
  

USA JOBS – 
APPLICATION PROCESS 

 

North Dakota Farm Service Agency welcomes all individuals to apply for our 
vacant positions. To ensure that applicants have the materials necessary to 

apply, we have an applicant user guide which provides the step by step 
procedure of “How to applying on-line” at the USA jobs website.  

      

https://www.usajobs.gov/Home/DropPostingChannel
https://www.usajobs.gov/Home/DropPostingChannel
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First Time Applicants 

 

 

 

 

 

 

 

 

 

Above is the home page for the USA jobs website, applicants must “create an account” in order to start the 
application process.   

*You do not need to “create an account” if you are only searching for government jobs but will be required 
to have one to apply. ( job search screen below) 

Applicants who are interested in open government positions can find them at https://www.usajobs.gov/ 

Click on to search for jobs 
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To create an account, you must enter a 
primary email address and Username.  

Then simply click on “I agree, create my 
account” at the bottom of the screen. 

Next, you’ll receive a message that your 
account has been created and to check your 
email account to log in. 
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Sign in (Logging on) – click on the “sign in” 

Enter your Username or email account address. 

Enter your password and click on Sign In. 

Your “my account” page will appear on the screen.    

You’ll have a menu bar at the top of the screen and one on the left hand 
side, to navigate around the website. 

3 
 



USA JOBS – APPLICATION PROCESS 
 

 

 

 

 

Complete the * required items and click on the Next button. 
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Complete the * required items and click on the Next button at the bottom of the screen. 
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Complete your selections and then click on the Next button at the bottom of the screen. 
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Complete your selection and click on the Next button at the bottom of the screen. 
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Complete your selection and click on the Next button at the bottom of the screen. 
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You may build a resume through the USA jobs website, by clicking on Build New Resume or you can 
upload your own resume – by clicking on the Upload New Resume button.  

When finished, your resume will be listed – you MUST click on “make searchable” for it to be 
downloaded when applying for jobs.  

You also are able to view, edit, duplicate, delete or renew your resume from this page. 

Click on to upload 
resume or click on Build 
New Resume- to start 

one. 

After correctly 
completing, your 
resume it will be 

displayed.  You must 
click on under status: 
MAKE SEARCHABLE. 
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Under the Saved Searches tab, you are able to set up a job search for your own desired, pay, location, 
agency, work schedule.   

Complete your selection, name and click on Save Search or Save and View Results. 

Save and View Results – will provide your search results.  
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Under the Saved Documents, you will upload your transcripts, SF-50 (if applicable), performance plan, 

cover letter, KSA’s (Knowledge, Skills & Abilities).  When finished they will be displayed and can be used 
for any job you apply for.  
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After you have started an application, they will be listed under the Application Status tab.  To resume 
activity or check status – click on “More Information” link next to the Status.  
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How to Apply?  

 

1. Log into USA Jobs and begin with searching for the job you want to apply for. 
 
Example - 

 

 

 

 

 

 

 

 

To apply, you will click on the job title (Ex. County Program Technician) 
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After the job announcement comes up, you will click on the “Apply Online” button – on the left 
hand menu.   

 

Job announcement will be displayed.  

Select your resume or create/upload a new one.  
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Select from your saved documents.  If you question which documents are required, click on the 
“check the required documents”.   You also have the option to upload additional documents.  

Finally, check the two * boxes and then click “Apply for this position now!” 

 

Click on to start  
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The following screen will appear, you are being transferred to the application website.  
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