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  Before You Begin


  HOW THIS BOOK IS ORGANIZED


  
    	Part I provides an overview of the U.S. government, the advantages and disadvantages of working for the federal government, and questions you should ask yourself to see if a government job is right for you. In addition, we’ve included information about salary and benefits, job qualifications, training and advancement, opportunities for veterans and students, and advice on finding jobs with state and municipal governments (with sample job announcements).


    	Part II zeros in on the five fields in the federal government projected to experience the greatest job growth within the next few years: security, protection, compliance, and enforcement; medical and public health; accounting, budget, and business; engineering and sciences; and program management/analysis and administration. We also provide additional information about fields that are expected to experience increased demand. The chapters in Part II supply sample job announcements, outline typical qualifications for particular job categories, and tell you which fields of government work require that you take an exam.


    	Part III lists some of the basics of conducting an effective and efficient job search. We provide advice on how you can determine what sort of job matches your personal skills, tips for sifting through thousands of job vacancy announcements to locate those that are best for you, and guidance about how to complete forms, present your education and work experience in the best light, and create an effective online resume.


    	Part IV guides you through writing an outstanding cover letter and pulling together and submitting the various pieces of your application package. We also explain how to follow up on your application, how to prepare when you’re called for an interview, and how to negotiate salary.


    	The Appendixes contain a broad variety of supplemental information, including samples of resumes appropriate for the high-growth fields covered in Part II, a list of federal employment Web sites you can use in your job search, an overview of the types of government jobs that require you to pass an exam, and a glossary of common hiring terminology.

  


  YOU'RE WELL ON YOUR WAY TO SUCCESS


  The world of civil service employment offers an enormous array of opportunities and advantages. Your decision to use our book will give you an important advantage; the information we’ve presented will help you get a head start on making sense of the sometimes confusing and complex process of finding a civil service job.
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  Chapter 1: The U.S. Government in Review


  OVERVIEW


  
    	Where the jobs are: federal civilian employment


    	Is a government job right for you?


    	Comparing public-sector and private-sector employment


    	It’s up to you


    	Summing it up

  


  The U.S. government is the nation’s largest employer. About one in every six employed people in the United States is in some form of civilian government service. State and local governments employ five out of six public service workers; the remainder work for the federal government.


  Over the next several years, the federal government projects that it will hire an additional 193,000 employees, primarily in five “mission critical” fields:
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      	Security, protection, compliance, and enforcement
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      	Medical and public health
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      	Accounting, budget, and business
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      	Engineering and sciences
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      	Program management/analysis and administration
    

  


  These positions encompass myriad professional fields and will be filled by government agencies across the United States and throughout the world.


  WHERE THE JOBS ARE: FEDERAL CIVILIAN EMPLOYMENT


  The federal government employs nearly 3 million civilian workers in the United States on a full-time basis, including postal employees. Although most federal departments and agencies are headquartered in the Washington, D.C., area, nine out of ten federal jobs are located outside the nation’s capital.


  Although many government employees work in large cities—for example, Norfolk- Virginia Beach, VA; Baltimore, MD; and Philadelphia, PA, have the highest number of federal workers—some federal employees work in small towns or in remote, isolated places such as lighthouses and forest ranger stations. And federal jobs exist around the world. In fact, approximately 90,000 federal employees work outside the United States, mostly in embassies or defense installations.


  Many federal occupations parallel those in the private sector, including accounting, computer programming, and health care. Other types of employment opportunities are unique to the federal government, such as regulatory inspectors, Foreign Service officers, and Internal Revenue agents. More than 100 agencies and bureaus exist within the federal government, and each has specific employment needs.


  Although numerous opportunities are available within the executive, legislative, and judicial branches of the federal government, the executive branch employs the majority of federal workers. Composed of the Office of the President, the cabinet departments, and about 100 independent agencies, commissions, and boards, the executive branch is responsible for a wide range of activities: It administers federal laws, conducts international relations, conserves natural resources, treats and rehabilitates disabled veterans, delivers the mail, conducts scientific research, maintains the flow of supplies to the Armed Forces, and oversees programs to promote the health and welfare of the people of the United States.


  The Department of Defense, which includes the Army, Navy, Air Force, Marine Corps, and noncombat agencies such as the National Security Agency and the Defense Intelligence Agency, is the largest department within the executive branch. It employs about 35 percent of all civilian workers. Another 25 percent of federal workers are employed by the U.S. Postal Service, an independent agency. Other federal jobs are distributed among other departments, including the Department of Veterans Affairs, the Department of Homeland Security (DHS), and the Department of the Treasury.


  Sixty-five agencies within the executive branch operate independently and do not fall under the jurisdiction of the larger departments. They include the Central Intelligence Agency (CIA), the Federal Communications Commission (FCC), the Federal Trade Commission (FTC), the Social Security Administration, the National Aeronautics and Space Administration (NASA), and the Environmental Protection Agency (EPA). Although these agencies account for fewer than 200,000 federal jobs, it’s a good idea to keep them in mind when searching for public service employment.


  Federal civilian employment is also available in the legislative branch of the federal government. This branch includes Congress, the Government Printing Office, the General Accounting Office, and the Library of Congress. The judicial branch, the smallest federal government employer, hires people for jobs within the U.S. court system.


  White-Collar Government Occupations


  Because of its wide range of responsibilities, the federal government employs white-collar workers in many occupational fields. (“White-collar” is an informal term that describes both salaried professionals and educated workers who perform semiprofessional tasks in office, administrative, and sales settings.) White-collar jobs account for about 90 percent of all federal civilian jobs. As the United States continues to shift from a manufacturing to a knowledge-based economy, the need will increase for professional workers with technical expertise and those with superb reasoning, communication, collaboration, and problem-solving skills. Government professional fields with the highest projected number of new hires through 2016 include information technology (IT), mathematics, health care, education, and library science.


  Management, Business, and Finance


  According to the Bureau of Labor Statistics (BLS), one-third of all federal employees work in management, business, and finance. Upper-level managers are responsible for directing the activities of government agencies, while midlevel managers supervise various programs and projects. Because they are responsible for overseeing the executive branch, senators and legislators are also categorized as white-collar management.


  The General Accounting Office (GAO), Internal Revenue Service (IRS), and the Department of the Treasury employ accounting experts and budget administrators, and the demand for workers in this field is expected to increase significantly to include more than 20,000 new hires in the next few years. Accountants and auditors analyze financial reports and investigate government spending and inefficiencies. Additional business experts work in purchasing, cataloging, storage, and supply distribution—often on a large scale, given the size of the federal government. Most of these jobs are in the Department of Defense, and they include managerial and administrative positions, such as supply management officers, purchasing officers, and inventory management specialists, as well as large numbers of specialized clerical positions.


  Professionals


  About one-third of white-collar federal workers are categorized as professional workers, including lawyers, doctors, computer experts, scientists, and engineers. The majority of employees in this group work in the life sciences, physical sciences, and social sciences. For example, biologists determine the effectiveness of new medications, geologists predict hurricanes, and forest technicians help prevent forest fires in national parks.


  The federal government—mostly in the Departments of Agriculture and the Interior— employs about 50,000 biological and agricultural science workers. Many of these employees work in forestry and soil conservation; others administer farm assistance programs. The Departments of Defense, Commerce, and the Interior typically employ physical scientists. Chemists, physicists, meteorologists, and cartographers can find work within the federal government, as can physical science technicians, meteorological technicians, and cartography technicians. Federal job opportunities for engineers and scientists will continue to expand over the next few years, with more than 17,000 new hires. Prospects for IT specialists are also expected to rise, with more than 11,000 new hires projected over the next 10 years.


  Approximately 80,000 federal employees are nurses, surgeons, and physicians who work in hospitals or in medical, dental, and public health occupations. The federal government also employs dieticians, technologists, and physical therapists. Technician and aide jobs with the U.S. government include medical technicians, medical laboratory aides, and dental assistants. Health-care employees work primarily for the Veterans Administration (VA), although some work for the Department of Defense or the Department of Health and Human Services. Hiring projections within the medical and public health fields are very good—more than 35,000 health-care workers are projected to be hired by the federal government over the next several years.


  Economists and other social scientists work for the U.S. government, as do psychologists and social workers (who work primarily for the Veterans Administration). Foreign affairs and international relations specialists typically find employment at the Department of State. Most social insurance administrators working for the federal government are employed by the Department of Health and Human Services.


  Federal positions in law include professional positions such as attorneys and paralegals, as well as administrative positions like passport examiners and tax law specialists. The U.S. government hires claims examiners.


  Many federal government departments require the expertise of engineers to construct bridges, develop computer systems, and design spacecraft. The Department of Defense employs experts in electronics, surveying, and drafting. Computer software engineers and computer network administrators write computer programs, analyze data, and ensure that computer systems run smoothly.


  Professional mathematicians, statisticians, mathematics technicians, and statistical clerks are employed by the U.S. government, primarily with the Departments of Defense, Agriculture, Commerce, and Health and Human Services.


  Office and Administrative Support


  Nearly 15 percent of all federal jobs are in office and administrative support. Employees in these occupations assist management with administrative duties. General clerical workers, such as information and record clerks, secretaries, and administrative assistants, are employed in all federal departments and agencies. Office machine operators, stenographers, clerk-typists, mail and file clerks, telephone operators, and those in computer-related occupations are categorized as office support personnel. However, data compiled by the BLS indicate that the number of administrative support jobs in the federal government is declining as automated office procedures continue to replace duties once performed by clerical workers.


  Other public service workers perform administrative work related to private business and industry. For example, they arrange and monitor contracts with the private sector and purchase goods and services needed by the federal government. These occupations include contract and procurement specialists, production control specialists, and IRS officers.


  Service Workers


  Eight percent of federal employees work in service occupations, including officers at federal prisons, criminal investigators, and health regulatory inspectors. These employees are generally hired by the Department of Justice (DOJ) or the Department of Agriculture (USDA). Service jobs are primarily filled by local and state governments, who hire firefighters, police officers, and state prison guards.


  Many new positions with the federal government are linked to the establishment of the DHS, which was established by the Department of Homeland Security Act of 2002 in the aftermath of the September 11, 2001, terrorist attacks. In 2007, the number of federal workers hired for compliance and enforcement jobs increased fourfold, from 6,760 to 27,243. Continued hiring in this “mission-critical” field is expected as a result of expanded border security, customs, and immigration activities initiated by the Department of Homeland Security.


  White-Collar Job Requirements


  Entrance requirements for white-collar jobs vary widely. Some require that applicants have high school diplomas; others require an undergraduate or graduate degree. Although an advanced degree in a specified field is necessary in some professional occupations, such as physicians and lawyers, many others merely require some combination of education and experience, such as that of office clerk.


  Entrants into administrative and managerial occupations with the federal government usually are not required to have knowledge of a specialized field. However, they must demonstrate potential by having earned a degree from a four-year college or significant and comparable job experience. New federal employees in these occupations usually begin as trainees and learn their duties on the job. Typical entry-level management positions include budget analysts, claims examiners, purchasing specialists, administrative assistants, and personnel specialists.


  Technician, clerical, and aide-assistant occupations in the U.S. government include entry-level positions for applicants with a high school education or the equivalent. For many of these positions, no previous experience or training is required. Entry-level positions filled at the trainee level include engineering technicians, supply clerks, clerk-typists, and nursing assistants. Individuals who have junior college or technical school training or with specialized skills may enter these occupations at higher levels.


  Blue-Collar Occupations


  A blue-collar worker can be described as a member of the working class who typically performs manual labor and who earns an hourly wage rather than an annual or other type of salary. Blue-collar workers are distinguished from those in the service sector and from white-collar workers (who do not perform manual labor). Blue-collar occupations—such as construction, labor, and janitorial—provide full-time employment for nearly 300,000 federal workers. The Department of Defense employs about three-fourths of these workers in naval shipyards; arsenals and Army depots; construction sites; and harbor, flood control, irrigation, and reclamation projects. Other blue-collar positions are with the VA, the U.S. Postal Service, the General Services Administration, the Department of the Interior, and the Tennessee Valley Authority (TVA).


  Skilled Laborers


  Skilled laborers make up the largest blue-collar group of federal workers. Many are also employed in machine tool and metal work, motor vehicle operation, warehousing, and food preparation and service. The federal government employs blue-collar workers for maintenance and repair work as well, including electrical and electronic equipment installation and repair and vehicle and industrial equipment maintenance and repair. All these jobs require a range of skill levels, and most are comparable to occupations in the private sector.


  Although the federal government employs blue-collar workers in many different fields, about fifty percent are concentrated in a small number of occupations. The largest group—skilled mechanics—perform in air-conditioning, aircraft, automobile, truck, electronics, sheet metal, and general maintenance mechanics. A great number of craftspeople are employed with the federal government as painters, pipefitters, carpenters, electricians, and machinists. About the same number are warehouse workers, truck drivers, and general laborers. Some blue-collar workers are employed with the U.S. government as janitors and food service workers.


  Those who have had training in a skilled trade may apply for positions with the federal government at the journey level (the level of skill above that of an apprentice and below that of a master in the skilled trades). People with no previous training may apply for appointment to one of several apprenticeship programs. These generally last four years, during which trainees receive classroom and on-the-job training. After completing an apprenticeship, a federal worker is eligible for a position at the journey level. Many of these positions require little or no prior training or experience, including janitors, maintenance workers, messengers, and many others.


  IS A GOVERNMENT JOB RIGHT FOR YOU?


  Trying to get a job with the federal government is like trying to ride an elephant: It can be a safe and rather comfortable ride, and once you’re on the elephant, it’s not easy to fall off. But getting on the elephant? Now, that’s another story.


  To a job seeker, the federal government can seem overwhelmingly large—and as slow and ponderous as an elephant in the way it responds. This will become apparent to you when you see the amount of information you’re asked to provide when applying for a position—and in the time it takes for the agency or department to respond to your application. Some job announcements remain open for several months and applications are not reviewed until after the closing date passes.


  According to www.USAJOBS.gov, the federal government’s official job Web site, most federal agencies contact potential candidates from 15 to 30 days after receiving their applications. It’s not like sending your resume in response to an ad in the Sunday paper or on other job search Web sites. In fact, many people find the process of applying for a government job too complicated and time consuming, so they give up on the whole idea. This is unfortunate, however, because in spite of the complexity of applying for a position, there are real advantages to a civil service career, as we’ll soon discuss. In fact, you may even decide that the best possible position for you is in the federal government.


  With any job, you need to consider the advantages and disadvantages of taking the position—and each one’s relative importance. Not every “pro” equals every “con.” For example, for a particular job you’re considering applying for, you may be able to name five advantages and only one disadvantage. But if that single disadvantage is an obstacle you’re unable to overcome—say, the job requires relocating and you absolutely can’t move—then it outweighs any number of advantages.


  Other disadvantages may not be stumbling blocks so much as they are tradeoffs. This is especially true when contemplating a public service position. In addition to the obvious pros and cons of a job, keep in mind the intangibles. A career with the federal government brings with it a certain mindset, almost a lifestyle. For people who see this lifestyle as bringing peace of mind, this will be an advantage; for those who see it as repetitive or tedious, it will be a drawback.


  Advantages of a Government Job


  Let’s examine some commonly accepted advantages of working for the federal government or for a state or local government.


  The U.S. Government Is America’s Largest Employer


  Nearly 3 million civilian Americans work for the U.S. government. That’s a lot of people—and a lot of jobs. With enormous size comes enormous diversity. Almost every imaginable occupation has a place in the federal government, from special agents and politicians to auto mechanics, pipefitters, and carpenters. There’s room for satellite watchers and map readers, secretaries and file clerks, accountants and auditors, purchasing agents and contract administrators, scientists and medical doctors, teachers and law enforcement officers.


  Not only does the federal government offer a wide range of occupational choices, but it also allows employees to combine their skills and education with their interests. For example, an engineering major might work for the Department of Transportation designing electrical equipment to help ensure safe air travel; a chemist might perform analytical chemistry for the Department of Agriculture to help solve problems affecting America’s farms. Almost anyone can find a position that matches his or her educational background, skill set, and personal interests.


  The Government Is Always Hiring


  Roughly 10 percent of all currently filled federal jobs will become vacant in any given year. This is the result of turnover—attrition from retirement and promotions, as lower-grade employees apply for positions that higher-grade employees have vacated. According to the Office of Personnel Management (OPM), about 40 percent of the current federal work force will retire by 2016, creating a significant number of job vacancies.


  What about the current economic crisis? Politicians may announce publicly that they’re in favor of reducing the federal government, but the fact is that because of attrition, the government must always hire more workers, even during so-called hiring freezes and reorganizations. Additionally, the recession that began in late 2007 has actually spawned new government hiring programs, namely through the American Recovery and Reinvestment Act of 2009 (ARRA). In an effort to jump start the American economy, President Barack Obama signed the act into law in early 2009. The Recovery Act (sometimes informally called the economic stimulus plan) includes provisions for creating energy independence, modernizing health care and health-care records, improving education, rebuilding the nation’s infrastructure, offering tax relief, and protecting those in economic need. Job seekers looking for federal recovery–related jobs may access these listings through www.USAJOBS.gov, or through a new government Web site that offers Recovery-related jobs, career planning, and information on the many kinds of financial opportunities offered by the U.S. government: FedBizOpps.gov.


  A Government Job Is a Secure Job


  Although getting a government job can prove to be a challenge, once you’re “on the elephant,” it’s likely that no one will be able to get you off until you’re good and ready. In other words, you can stay or leave according to your own inclination. Reductions in Force (RIFs) happen infrequently, and when they do, most government agencies faced with downsizing or restructuring achieve their goals through early retirements and by attrition (not filling the jobs left vacant by those who have taken other jobs or retired). Through the Voluntary Separation Payment Authority, federal agencies can offer optional retirement to employees who choose to separate by voluntary resignation, or they can offer early retirement incentive payments of up to $25,000.


  A Government Job Provides Opportunities for Advancement and Growth


  Once you’re hired for a position with the federal government, you’ll find that you have opportunities to move up or to move laterally in your field—or to change fields entirely. If you perform well, advancement is almost guaranteed, because good work is generally rewarded. For example, in the BLS, employees are eligible to advance to the next grade (and the next salary bracket) after one year of service. If you begin at the GS-5 level and perform your work effectively, you can advance to a GS-12 position within four years.


  Many government agencies also offer fast track programs for even speedier advancement in your field. The security of a government position allows you to make fairly reliable long-term career plans. In most cases, you’ll know just what you need to do to earn a promotion—and a raise to the next-higher pay grade.


  A Government Job Is a Career in Public Service


  Working for the government can provide a level of satisfaction that other careers can’t offer. You are a public servant in the best sense. By example, consider the work and responsibilities of these important federal agencies:


  
    	Federal Emergency Management Administration (FEMA)


    	Federal Aviation Administration (FAA)


    	Federal Bureau of Investigation (FBI)


    	Small Business Administration (SBA)


    	Centers for Disease Control and Prevention (CDC)


    	National Institutes of Health (NIH)

  


  Each of these agencies—and every one of their employees—is contributing to the health and welfare of the American people. Working for the federal government allows you to help solve problems that affect all Americans. Many employees of such agencies are midcareer professionals who have enjoyed success in private-sector careers but who want to give something back to their community or their country.


  A Government Job Offers Opportunities for Advanced Professional Training


  Not everyone who is hired by a government agency is prepared to begin working productively on their first day or to effectively handle an increase in job responsibility. In response to this need, federal and state agencies ensure that their employees are fully trained by offering multiple training and educational opportunities. These opportunities may include full or partial tuition reimbursement, or time off—sometimes with pay—to complete the programs. Some federal agencies will reimburse up to $10,000 per year of employees’ student loans; others will cover the cost of graduate school should employees decide to pursue an advanced degree related to their work. Educational, training, and development opportunities offered by the federal government are major benefits, enabling employees to perform their jobs better and prepare for future promotions.


  The Government Hires People at All Stages of Career Development


  This is an important point. You may be a high school graduate who has virtually no work experience, or you may be a college student or recent graduate. You may be a midcareer worker seeking to find a new field, or you may be a veteran who is separating or retiring from the U.S. military. You may have a Ph.D. or you have earned your GED certificate. No matter where you are in your education or career, the government will have open positions for which you can apply.


  The Federal Government Values Diversity


  The federal government strives to be a model for workplace diversity, and it actively encourages minorities and candidates with disabilities to consider public service employment. To this end, the government offers fellowship and internship programs to recruit new employees and maintain a diverse workforce. Currently, about 17.6 percent of the federal government’s workers are African American, 7.6 percent are Hispanic, 5.2 percent are Asian/Pacific Islanders, and 1.9 percent are Native Americans. As of 2007, about 1 percent of federal workers were classified as having disabilities.


  Federal Jobs Offer Competitive Pay, Flexible Schedules, and Good Benefits


  On average, salaries in the federal government are competitive with those in the private sector. Pay increases are regular and predictable, and they may be rapid for those who possess exceptional skills and a strong education.


  For employees who care for children or other family members, the work-life balance offered by many government agencies can be an appealing benefit. Job sharing, flexible work schedules, telecommuting options, elder-care resources, employee assistance programs, and on-site child care centers are available to many civil service workers, especially at larger facilities. Moreover, federal benefits are competitive with those in the private sector: they include health insurance, retirement benefits, and vacation time, as well as travel subsidies for those who travel to and from work using public transportation.


  Disadvantages of a Government Job


  Of course, anyone seeking to work for the federal government needs to consider the drawbacks as well as the advantages of such a position.


  You Work for a Bureaucracy


  The government is a bureaucracy—an organization with standardized procedures that guide most or all processes and one that holds to a formal division of powers. Everything you do must be approved through a fairly rigid chain of command, and every action you take must have a precedent. Your employment is regulated by preexisting guidelines and procedures outlined in a personnel manual. These regulations protect you from being unfairly fired and help ensure that your position will not be eliminated.


  However, such rules also require regular adherence to standards that may seem out-dated or unreasonable to certain types of workers. A bureaucracy the size of the U.S. government changes slowly. Many of its regulations and requirements were established long ago, and they may still remain in force even though the situations they addressed may have changed.


  All is not lost, though. According to a recent OPM publication, “Modernizing Merit: OPM’s Guiding Principles for Service Transformation,” the federal government recognizes that problems have been created by layers of bureaucracy within its civilian workforce. It admits that standardized rules and regulations established to encourage fairness and equal treatment among federal workers have, at times, fostered an environment of mediocrity and rigidity. The OPM is doing its part to eradicate this one-size-fits-all frame of mind by allowing government agencies more autonomy and flexibility in hiring and personnel decisions.


  The Government Favors Rule Followers Over Risk Takers


  A bureaucracy by nature favors rule followers. This makes perfect sense. If you’re not the type to strictly adhere to long-established rules, however, this fact can challenge your patience and persistence. If you’re the kind of person who sees what needs to be done, wants to do it, and is accustomed to doing it on your own, you may find this aspect of civil service difficult to bear. What you may view as a case of taking initiative may be viewed by superiors as unreasonable risk taking: After all, you’re acting without precedent and without approval. You may believe you are being a self starter, but in the eyes of a bureaucracy you may look like a loose cannon.


  Change in Most Government Agencies is a Slow Process


  It is a general rule that as an organization grows, it tends to become less nimble. This sometimes results in resistance to change. Although the federal government is initiating organizational adjustments designed to give individual agencies more independence, this may take some time in an organization as large as the federal government, where a huge conglomerate of agencies and departments are all subject to regulation by the legislative and executive branches. These agencies may have huge budgets, but they are not fully independent. They are intended to execute “the will of the people,” as expressed by Congress and the executive branch.


  Incompetence Is More Easily Hidden in a Large Organization


  The larger the organization, the more easily it can carry employees who simply go through the motions of doing their jobs but who actually accomplish little. These individuals rely heavily on being “covered” by those who are dedicated to their careers.


  Although most government coworkers will be just as diligent as you are, you may find yourself carrying the weight for other, less motivated, employees. And because all federal workers benefit from job security, you may find that these coworkers will be working with you for quite a while.


  It May Be Difficult to Leave a Department Once You’re Hired


  At some point in your civil service career, you may decide to transfer to another position or agency. Be forewarned that receiving a transfer within the federal government can be cumbersome. Every personnel-related action in the federal government involves a great deal of paperwork and may take months to process. You may be lucky and have your transfer approved right away—or you may have to wait until someone in the department for which you’d like to work decides to retire or is promoted, thereby creating a vacancy.


  Even if you are eligible for transfer to another agency or position, this does not guarantee the transfer. Individual agencies select a pool of qualified candidates for open positions at their own discretion. Consider, too, that federal employees must wait at least three months after being hired before applying for transfers involving a different geographic area, higher pay scale, or new line of work.


  Government Agencies Are Subject to Intense Political Pressures


  Government agencies need to take into account many constituencies and audiences when making decisions. The political and/or public pressures governing a given situation may cloud facts and logic and make what would be a relatively straightforward decision in the public sector an extremely complex and difficult decision in a government agency.


  A Federal Government Position May Require You to Travel or Relocate


  Federal agencies and departments administer programs throughout the United States and overseas. Agencies need many people to ensure that these programs are operating properly and that field offices are successfully performing their assigned duties. Occasionally, a civil service worker may be asked to relocate to accept a position—and this may be difficult or untenable for you.


  If travel or relocation is required, this will usually be stated under “conditions of employment” on a vacancy announcement. Sometimes a particular position is available in a variety of locations; in such cases, applicants are asked to indicate their geographic preferences when they apply. A vacancy may even state that “failure to specify a geographic preference on your application will result in a rating of ineligible.”


  The news is not all bad, though. Employees who must relocate to take a job are paid an incentive—usually about 25 percent of their annual salary.


  You May Have to Work Harder for Less Pay Than You Expect


  Many people have the mistaken idea that working for the federal government is easy. They may be under the impression that there is very little to do, ample opportunity for paid vacations and holidays, and unbelievable benefits. This is a myth—and the truth can come as quite a shock.


  Government employees, for the most part, work very hard. And while their salaries and benefits are very good, they are not the highest-paid workers in the country. If you’re motivated by money alone and want to reach extreme professional heights very quickly, public service may not be for you.


  COMPARING PUBLIC-SECTOR AND PRIVATE-SECTOR EMPLOYMENT


  It’s useful to compare how a civil service career, with all its advantages and disadvantages, compares with private-sector work.


  Job Security


  Do you wake up every morning worrying about whether you will have a job after today? Do you anxiously listen to news reports about economic downturns and corporate take-overs? With the deep economic recession of the past few years, job security has become a scarce commodity in the private sector—in fact, most traditionally accepted ideas about job security no longer hold true. Even the terminology has changed: “laying off” has become “downsizing”—as if changing the language might disguise the nightmare of losing one’s job.


  As a rule, in the private sector, job security no longer exists. Even a Fortune 500 company can be acquired by another company unexpectedly or may suffer huge financial losses. Cutting payroll is one of the easiest methods for companies to show a temporary economic gain.


  The federal government, by contrast, doesn’t have to show evidence of profit to stockholders every three months, and no one is trying to buy out the Department of Agriculture. For this reason, job security is one of the largest advantages of working for the government. With a career in public service, your worries about basic economic survival are greatly diminished—though of course not completely extinguished—and you will likely have greater peace of mind over where your career is headed.


  Discrimination


  No one likes to talk openly about discrimination, such as sexism or racism, in the workplace. However, the truth is that it exists both in the private and public sectors. Because the process of hiring and promoting government employees is ruled by precedent and regulations and is less vulnerable to individual likes and dislikes, there is often less chance of experiencing discrimination.


  This is particularly true regarding age. In the private sector, youth is often prized more than experience because it’s believed that younger workers have more energy and enthusiasm and that they have the most current applicable knowledge because they are more recently graduated from school. Younger workers on the whole may also be willing to accept lower pay than workers with more experience. Consequently, a more mature worker may find it difficult to find a new position in the private sector.


  In the federal government, however, unless a job has specific physical requirements that limit the type of worker needed, positions are graded in terms of salary, not by age of the employee. For example, a federal agency may have a GS-13 position to fill for an accountant. Anyone with the requisite education and experience is eligible to apply, no matter how old he or she is. If you are hired for the position and you are 37, you won’t be paid any more or less than someone who is 53 and is hired for the same position, as long as you both fully qualify for the job.


  This means that many older workers with 10 or 20 years of job experience in the private sector can begin a full second career in government. Veterans who have completed a full 20-year career in the military can begin a second career as civil service worker as well. This is much more difficult to do successfully in private-sector work.


  Teamwork vs. “Superstars”


  Working in a government bureaucracy is not about acting alone. Nor is it about taking chances based on sudden hunches with the hope of taking center stage and getting applauded for your intuition and initiative. Unlike private companies, the federal government has very few employee “superstars.” Most government work is not about being an all-star. It’s more about building a set of working relationships with other professionals and about using these contacts to advance your organization or agency’s agenda.


  If you are the type of worker who thrives on attention and recognition, you may want to consider seeking work in the private sector rather than in civil service. On the other hand, if you don’t mind working behind the scenes and you don’t think it’s important who gets the credit as long as the job is done, you may do very well in a government career.


  Compensation and Benefits


  Do you want to make a lot of money, and make it quickly? If these are your core career goals, working in the private sector may be a better choice.


  Top executives in the private sector earn substantially higher salaries than public-sector executives who manage programs of comparable size. Compensation for the government’s executive-level employees ranges from $143,500 to $196,700, whereas executives working in the private sector may earn many times that amount. Commissions, stock options, golden parachutes—none of these are available to civil service workers.


  IT'S UP TO YOU


  There is no easy formula for comparing civil service jobs to those in the private sector, but there are advantages and disadvantages to each. As we’ve seen, many of the advantages are practical: salary, health-care benefits, vacation, and pension benefits. Conversely, many of the disadvantages may be a matter of workplace politics and dynamics and how these fit with your own personality.


  The smart way to make the decision is to be absolutely honest about your specific needs, your family’s needs, what motivates you, and even what drives you crazy. Ask yourself these questions, and answer them truthfully:


  
    	How much money is “enough”—that is, what salary range allows you to live comfortably?


    	How much job risk will you tolerate?


    	How much financial risk can your family tolerate?


    	What health-care needs do you and your family have?


    	How well do you handle change?


    	Do you require constant change or do you prefer routine?


    	What type of work environment do you prefer?


    	How well do you work with other people?


    	Are you comfortable being a team player rather than a star employee?


    	How much frustration or dissatisfaction can you tolerate in exchange for job security?

  


  Every person’s answers to these questions will vary. It’s up to you to choose the career factors that are most important and that make the most sense for you and your family. You’ll also have to rely on a certain level of instinct and decide which type of job feels right to you.




End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   


OEBPS/Images/s10.jpg
809 Construction Control 23 | written test

817 Surveying Technician 23| written test

856 Electronics Techaician 23| written test

895 Industrial Engineering Technician 23| written test

901 General Legal and Kindred 57 |ACWA
Administration

950 Paralegal Specialist 57 |ACWA

958 Pension Law Specialist 57__|ACWA

962 Contact Representative 34| written test

963 Legal Instruments Examining 2/3/4_| written test

965 Land Law Examining 57__|ACWA

967 Passport & Visa Examining 57__|ACWA

986 Legal Clerk & Technician 2/3/4 | written test

987 Tax Law Specialist 57__|ACWA

990 General Claims Examining (One- 4| written test
grade interval)

991 Workers' Comp Claims Examining 57__|ACWA

993 Railroad Retirement Claims 57 |ACWA
Examining

994 Unemployment Comp Claims 57 |ACWA
Examining

996 Veterans Claims Examining 57 | ACWA






OEBPS/Images/s28.jpg
[TomL TR T e

e 1 SR

[ =335 fsea ¢ |

| [ -
Auseard yunug osesrd
i A i e ok

13 OIS 30O wonendi|
WeunIedeq BuYUE VRIS NIOA MIN pemdiy
P b ]

o18nd IHL OL NIdO
‘SNOLLYNIWYX3 SAN 403 NOLLYOddv

(L0) 96502 # €-ddv-00





OEBPS/Images/s2.jpg
O X 4. ana?





OEBPS/Images/n1.jpg
(& PETERSON'S






OEBPS/Images/v20.jpg
.ooeoaooooo
29600565000
Seoso0aceis
2 Saanacase
ioooosa et
e
Soesa080080
20999990080
A
EReZggEsds
500050080
STl
st
L
soasaaneete

0000000000
0000000000
80000000000
©0000000000
®0000000000
<0000000000

fdddderdes

116,
117
119,

P Fom 226X
Fovised Augus! 2002

IR p———





OEBPS/Images/v11.jpg
| ATy L}

o e B e e et e ot e vk o s P,

Socitscurty numsar Vaconey dottcation rumber
-0 -

T Viow ormation 1ppIea®) . plce o amployment

(0 5 N N A N O N S N
B otk address
FPL Ll PP EE
- workaty
EVorkzpoode  +4 (aptona)
aaoaas mas
G- Work wleghone mumber Extonson 1 spplcatio)






OEBPS/Images/v7.jpg





OEBPS/Images/cover0001.jpg
GETTING A

GOVERNMENT

ju . THE CIVIL SERVICE

HANDBOOK

1+ Edition

Get Job Security with Great Benefits

* Explorethe latest information on how to fid the best
jobs in goverment, including state and major
municipal governments

¥ Learn how to complete and submit your application for
a government job

¥ Follow expert tips on how to stand out as a government
job candidate and ace your interview

SNOs¥3Lad @)






OEBPS/Images/v21.jpg





OEBPS/Images/s29.jpg
SUPP #20598 (4/07)

10'1his queStONRals. Al oM aton Prowded fs Subject 1 verifcaton.

'SUPPLEMENTAL QUESTIONNAIRE
Paget

CONTINUOUS RECRUITMENT EXAMINATION NO. 20-5

nasl4islelg1919

"SOCIAL SECURITY NOMBER
98

FOR ENTRY LEVEL BANK EXAMINER TRAINEES
IN THE NEW YORK STATE BANKING DEPARTMENT

This is a raining and experience examination. Your ratng willbe based on a foview of your responses.

There is no application fee for this examination

INSTRUCTIONS:






OEBPS/Images/s11.jpg
998 Claims Clerical 23/4 | written test
1001 General Arts and Information 57 |ACWA
1015 Museum Curator 57__|ACWA
1016 Museum Specialist & Technician 23| written test
1035 Public Affairs 57__|ACWA
1046 Language Clerical 2/3/4_| written test
1082 Writing & Editing 57 |ACWA
1083 Technical Writing & Editing 57__|ACWA
1087 Editorial Assistance 2/3/4_| written test
1101 General Business and Industry 57__|ACWA
1102 Contracting 57 |ACWA
1105 Industrial Property Management 57__|ACWA
1104 Property Disposal 57__|AcwA
1105 Purchasing 2/3/4_| written test
1106 Procurement Clerical & Technician | 2/3/4 | written test
1107 Property Disposal Clerical & 234 | written test
Technician
1150 Public Utilities Specialist 57__|ACWA
1140 Trade Specialist 57__|ACWA
1140 International Trade Specialist 57 | written test






OEBPS/Images/s1.jpg





OEBPS/Images/v6.jpg
e e, WOy M L.
e oyt o e b o . i

e s e i st e T S

\ Secion - Adons Wk Eporincs
T
——p—— ]

e T I T S
oo e s | By
© v s e
Spsce s Wt SANAR) Sy Crvrans [fenne con

e oo VA0 IR %
ki B [ cenmosn
iyt e et npmes v e O

orrt it ot e e iy . e s

e Y






OEBPS/Styles/page-template.xpgt
 

   

   
	 
    

     
	 
    

     
	 
	 
    

     
	 
    

     
	 
	 
    

     
         
             
             
             
             
             
        
    

  

   
     
  





OEBPS/Images/v12.jpg
R I N
A Folime empioyment
T hous perves? 90
5. Partmo amployment o
Cigorfwer hriveek 100
Ci7E Zaveuess 90
LZ5ia shatesk? ©0
. Temgerary employment sing
Tloss 1 moci? OO
Fhbmean " 90
SRimme 80
0. Jobs requtin ravel away from hoe for
“1ioS nghisvonth? @0
o101 Rahmanir 00
s

= Orer cnsiomagiaons (e o)
TN N

Queston 1
Queston .
Queston

00
30
89

quesiond. 00
Qeans 33
Quesions. 33

S CH——.
e you a izenofthe Unted Sales of Amerca?
®Yes ONo

7. Beckgrond inermation
(s oy grouncamant nsscters)
N YN

Queston

00 aume. 6
Queston2. © 0 Questans. © O
Questond. © O Quesians. O O

5. Ot formaton
528 vacancy smpouncemant natnctions)

AGender Ohole

. Dateof bt (enolyyyy)
aayaEEEEn

@ Femde

U, O of e Hanagoment

Page 2018 P Fom 1215

Revsed Ao 2002





OEBPS/Images/v29.jpg
APPLICATION FOR NEW YORK STATE EXAMINATIONS OPEN TO THE PUBLIC

20-434 Foad Service Worker 1 G
OMRDD, DOH, agencies other than OMH fixh

"EXTRA CREDITS FOR WAR THE VETERANS
fy .mm"y"n"l‘?u’?-’.i‘.‘v‘-"::'.ﬁ.::"..'; e S i S e i ro.

DO NOT COMPLETE THiS SECTION UNLESS YO | i eims i em i
L R
..m;ﬂ:.:rrm'"”'“..m,.;..,.,"::«._,.:‘r.z:m*: -

Py





OEBPS/Images/s4.jpg
Series, Title/Position(s) Grade(s) | Requirement
011 Bond Sales Promotion 57 |ACWA

018 Safety & Occupational Health 57 |ACWA

Management

020 Community Planning 57__|ACWA

023 Outdoor Recreation Planning 57__|ACWA

025 Park Ranger 57__|ACWA

028 Environmental Protection Specialist 57 |ACWA

029 Environmental Protection Assistant | /34 _| written test
072 Fingerprint Identification 23/4_| written test
080 Security Administration 57__|ACWA

082 United States Marshal 57| written test
085 Police 2| written test
083 Park Police 5| written test
083a Police (Secret Service) 45| written test
085 Security Guard 2| written test
086 Security Clerical & Assistance 23/4_| written test
101 Social Science 57__|ACWA

105 Social Insurance Administration 57__|ACWA

106 Unemployment Insurance 57 |ACWA

107 Health Insurance Administration 57 |ACWA

110 Economist 57__[ACWA

130 Foreign Affairs 57 |ACWA






OEBPS/Images/th.jpg





OEBPS/Images/s12.jpg
1145 Agricultural Program Specialist 57 |ACWA
1146 Agricultural Marketing 57__|ACWA
1146 Grain Marketing Specialist 57__[ACWA
1147 Agricultural Market Reporting 57__|ACWA
1150 Industrial Specialist 57 __|ACWA
1152 Production Control 23/4_| written test
1160 Financial Analysis 57__|ACWA
1163 Insurance Examining 57__|ACWA
1165 Loan Specialist 57__|ACWA
1169 Internal Revenue Officer 57__|ACWA
1170 Realty 57__|ACWA
1171 Appraising & Assessing 57__|ACWA
1175 Housing Management 57__|ACWA
1176 Building Management 57__|ACWA
1316 Hydrologic Technician 23| written test
1341 Meteorological Technician 23| written test
1371 Cartographic Technician 23| written test
1574 Geodetic Technician 23| written test
1411 Library Technician 23/4_| written test
1412 Technical Information Services 57__|ACWA
1420 Archivist 57__|ACWA






OEBPS/Images/v30.jpg
PERSGNAL PRIVACY PROTECTION LAW ROTIFICATION
e o o ey s i ) e S e o b

T

et e i o g i e Sl
o e e e
B ke

CE e e






OEBPS/Images/s13.jpg
1421 Archives Specialist 87 |ACWA (Two-grade
interval only)

1521 Mathematics Technician 23| written test

1531 Statistical Assistant 2/3/4_| written test

1654 Printing Management Specialist 57 |ACWA

1701 General Education & Training 57__|ACWA

1702 Education & Training Technician 23| written test

1715 Vocational Rehabilitation 57__|ACWA

1720 Education Program 57__|ACWA

1801 Civil Aviation Security Specialist 57__|ACWA

1801 Center Adjudications Officer 57__|ACWA

1801 District Adjudications Officer 57__|ACWA

1810 General Investigation 57__|ACWA

1811 Criminal Investigation 57__|ACWA

1811 Criminal Investigator—Treasury 57 |ACWA

Enforcement Agent
1849 Wage & Hour Investigation (formerly| 57 | ACWA
249 Wage & Hour Compliance)

1863 Food Inspection 57 | biographical data
assessment

1889 Tmport Specialist 57__|ACWA

1895 Customs & Border Protection Officer | 5/7 | written test






OEBPS/Images/v31.jpg
APPLICATION FOR NEW YORK STATE EXAMINATIONS OPEN TO STATE EMPLOYEES

PRy ————— e ey
F" 510011 ottt i i k]
g [ T
et compieing s appcaton. | e .

e e e S
e il wslerne
8 123 eny srecer (58 220" 212
e e 2

Davds Tx 53> | 8550 3am s

P i BT T o) 55 R eyt e






OEBPS/Images/v13.jpg
T e e o e o o T P A S ST
oo, e oA o S, o ko e L

-~ ooy ot e
R -1 -FFEE] Ghh bl EE
Y —e——— 70

1. Mscataneous inforaton

12. Specn kncwidgn 13 Tetiocaion






OEBPS/Images/s5.jpg
131 International Relations 57 |Acwa
152 Intelligence 57 |ACWA
134 Tntelligence Aide & Clerk 2/3/4_| written test
140 Workforce Research and Analysis 57__|ACWA
142 Workforce Development 57__|ACWA
150 Geography 57__|ACWA
170 History 57__|ACWA
180 Psychology 57__[ACWA
184 Sociology 57__|ACWA
186 Social Services Aide & Assistant 23| written test
187 Social Services 57__|ACWA
190 General Anthropology 57__|ACWA
193 Archeology 57__|ACWA
201 Human Resources Management 57__|ACWA
244 Labor Manaagement Relations 57 |ACWA
Examining
301 Misc Administration & Program 57__|ACWA
302 Messenger 2/3/4_| written test
303 Misc Clerk & Assistant 234 | written test





OEBPS/Images/v26.jpg
APPLICATION FOR NEW YORK STATE EXANINATIONSOTSNTO e 2

X 20486 Food Service Worker 1 et ]
OMRDD, DOH, A
agencies other than O‘MH e SR A
Ciare Somaeiag s epiesvon ik el
T e T S S
H N Kemiayd josaulensl g
E | (5 322 - 1aia
g e
Dars T ssia | \B2)aa as

mare _ﬂ."._;m,mmaxe:':.,:m.;:m:zi.:q. =

PR ACCOMHEOROTE TTEST
1 et ettt B et






OEBPS/Images/s30.jpg
Type or print legibly in ink.

Answer all questons on s questionaire and appicaton form OC-APP 3 (tached) completely and
accurately. Incomplete information may rosult n 3 lower score.

Do not submit a resunie with your application.

Your degro andior colege credis must havo boen awarded by a regionally accredied college or
unversty or one racognized by the New York Stals Education Dapartment 45 alowing acceptabio
educatonal pracices. I your degroe andior collogo crodit was awardad by an ed.cabonal nstiuton
utside the Uriled States and s tarionis, you must provide ndapenden voriicaton of equalency
nd a course by course evaluaion You can Wit 1 th aess below for 3 1t of acceptabie
Companies whe provids s service or s informaton can bo found o th internet &

i .Sty s obseekeridagrees.cim. You must pey th required evaluaion fee

Ml his APPLICATION FORM OC-APP-3 420598 nd SUPPLEWENTAL QUESTIONNAIRE
SUPP 520506, and ranserpts o

Transcrpts downiosded o college websies Human Rosources Office
il ot o sccoped U™ WE Bk bepariment

One State Street
Now York, NY 100041417

Retest Policy - You may reapply forthis exam after one year.

Appropriate part-ime and volunteer experience, which can be verified, will be accepled on
‘3 pro-ated basis.






OEBPS/Images/v5.jpg
(OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT - OF 812

[ (e






OEBPS/Images/v3.jpg
L

e

S

e e .. st 1 s e s 03

oyt e 8 e e R e T e
e s L r P e s G
S e e L S Bl
et oty sttt et e S
B e e oo i
o T e T e

i st g o oy )
B I S I ey
S e e M e e e e,






OEBPS/Images/s3.jpg





OEBPS/Images/v28.jpg
e ettty e oty et or

RSP EUGBITY FOR EHPLOHENT
ol a5 amaey gy e it o, o wi b e e docmats which sl
T IGETy and our oy By o e ampioyed e Ui S Ly

TVEGTCAL BRI FIGER PRINTIVG A BACKGROUNG TWESTIGRTON

B s s d ST Loty v s e pcesman.

e el o e i
R R R R,

X A Ghnanc Bgusrsidest e






OEBPS/Images/v15.jpg
mEL [ ]

T e T e T R P S S e
g e e 1 e o, Yo | FA S,

plsiesiinien iyl
T bI-LL]-EBEEE] bbbl EELE]

20, Gopsionalspecites (ses vocanoy snnouncementinsiuctons)
1 2 3 . s

R e p—r—

B v
[TT1
B v
I
T 0






OEBPS/Images/s14.jpg
1896 Border Patrol Agent B/7 | written test & lan-
guage proficiency

1910 Quality Assurance 57__|ACWA

2001 General Supply 57__|ACWA

2003 Supply Program Management 57__|ACWA

2005 Supply Clerical & Technician 2/3/4_| written test

2010 Tnventory Management 57 [ACWA

2030 Distribution Facilities & Storage 57 |ACWA
Management

2032 Packaging 57__[ACWA

2050 Supply Cataloging 57__|ACWA

2091 Sales Store Clerical 2/3/4_| written test

2101 Transportation Specialist 57__|ACWA

2101 Airway Transportation System 57 | wnitten test
Specialist Department of
Transportation. FAA

2102 Transportation Clerk & Assistant 2/3/4_| written test

2110 Transportation Industry Analysis 57__|ACWA

2125 Highway Safety 57__|ACWA

2130 Traffic Management 7 |ACWA






OEBPS/Images/v32.jpg
bl e e ke e e

e T TR R

T e

[ ——
Kiver Kios
DeveLoprEnThL THTER

o e 5 5 G

Deveincony Aips
o tnset sty

ivd soor " Aubusr zeet

e —
e b e e o 0t 1150 8 e 8 A A D A T

et
- P

 pmarensin

o
™™ owertmom

I TELRTY FoR BV

Setry et canvacmccaoainan oo S,
Sy o0 S s ey GRS

53 wssedto st i esbin

EDICAL EXANTATION, FIGER PATING A0 GACRGROUNG THEETIGRTION

[l et e .

e A Icempits sepieaton may 5 dnsporone:

S

X Ko Grbrss

S e s i e e e

L T S

st 8, 200%






OEBPS/Images/s27.jpg
e o, s e s o S S B S o |
mnp eyt o o e o 5 o |+
o g R 53 o 2 e oo o 4 P ot o |
swous3nt wwowaay

g ——

il o e o s s i 5 P R G





OEBPS/Images/s31.jpg
|. ACADEMIC RECORD

A Indicate any degrees received or expected to receiv.

Collge vy Prfmesonat R EEH RS
e L e kA R =
ourd RIDEL STATE uwivelsiTy | 30

DALLRS | TEXAS

%






OEBPS/Images/v14.jpg
14.veteans prernce.

© 5 PoitsProfarance Cimed

B L Jinn
ottty
10 Pams Prteence Coed w [T/
(ot of i et s o sty
fretdiea
16. Avsiiabiy cate
10 Pt Campanati DissityPrfrenc Climed Hanllni
(cesy it ot 07 s )
—— 17. Sente conusaion s
P ————— ! 1HTTT
18. Gherae
© 10 Palts Capensati sty Prfrence Coimed T

(dsatny o f 3% o)

‘Wihen entering dates i the folawing fieds,
Pl use et Moy

® No Prference Cismed 15, Datosof sctve duy - ity sanica.
T o e rlres i ne o 4

TS, Jo0 rserencs (sos vacancy sevouncamant evuclions)

10 60 10 10 210 %0 O 3.0 410
20 70 120 70 20 @O 2O WO @0
30 80 130 WO 2O WO WO MO 40
40 30 1O 10 20 20 MO 20 #0
50 WO 150 WO %O WO BO 0 450

%0 510 %0 610 O
570 20 %0 @0 WO
40 B[O 3O ®WO ®O
90 4O 8O MO WO
0 50 00 $50 WO

[ VSOt tPeoma g page 016

Pt Form 1203
Revisod Aopus 2002





OEBPS/Images/v4.jpg
Bl o e e s
B ey
B S B e
e A i e o e e ) ey s

B N S R L i RO Ry
o e R e SN S






OEBPS/Images/s15.jpg
2131 Freight Rate 2/3/4 | written test
2135 Transportation Loss & Damage 2304 | written test
Claims Examining

2150 Transportation Operations 57__|ACWA

2151 Dispatching 2/3/4_| written test

2152 Air Traffic Control 7 | written test for
5/1—mandatory
for competitive
appointment
and in-service
placement;
optional above 7

2210 Information Technology 57 |ACWA

Management (Alternative B only)






OEBPS/Images/v16.jpg
22 Indicat  you are requssting consideration o aithorthe  [24, Personalbackground nformatin
(596 vacaney anmouncemen nsiuctons)

O Carsor Transiton Assstance Plan (CTAP) 10 1o
O Ineragency Caraor Transion Assistance Plan (CTAP) o @0
0 6o
o  uo
23, Job elted axparince. 50 w0
i vacancy anvouncemen nstuctons) s0 0
0 wo
vears Mo 0 wo
96 190
wo @0

W US Ot nansgement Pt Fom 1203





OEBPS/Images/v33.jpg
APPLIGATION FUR NEW YORK STATE EXAMINATIONG OPEN TOSIATE EMELOTEES:

10010 Devlpreial Aid Taos S

10011 Devlopnenal id Toines (Spaish Lvgisge) Xo-928

EXTAA CREDITS FOR WARTINE VETERANS

o e e el S e e 1Y 50 o ek 13 st s crss,

e e L
Eair e e e e

T om st crcs .3 s Yok, o st s VS i s

s






OEBPS/Images/v1.jpg
S e e o o S R .
e et wasoatay e it ot ok e o oy o i e
et e e e ey
e o e e o

© B e
- o ety et e o iy o e e






OEBPS/Images/n5.jpg
California | Florida | iinois Tezss
AcoumandAudior | 354192 | 361000 | 52580 552560
i Trafi Contrller_|| 5130650 | S111870 | 5128710 st11s10
Cirl Engineer 574500 74680
s468 | 365728 | 575500 77,100
Comections Officer | 353000 | 52390 | 338800 HL130
Cour, Muicpal & - .
o 536800 | 536400 | $395% 339590
Fnsncial Analyst ST0820 | s69282 | 573150 | 578,150 | 573510
Firchghter 353,730 _| 545520 | 544260 | 54190 | 348220
T Specialis 366,760_| 570000 | 569,740 | 69,740 | 386,380
Mentensncs & Repsr o
b 534467 | 521880 | 537200 | 33710 | 3720
Poics Offcer 356880 | 551320 | 551410 | 551,410 | 358,180
Palice Fire, & y .

o parcher || 390956 | $37010 | 535390 | 536970 | s
Probation Offcer 45650 | 542390 | 545910 | 545910 | 542250
Registered Nurse 74868 | 361290 | 562,450 | 562,450 | 574,460
Surveyer S61,660 | $56,880 | 562,510 | 566,580 | 571,660
Transportacon. )

k- s se1800 | $359% | 539360 | 538,100 | 530,800
Word Processor/Typist | 337,776 | $25.450 | $37.890 | 531390 | 331210






OEBPS/Text/chapter7_19.xhtml


  [image: ]





  [image: ]





  [image: ]





  [image: ]





OEBPS/Images/s7.jpg
322 Clerk-Typist 23/4 | written and perfor-
‘mance tests

326 Office Automation Clerical & 2/3/4 | written and perfor-

Assistance ‘mance tests

332 Computer Operation 2/3/4_| written test

334 Computer Specialist 57 |ACWAfor
Alternative B only

335 Computer Clerk & Assistant 23/4_| written test

341 Administrative Officer 57__|ACWA

343 Management and Program Analysis 57__|ACWA

344 Management and Program Clerical & |  2/3/4 | written test

Assistance

346 Logistics Management 57__|ACWA

350 Equipment Operator 2/3/4_| written test

351 Printing Clerical 23/4 | written test

356 Data Transcriber 234 | written and perfor-
‘mance tests

357 Coding 2/3/4_| written test

359 Electric Accounting Machine 23/4 | written test

Operation
382 Telephone Operating 2/3/4_| written test
390 Telecommunications Processing 2/3/4 | written test
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304 Information Receptionist

2304

written test

306 Mail & File

2304

written test

309 Correspondence Clerk

20304

written test

312 Clerk-Stenographer

Erg

‘written and perfor-
mance tests

312 Reporting Stenographer

‘performance test
only: mandatory
for competitive
‘appointment
and in-servies

placement

312 Shorthand Reporter

G789

‘performance test
only: mandatory
for competitive
appt. and in-
service placement

318 Secretary

En

written test

319 Closed Microphone Reporting

67879

‘performance test
only: mandatory
for competitive
‘appointment
‘and in-serviee
placement
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592 Tax Examining 2/3/4 | written test
593 Insurance Accounts 2/3/4 | written test
636 Rehabilitation Therapy Assistant 23| written test
640 Health Aide & Technician 2/3__| written test
642 Nuclear Medicine Technician 23| written test
645 Medical Technician 23| written test
646 Pathology Technician 2/3 | written test
647 Diagnostic Radiologic Technologist 23| written test
648 Therapeutic Radiologic Technologist 23| written test
649 Medical Instrument Technician 23| written test
651 Respiratory Therapist 23| written test
661 Pharmacy Technician 23| written test
667 Orthotist & Prosthetist 3| written test
673 Hospital Housekeeping Management | 5/7 | ACWA

675 Medical Records Technician 2/3/4_| written test
679 Medical Clerk 2/3/4_| written test
683 Dental Lab Aide & Technician 23| written test
685 Public Health Program Specialist 57__|ACWA

704 Animal Health Technician 23| written test
802 Engineering Technician 23 | written test
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391 Telecommunications 57 |ACWA
392 General Telecommunications /34| written test

394 Communications Clerical 2/3/4_| written test

421 Plant Protection Technician 23| written test

465 Range Technician 23| written test

458 Soil Conservation Technician 23| written test

459 Trrigation System Operation 23| written test

462 Forestry Technician 23| written test

501 Financial Administration & Program | 5/7 | ACWA

503 Financial Clerical & Assistance 2/3/4_| written test

525 Accounting Technician 2/3/4_| written test

526 Tax Specialist 57__|ACWA

530 Cash Processing 2/3/4_| written test

540 Voucher Examining 2/3/4_| written test

544 Civilian Pay 2/3/4_| written test

545 Military Pay 23/4_| written test

560 Budget Analysis 57__|ACWA

561 Budget Clerical & Assistance 23/4_| written test

570 Financial Institution Examining 57 | ACWA. except for

FDIC positions
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