired to give back through public service, or perhaps you’ve dreamed of a public service career since you were four years old.

It’s already a match made in heaven.

The Complete Idiot’s Guide to Getting Government Jobs will help you make the necessary connections the first time around—avoiding resumé faux pas, poor application etiquette, mismanaged expectations (and much, much more), so that you can land the government job of your dreams.

By the end of this book, you should be able to:♦ Understand the federal hiring process.
♦ Find and apply for government jobs online.
♦ Network masterfully.
♦ Write an excellent KSA essay (don’t worry, we’ll explain what that is).
♦ Prepare for a stellar interview.
♦ Make it through the security clearance process without blowing a fuse.



We’ll guide you along your journey, from searching for jobs to preparing for your first day of work—the moment in your movie that you and your government job finally (finally!) get together.




How This Book Is Organized 

This book is here to guide you through what can be an intimidating and confusing process: finding and applying for government jobs. Here’s a quick summary of the tips, tricks, and insider advice that you’re about to read:

Part 1, “Government Jobs: Why, What, and Who,” introduces you to employment with our federal government. What makes it a great employer? What are the benefits? What things should you consider? Find out where the jobs are (in the United States and overseas) and how you can increase your chances of success.

Part 2, “Navigating the System,” explores the USAJOBS.gov website—your one-stop shop for federal jobs! Learn the ins and outs of the federal hiring process and how to get through your government background check. We’ll also spill the secrets of successful networking, interviewing, and the rest of the application process.

Part 3, “Government Jobs at All Levels,” will tell you what opportunities there are for students, entry-level, mid-career, and encore-career jobseekers. This section knows no age limits!

Part 4, “Other Ways to Work in Government,” looks at opportunities in the legislative and judicial branches as well as state government jobs. We’ll give you the inside scoop on political appointments, grantees, contracting jobs, and temporary jobs. You didn’t think there was just one way to work in government, did you?

You’ll also find five helpful appendixes: a federal agency list to learn about all the agencies and their missions, a glossary where you can look up unfamiliar terms, a list of helpful websites, an application checklist to keep you organized, and a list of government websites organized by state.




Extras 

If we could be with you while you read this book, we would want to jump in every once in a while to explain things further, warn you about potential pitfalls, and share insider information. However, until this whole “space/time continuum” thing gets worked out, we’ll have to settle for putting this information into sidebars. We’ve included four types of sidebars that will help you along the way: Federal Facts

These are helpful and interesting nuggets of information about government and the application process.



def•i•ni•tion

Government is well known for its use of jargon. These explanations will help you understand what the heck they’re talking about.
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The Fine Print

Unfortunately, there are a few potential pitfalls in the government hiring process. As we go, we’ll sound the warning bells for you, so that you can avoid any trouble.
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Top Secret

A benefit of the work we do at the Partnership for Public Service is that we have access to hiring managers and human resources professionals across government. Don’t tell anyone, but they have shared with us their most closely held insider information about getting government jobs—and in these sidebars, we share it with you!
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Part 1

Government Jobs: Why, What, and Who

Impossible to get in. Endless rows of cubicles full of paper shufflers. Impenetrable bureaucracy. These myths—and many others—hold back many jobseekers from applying for the challenging and fulfilling careers in government that demand the best and the brightest of our country.

This part introduces you to employment with the real federal government. We’ll let you in on what makes government a great employer, what the benefits of working for government are, and what things you should consider before applying. Use this part to find out where the jobs are (in the U.S. and overseas) and how you can increase your chances of getting in.
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Chapter 1

Is Government Work Right for You?

In This Chapter ♦ What it means to work in government
♦ The pros and cons of public service
♦ The various ways that government hires employees
♦ The eligibility requirements for government jobs



What makes a job a good fit for you? Is it the salary or the fulfillment? The hours you work or the outcome of that work? Vacation or location?

No matter what your answer is, one thing is for certain: working for the federal government is like the professional version of having your cake and eating it too. You can get the paycheck and the fulfillment, the flexible hours, and the chance to make a difference. You can live in cities across the country and countries around the world. You can live out your career dreams, whatever they may be.

There is no better place to make a difference in our country than in our government, which touches all aspects of our lives, from the air we breathe,  to the food we eat, to the roads we travel. Government employees are on the front lines of solving challenging and complex issues such as global warming, health care, and our economic health. As a civil servant, your work can have a positive impact on both our country and our world.

Government job options range from accountant to zoologist, and everything in between. After all, there are roughly 2 million civilian government jobs at more than 120 federal departments and agencies—and that doesn’t include the U.S. Postal Service. You can find government work in all 50 states, the District of Columbia, and all U.S. territories, and in more than 140 foreign countries.

In our government, there are jobs for every type of person with every type of background, but the folks most likely to succeed are those who want to have a significant impact on people’s lives and care deeply about good governance. They are “change agents”—optimistic, skilled people with a can-do attitude that is complemented by a sense of realism and practicality, recognizing that government changes come in small measures. These are smart individuals who are willing to challenge the status quo.

If this sounds like you, then you’ve found the right book—and the start to the right career.




What Do We Mean by Government Jobs? 

What does it mean to work for the government? For the purpose of this book, we are dealing primarily with civil service jobs in the executive branch of the federal government, although we will touch on the legislative and judicial branches of government in Chapters 15 and 16.

If you’re thinking that the executive branch consists of the President and the White House, you’re right—but it’s also much more.

def•i•ni•tion

The civil service is comprised of workers in the executive, judicial, and legislative branches of the government of the United States, except those in the military, political appointees, or elected officials.



You’ve probably heard of the President’s Cabinet, which includes the secretaries of Defense, State, Energy, Treasury, Interior, Agriculture, Commerce, Labor, Health and Human Services, Housing and Urban Development, Transportation, Education, and Veteran’s Affairs. There’s also the administrator of the Environmental Protection Agency, the director of the Office of Management and Budget, and the attorney general, who oversees the Department of Justice.

All of these Cabinet members work with the President (and other Cabinet-level officers) to oversee our government’s departments, agencies, programs, and workforce. There are also a number of independent agencies that report directly to the White House, such as the Corporation for National and Community Service and the National Aeronautics and Space Administration (NASA). (For a full list of agencies, see Appendix A.)




The Upside of Government Jobs 

Good government starts with good people, which is why it’s so important for great people like you to choose public service. The best thing about working in government is the chance to truly make a difference in people’s lives, while doing interesting and challenging work.

You’ll also find perks in government that you might not find in other sectors, including world-class health care, generous vacation days, and flexible work hours. Here are the top 10 pros of working in government:1. You need a job—and the government is hiring. By 2015, the Office of Personnel Management (OPM) projects that more than 550,000 federal employees—one third of the entire full-time permanent workforce—will leave the government.Federal Facts

Due to the imminent retirement wave of baby boomers in government (and all sectors), and the fact that new jobs are constantly being added, the government consistently hires 150,000 to 200,000 new employees each year.




2. Make a difference. The work of government employees impacts the lives of every American—and the lives of people around the world. You can play a vital role in addressing pressing issues, from homeless-ness to homeland security.
3. Great benefits and competitive pay. Average government salaries are competitive with the private and nonprofit sectors. Pay can also increase fairly quickly for top candidates with strong education and experience. Federal benefits—including health insurance, retirement and vacation—are extremely competitive with, if not superior to, other sectors.
4. Location, location, location. Where do you want to work and live? Whatever the answer, chances are you can find government work there. Most people think  that government jobs are all in Washington, but in fact 84 percent of government jobs are outside the D.C. area. Interested in immersing yourself in a culture outside of the United States? More than 50,000 government employees work abroad.
5. Jobs for every interest. There are federal jobs suited to every interest and skill, from art history to airplane mechanics to zoology. Government is also a great place to combine your skills with your interests. For example, you could use your mathematics background and your interest in the environment by working as an accountant at the Environmental Protection Agency (EPA), your engineering degree to improve airport security, or your biology degree and interest in medicine to conduct cutting-edge medical research at the National Institute of Health (NIH).
6. Interesting and challenging work. There’s a stereotype that government buildings are filled with endless rows of drones shuffling paper in cubicles—basically doing a whole lot of nothing on the taxpayer’s dime. This couldn’t be further from the truth in today’s civil service, where government workers are leading and innovating on issues such as developing vaccines for deadly diseases, fighting sexual and racial discrimination, keeping our massive systems of transportation safe, and navigating the diplomatic waters overseas.
7. Work/life balance. Flexible work schedules, including telework (working from home or a remote location), are a major plus for those with busy schedules or long commutes. And, of course, everyone’s favorite: federal holidays (Columbus Day, anyone?), plus generous vacation and sick leave. All of these packaged together make government an attractive employer if you are looking to have a life outside of work.[image: 005]

Top Secret

Once you are a federal employee, it is relatively easy to switch jobs within your agency or to other agencies, all the while continuing to build your seniority, salary, vacation, and retirement.




8. Opportunities to advance and move within government. You will also have many opportunities to move up the ladder in government, but you will have to be proactive. Many agencies use Individual Development Plans (IDPs), an official format for working with your supervisor to plan your short- and long-term career goals within government. An internal Merit Promotion Program helps ensure that once you are in and doing a good job, you will have easy access to information about job openings within government.
9. Opportunities for professional development. Government managers understand the value of continuing education for their employees—not only to consistently improve the skills of the people already in government, but also as a way to entice people (like you) to apply for positions. The government offers excellent training and development opportunities and has human resources personnel to help you connect with these opportunities and choose which courses are right for your career path. See Appendix C for links to training opportunities.
10. Job security. We hate to encourage you to choose government for the sole purpose of obtaining job security, because there are so many other great reasons to become a public servant. But the fact remains that government work is steady and secure—an attractive selling point, especially when economic times are tough.





The Downside of Government Jobs 

We’re going to be straight with you: working in government isn’t all blue skies and calm seas. By design, change doesn’t happen overnight in government, which can be frustrating. Therefore, patience and commitment are virtues of a happy and successful government employee. However, you’ll find pros and cons in every sector and every organization—and if you’re willing to persevere, the pros far outweigh the cons of government work.

Here are the top five cons of working in government:1. Bureaucracy: it does exist. For many people, the word government is synonymous with bureaucracy—evoking images of red tape, inefficiency, and waste. Sadly, there is some truth to this. Put simply, government is huge, and in order to manage all agencies, employees, and programs, there is a complex system of rules and procedures in place, which can be frustrating. However, by hiring people who are well matched to their jobs and who bring enthusiasm and a good work ethic to the office, the scope and impact of the bureaucracy can be minimized. However, we have to ask: have you ever seen a large company that doesn’t  have bureaucracy and red tape?
2. The hiring process. Before you even get a chance to experience government as an insider, you will get a taste of it as an outsider through the hiring process. During an “Extreme Hiring Makeover” project conducted by the Partnership for Public Service, a survey of one agency revealed that its hiring process consisted  of a whopping 114 steps (the good news is that the agency quickly cut the number of steps in half and is working to streamline the process even more). Some agencies are worse and many are better, but the hiring process is often cited as the biggest turn-off for would-be applicants (and would-be contributors to our government’s important work). Luckily, there is a concerted government-wide effort under way to improve the hiring process, but job applicants will still need patience and persistence.
3. You won’t get rich working in government. While many government job salaries are comparable to those in the private sector, you are not likely to become extraordinarily wealthy on your government salary, although this depends on your definition of “wealthy.” Many of the government’s top jobs pay annual salaries that range from $117,000 to $177,000, and starting salaries are often comparable to the private sector. Not too shabby.
4. Revolving door of leadership. One complaint that some government employees have is that, while government work is not inherently political, it is affected by politics. A political appointee’s “here today, gone tomorrow” nature can be a challenge, even when they are well received by an agency’s workforce. For example, when a President’s political appointee comes in to an agency and does a good job, his or her peers are frustrated when he or she leaves, only to be replaced by another appointee with different priorities and a different idea of how things should be done. All of this can leave government workers feeling torn between their agency’s mission and politically driven agendas. However, the number of political appointees is very small compared to the overall number of employees in the federal workforce, and most federal employees have little direct contact with political appointees.
5. Making a difference: a marathon, not a sprint. Many people go into government to get that much-desired balance of bringing home a nice paycheck, getting great benefits, and having the chance to make a difference. There may be no better place to give back than through government service—every job, in its essence, is intended to help our country and our world in some way. On the other hand, choosing this path can be tough if you are the kind of person who needs to see immediate results in order to be fulfilled. Real, lasting results are sometimes slow in the making. The process of “getting things done” takes patience, perseverance, and a positive attitude.


Federal Facts

There are many jobs that involve direct contact with the public that can in fact give you the immediate satisfaction of having made a difference—at least for one person or one family. Examples include providing care in a Veterans Administration hospital and helping individuals filing for Social Security benefits. In these and other direct-services jobs, you have the chance to make a real and immediate difference on a daily basis.






How Are Jobs Filled in Government? 

One of the many ways that government employment is different from the private sector is how the government fills its jobs. There are several categories of hiring and terms you should know before getting started on your job search.


Competitive Service 

Competitive civil service jobs are filled according to a merit system where the best-qualified candidates are chosen based on an application and interview process. Managers can hire a current federal employee (via promotion or transfer) or may choose to hire someone from outside the federal government. Virtually all jobs discussed in this book are competitive service jobs unless otherwise stated.


Non-Competitive Status 

Some individuals can be hired without going through the full competitive process (which we get to in Chapter 7), frequently because they have earned their stripes in other government positions. For example, former federal employees who were highly regarded while in their government job and then left government may be non-competitively “reinstated” into a government position.

Another example involves individuals who choose to serve our country through certain programs, such as AmeriCorps VISTA and the Peace Corps. Upon completion of their service and for one year following their departure, those returning volunteers can also be hired non-competitively to a position in the federal government. In some cases, that eligibility can be extended for up to two more years if the person first goes into the military or an institution of higher learning after leaving the Peace Corps or VISTA.

Other special hiring programs also allow for the hiring of individuals without going through the full competitive process, including disabled veterans and non-veterans with severe physical disabilities. These individuals must still be qualified for the job, but federal agencies are empowered to recognize the special needs of some individuals and, in the case of eligible veterans, take into consideration their service to our country.

It should be noted that the term “non-competitive” does not imply an entitlement to a government job, nor does it imply that the individual hired non-competitively is not qualified for that job.


Excepted Service 

Excepted service lets agencies use a streamlined hiring process rather than hiring through the traditional competitive process, allowing agencies to meet an unusual or special hiring need. Agencies use this to hire people with backgrounds in high-need or hard-to-recruit occupations, such as attorneys, chaplains, and medical doctors.

The excepted service authority is also used to fill jobs under a special circumstance—for example, when there is a part-time or temporary job in a remote location or when there is a critical hiring need. The U.S. Office of Personnel Management may also use a special hiring authority on a case-by-case basis to make a political appointment.
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The Fine Print

Excepted service positions are not required to be posted on USAJOBS.gov, government’s website for jobseekers. (See Chapter 5 for a full rundown of how to use USAJOBS.gov.) As a result, it is important to look at individual agency websites for these job announcements.



From a job applicant’s point of view, the process used to fill a job in the excepted service versus the competitive service may seem very similar. Both typically use the same procedures, and requirements are similar. However, applicants hired in excepted service will likely be able to start their job sooner than if they had gone through the full competitive process.




Who Can Work in Government: Determining Your Eligibility 

Being eligible to work in government is about more than having the qualifications for the career you want, although that is a critical component of getting any job. Compared to the private sector, the government has stricter requirements for who it  can hire and how they get hired. Before you embark on your job search, make sure you read and understand this section on requirements for getting a government job.


Citizenship 

Only on rare occasions will the U.S. government hire non-citizens for government jobs. If you are not a citizen of the United States and are looking to work for government, the best route is to contact the agency you want to work for and see what opportunities, if any, it has available for non-citizens and how you can apply for those positions.


Criminal Records 

If you have a criminal history, don’t cross government work off your wish list … yet. Whether or not government considers you for a job depends on what you did and when you did it. For example, an arrest for reckless driving or one-time marijuana use may not disqualify you if the arrest was some time ago and you have had a clean record since. Of course, if you are applying to be a government driver or wish to work in the Drug Enforcement Agency, the type of offense has special relevance. You should be candid in your application about any arrests or convictions, and the agency will determine whether it is disqualifying. It is always disqualifying if you are found to have lied on your application. For more information on this, see Chapter 8.


Credit Score 

Something you may not have considered (or ever heard about) is that your credit score can stand in the way of you and your government job. Why? Your credit score is based on such things as your payment history, your credit card debt, the length of your credit history, and more. In essence, your credit history acts as a character witness: if you pay your bills on time and have a small amount of debt, you are likely to be a dependable and responsible person. If not, well, you get the picture. As with past arrests and convictions, however, the circumstances surrounding a poor credit history will determine whether or not it presents a problem.

This is part of the background check for all federal employees, and it is discussed in depth in Chapter 8.


The Least You Need to Know 

♦ The possibilities for government jobs and locations are practically endless.
♦ Although, like any profession, it has some drawbacks, working in government offers you the chance to earn a living while making a difference—and the job security doesn’t hurt.
♦ The hiring process can be daunting, but, after all, that’s why you picked up this book! We’ll get you through it.
♦ Beware your history: things like your credit score and criminal history can stand between you and your government job.





Chapter 2

Choose Your Own Adventure

In This Chapter ♦ Why government is hiring hundreds of thousands of people
♦ Top three agencies with the most job openings
♦ Top five occupational areas with the most job opportunities
♦ Other areas you might be interested in



One of the best aspects of government work is that there are virtually limitless possibilities for what you can do. Astronaut? Check. Park ranger? Check. Social worker? Check. Nurse? Check. Attorney, engineer, diplomat? Check, check, check. (And the list goes on.)

The first thing you should do for your government job search is learn about all of your options and decide which agency or agencies and occupation or occupations you want to pursue. What’s a good fit for you? You might want to start by looking at the list of federal agencies in Appendix A.

The next piece of good news is that the government is hiring more than half a million people. In fact, it’s estimated that by 2012, government will hire nearly 600,000 people. That’s almost one third of the current federal workforce! (However, it’s important to note that government isn’t growing significantly bigger historically. There are roughly 1.9 million civilian  government workers—about the same number as in 1963, when there were 116 million fewer people.)

Of these 600,000 hires, more than 270,000 are for mission-critical jobs (those jobs that an agency needs to fill in order to meet its essential obligations to the American public) will need to be filled by September 2012, and we expect this trend to continue well after this date.

You can use this chapter to get a good idea of where the government is doing the majority of its hiring. As a straight numbers game, you will have a better chance of getting a job if you are qualified to (and want to) work in an area where the government is hiring lots of people.

This chapter will serve as your guide for learning about what kind of jobs are available, where they are, and how you can get them. For more information that is always up-to-date, check out the interactive site wherethejobsare.org, hosted by the Partnership for Public Service.




Why So Many Jobs in Government? 

There are many reasons that government is hiring. First, across all sectors, as baby boomers retire, they are leaving a huge wake of jobs that need to be refilled. So, many of these job openings are not to expand the government workforce, but rather simply to fill these jobs.

Federal Facts

It is estimated that 241,428 federal employees will retire by 2012.



Changing times and political priorities are also contributing to the need for new hires. For example, energy and health care issues are coming to the forefront, as are increased demands for homeland security. The care of our veterans is also a driving force for more government hiring.

With the changing times and issues facing our nation, agency hiring needs change. For example, an increased need for diplomatic efforts and reconstruction in foreign countries has created increased hiring needs at the State Department.




Who’s Hiring? 

Nearly all federal agencies are hiring. Typically, the larger the agency, the larger the hiring need. Nearly 60 percent of federal employees work at three Cabinet-level departments: ♦ The Department of Defense (DOD). The DOD is our government’s largest employer, and has many critical needs besides the obvious military personnel. DOD has tons of occupations with available jobs including health care, business and finance, language specialists, information technology (IT) specialists, contract managers, engineers, and more.
♦ The Department of Veterans Affairs (VA). The VA projects that it will need to hire more than 19,000 nurses and 8,500 physicians between fiscal year 2010 and 2012. In total, the VA will be looking to hire 48,159 employees over the next couple of years.
♦ The Department of Homeland Security (DHS). To protect our air travelers and secure our borders, DHS expects to hire tens of thousands of transportation security officers and border patrol agents. Issues such as terrorism and illegal immigration have fueled the need for many new hires over the next three years.



Intelligence officials have openly recognized a need to hire thousands of employees over the next several years due to continuing threats to national security.

Accounting and budgeting employees are needed across government. The Federal Deposit Insurance Corporation (FDIC) needs to hire more financial examiners, resolutions specialists, and attorneys to maintain the stability of the nation’s financial institutions, and the Internal Revenue

Service (IRS) needs to hire more agents and tax examiners to achieve its mission. The list goes on and on. With an aging and changing federal workforce, government has some big shoes to fill.

And we’re really just touching the tip of the iceberg here. Whatever you are looking to do, the government is most likely hiring in that area.
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Top Secret

Check out the Service to America Medals website (www.servicetoamericamedals.org ) to see what cool things people are doing in government today.






Top Five Hiring Areas 

The following areas are where jobseekers will find the highest concentration of available jobs in government. Think supply and demand: where government’s demand is high, your odds as a jobseeker are higher if you have the skills for the job.


Medical and Public Health 

According to a survey by the Partnership for Public Service titled Where the Jobs Are  (released September 2009), “Medical and Public Health” is currently the top field for government hiring, with a projected 54,114 new hires from fiscal year 2010 to 2012.

Jobs in this field include:♦ Physicians (all disciplines)
♦ Nurses
♦ Dieticians/nutritionists
♦ Occupational and rehabilitation therapists
♦ Radiologists
♦ Pharmacists
♦ Industrial hygienists
♦ Consumer safety specialists



The main agencies hiring in this field are:♦ VA
♦ Health and Human Services (HHS)
♦ DOD




Security and Protection 

Where the Jobs Are (2009) lists “Security Protection” as the second most in-demand occupational area in government, with a projected 52,077 hires between 2010 and 2012.

Jobs include:♦ Intelligence analysts
♦ International relations (diplomats, etc.)
♦ Foreign affairs specialists
♦ Security administration
♦ Transportation security officers
♦ Park rangers
♦ Correctional officers
♦ Police officers



The main agencies hiring in this field are:♦ DHS
♦ DOD
♦ Department of Justice (DOJ)
♦ Navy 
♦ Army
♦ Air Force
♦ Department of the Interior




Compliance and Enforcement 

Coming in at number three on the Where the Jobs Are survey is “Compliance and Enforcement,” with 31,276 projected hires from 2010 to 2012.

Jobs include:♦ Inspectors
♦ Investigators (including criminal)
♦ Customs and border patrol and protection agents
♦ Import specialists
♦ Customs inspection agents



The main agencies hiring in this field are:♦ DHS
♦ DOJ
♦ United States Department of Agriculture (USDA)
♦ Department of Labor (DOL)
♦ DOD
♦ Environmental Protection Agency (EPA)
♦ Office of Personnel Management (OPM)




Legal 

Number four on the Where the Jobs Are survey is “Legal,” with 23,596 projected hires from fiscal year 2010 to 2012.

Jobs include:♦ Attorneys
♦ Contact representatives
♦ Paralegals
♦ Passport/visa examiners
♦ Claims examining/assistance professionals



Main agencies hiring in this field:♦ Social Security Administration (SSA)
♦ Department of Treasury
♦ DOJ
♦ VA
♦ Department of State
♦ DHS
♦ DOL
♦ Securities and Exchange Commission




Administration/Program Management 

Rounding out the top five on the Where the Jobs Are survey is “Administration/ Program Management,” with 17,287 projected hires from 2010 to 2012.

Jobs include:♦ Human resources professionals
♦ Equal employment opportunity specialists
♦ Program managers and analysts



Main agencies hiring in this field:♦ DOD
♦ Army
♦ DHS
♦ DOJ
♦ Navy
♦ Air Force
♦ USDA
♦ NASA
♦ Department of Housing and Urban Development (HUD)
♦ EPA
♦ HHS
♦ VA
♦ General Services Administration
♦ Government Accountability Office
♦ Department of Treasury
♦ Department of Education
♦ Department of Commerce






Other Jobs in Government 

If you aren’t drawn to or qualified for a job in one of the top five hiring areas, don’t fret. We meant what we said: government is hiring in virtually all occupational areas.
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Top Secret

There are even more jobs and job areas than we can list in this chapter. Check out Chapter 5 to learn how you can do job searches on USAJOBS.gov to find your perfect match!




Accounting and Budget 

Overview: 16,664 jobs

Occupations include financial managers/administrators, accountants, auditors, revenue agents, tax specialists, and budget analysts.

The main agencies hiring in this field are the Department of Treasury, DOD, FDIC, the Department of the Army, the Department of the Navy, the U.S. Air Force, and DHS.


Biological Sciences 

Overview: 4,886 jobs

Occupations include microbiologists, ecologists, zoologists, physiologists, entomologists, toxicologists, botanists, plant pathologists and physiologists, horticulturists, geneticists, soil scientists/conservationists, forestry professionals, fish and wildlife workers, animal scientists, rangers, and irrigation system operators.

The main agencies hiring in this field are USDA, DHS, HHS, the Department of the Interior, and EPA.


Business and Industry 

Overview: 10,765 jobs

Occupations include contractors, property managers, trade specialists, loan specialists, and realty specialists.

The main agencies hiring in this field are the Department of the Army, the Department of Defense, the Department of the Navy, the General Services Administration (GSA), USDA, DHS, U.S. Air Force, and FDIC.


Engineering 

Overview: 10,642 jobs

Occupational areas include all disciplines of engineering and architecture.

The main agencies hiring in this field are the Department of the Navy, the Department of the Army, the Department of Transportation (DOT), NASA, the U.S. Air Force, the Department of Energy (DOE), DHS, EPA, and the Nuclear Regulatory Commission (NRC).


Foreign Service 

Overview: 5,027 jobs

Occupational areas include political, public diplomacy, management and economics, health, security, information technology, operations management, and training.

The main agencies hiring in this field are the Department of State and the Agency for International Development (USAID).


Information and Arts 

Overview: 337 jobs

Occupations include public affairs specialists, writers/editors, audiovisual professionals, museum curators, and interior designers.

The main agency hiring in this field is the Broadcasting Board of Governors.


Information Technology 

Overview: 11,549 jobs

Occupational areas include systems analysis, security, application software, data management, and network services.

The main agencies hiring in this field are the Department of the Army, the Department of the Navy, DOD, the Department of Treasury, DHS, HHS, and DOT.


Library and Archives 

Overview: 534 jobs

Occupations include librarians and archivists.

The main agency hiring in this field is the National Archives and Records Administration.


Mathematics and Statistics 

Overview: 1,620 jobs

Occupational areas include mathematics, actuarial science, statistics, and computer science.

The main agencies hiring in this field are the Department of the Navy and the Department of Commerce.


Physical Sciences 

Overview: 2,645 jobs

Occupational areas include physics; chemistry; astronomy; geology; oceanography; food, textile, and forest products technology; and land surveying.

The main agencies hiring in this field are the Department of Commerce, EPA, and HHS.


Quality Assurance 

Overview: 1,135 jobs

Occupational areas include inspection/quality assurance of materials, facilities, and process; and agricultural grading.

The main agency hiring in this field is DOD.


Social Sciences 

Overview: 6,021 jobs

Occupational areas include economics, workforce training and development, social work, recreation activities, and public welfare and insurance programs (e.g., unemployment insurance); also, intelligence analysis, which this study lists under “Security and Protection.”

The main agency hiring in this field is SSA.


Transportation 

Overview: 10,560 jobs

Occupational areas include transportation analysis and safety, including air traffic control.

The main agency hiring in this field is DOT.


Veterinary Sciences 

Overview: 215 jobs

Occupations include veterinarians.

The main agency hiring in this field is USDA.


The Least You Need to Know 

♦ As baby boomers retire and national priorities change, the government will need to hire tens of thousands of new employees over the coming years in many areas.
♦ Nearly two thirds of the federal workforce is employed by the three largest agencies: DOD, VA, and DHS.
♦ The largest number of available jobs over the next few years will be in five areas: medical and public health, security and protection, compliance and enforcement, legal, and administration/program management.
♦ Don’t worry if your dream job doesn’t fall neatly into one of the categories listed in this chapter. These are where you will find the most available jobs, but there are jobs for virtually every field and interest.





End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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0172007 - 0872007
IDO (Intemational Development Organization)
Lima, Peru

Grade Level: GS-07 equivalent

Hours per week: 45

Title: Political and Economic Section Assistant

“Researched and wrote 10 regional economic and politial briefs for regional director
Worked with South American professionals in regional chambers of 55 commerce, banks,
NGOs, and government offices to compile briefs

~Utlized Spanish language skills and political and cultural knowledge in a variety of settings

(Contact Supervisor: Yes, Supervisor's Name: Lisa Miller, Supervisor's Phone: 202-555-2323)

12/2005 - 1212006
IDO (Intemational Development Organization)
Grade Level: GS-05 equivalent

Washington, D.C. U.S.

Hours per week: 20

“Wrote 30 artcles in bureau newsletter and press releases
“Drafied weekly memoranda for the communications dircctor
upervised 20 contractors on communications project
‘ontacted and pitched media for program publicity
~Assembled financial and budget information for us
(Contact Supervisor: Yes, Supervisor's Name: Nina.

in 1DO material
0p. Supervisor's Phone: 202-555-4545)

EDUCATION

University of Virginia
Charlottesville, Virginia
Bachelor's Degree - 512005
130 Semester Hours

Major; Foreign Aflairs, Sp:
GPA: 3.50 out of 4.0

Language (double major)

LANGUAGES

Spanish: Spoken: Fluent, Written: Advanced, Read: Advanced
alian: Spoken: Good, Written: Good, Read: Good
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John D. Applicant
1111 Pleasant Drive, Washington, D.C. 20005
Phone: 202-555-1234

@ Eomaile dapplicaniajobsearch.com
Country of Ciizenship: United States of America
Veterans' Preference: No

@ Highest Grade: GS.09 equivalent
Contact Current Employer: Yes

AVAILABILITY
Job Type:

Permanent
Temporary or Term Appointment
Federal Career Intern

Work Schedule: Full Time
DESIRED LOCATIONS

@ [Us-DCWashingoneo
Paraguay

WORK EXPERIENCE

972007 - 62008
Virginia Community Service Organization
Salary: $50,000 per year

Fairfax, Virginia

Hours per week: 40

Title: Program Coordinator

(@) -Oversee three mentoring programs in limited resource communities
(8) -Recruit, tain, and manage 25 adult mentors and 30 youth
(8) -Develop marketing and training maerials for se in programs and ther county mentoring
initiatives
@) -Write and manage program grants, hire outside contractors for grant implementation
(&) -Communicate in Spanish with 50 program participants and their families
- Coordinate written and oral communication at a level equivalen 10 GS-09

(@ (Contact Supervisor: Yes, Supervisor's Name: Clyde Jackson, Supervisor's Phone:
703-555-1212)
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WELL, T/VE GOT TO ADMIT...
ALTHSUGH YOU'VE NEVER
WORKED FOR THE GOVERNMENT
BEFORE, YOU DO HAVE A VERY
IMPRESSIVE BACKGROUND!
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John D. Applicant

1111 Pleasant Drive, Washington, D.C. 20005
202-555-1234

partyanimal@jobsearch.com

Education

University of Virginia, Charlottesville, Virginia
May 2005

B.A. in Forcign Affairs and Italian Language
GPA: 4.0

Relevant Experience

Virginia Community Service Organization, Fairfax, Virginia
Program Coordinator

2008

~Oversce mentoring programs in limited resource communities
~Recrui, train, and manage mentors and youth

“Develop marketing and training materials

~Utilized the FMP and GHPRD for CQ at HQ

DO
Title: Political and Economic Section Assistant
2007

-Researched and wrote briefs
-Worked with Peruvian professionals

International Development Organization
Title: Public Affairs Assistant
2005 - 2006

~Wrote articles in burcau newsletier & press releases
~Drafted memoranda for the director

~Supervised contractors on communications project
References fumished upon request.
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International Development Program Specialist

JOB SUMMARY:

The U. S. Agency for International Development (USAID) is seeking an
International Development Program Specialist to serve in Paraguay.
Candidates must agree not only to serve at any of the overseas posts,
but also in Washington, D.C.

MAJOR DUTIES:

Top &
DUTIES: (The duties described reflect the full performance level of this position)

Will be responsible for researching, writing, and articulating economic challenges in
Paraguay. Support small team of development professionals and interact regularly
with Tocal citizens, businesses, and NGOs. Prepare briefs and other written
materials to support the U.S. mission in Paraguay. Frequent travel to rural areas
may be required. Will need to communicate fluently in Spanish. Will particularly
utilize economic and business terminology in Spanish. Plan, direct, and execute
outreach to financial institutions. Will also support the media relations team in
dealing with local media. Analyze and evaluate the administrative aspects of
mission-oriented programs. Recommend program plans, goals, objectives, and
milestones, which serve as the basis for changes in the organization and
administration of programs affecting USAID's grant recipients. Will need to exercise
knowledge of the grant process. Support the hiring of outside contractors for grant
implementation. Assist with the budget reporting.
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AFFILIATIONS
National lalian Club Member; American Foundation Member
REFERENCES

Joe Reference, Professor of ltalian Language and Literature
Phone Number: 202-555-3333

E-Mail Address: jreference@profs.edu

Reference Type: Academic

Addit

nal Skills:

~Strong written and oral communication skills
~Strong analytical and problem solving capabilities. Utilized SPSS, statistical analysis software
~Grant writing experience (awarded "Dream Catchers" Program Grant by Community and
Recreation Services, Fairfax County Govemment, December 2006)

~Regional expertise in Balkan, Post-Soviet, and Westem European politial issues (including
extensive regional travel and language capabilities)

~Proficient in Microsoft Office programs (Word, Outlook, Excel, Project, PowerPoint, Access)

Leadership and Service Rol

Kaleidoscope Center for Cultural Fluency Social Diversity Program, Director,
September 2004 - May 2005

“Developed forums for dialogue between diverse student groups

“Buil partnerships between student aroups through cultural programming

Halian Club: President, September 2004 - May 2005
~Recruited executive committee members, planned meetings, managed a membership base of
40+ students

~Organized club involvement in national Italian-American collegiate workshops and events
~Created community events with local Italian businesses and restaurants

Other Roles at the University of Virgi

~Council of the College of Arts & Sciences: Italian Department Representative,
September 2004 - May 2005

“International Residence College: Academic Aflairs, Committee Chair,

September 2003 - May 2004

~Jefferson Literary and Debating Society: Elected Member, January 2005 - May 2005
European Society: Culture Chair, January 2004 - January 2005
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