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Call to Serve News and Events

•Making the Difference Federal Internship  Program 

•Application deadline is February 27, 2009

•Student Ambassadors 

•Application Open: March 2-April 15

•Must have D.C.-based federal summer internship

•Receive stipend to promote federal service back on 
their campus in 2009-10

Learn more about these at www.makingthedifference.org
under “Student Opportunities.”

http://www.makingthedifference.org/


Upcoming Trainings and Webinars

Events 
Federal Advisor Training  Chicago/ March 2, 2009

Call to Serve Federal Service Summit
Following NACE conference June 12-13 in Las Vegas

_____________________________________________________________________________________

Webinars
Federal Career Days: Best Practices and Advice

February 19, 3-4 p.m.

Advisor Mini Training Workshop        February 24, 3-4 p.m.

What Makes a Student Competitive?  March 10, 2-3 p.m.

Advisor Mini Training Workshop        March 31, 2-3 p.m.

Learn more about these professional 
development opportunities and register at 

www.calltoserve.org under “Events.”

Presenter
Presentation Notes


http://www.calltoserve.org/


Federal
Resumes



Questions about Federal Resumes

Is there a standard resume template for all federal 
positions?

Should you include a cover letter with your 
application?

Is a paper or electronic application better?

What are the biggest mistakes seen in federal resumes 
when submitted for entry level positions?

How do students incorporate their classroom 
experiences into a resume?

Presenter
Presentation Notes
Here are some common questions about federal resumes we will answer in this section.  



Building a federal resume on USAjobs.gov

Presenter
Presentation Notes
Most federal opportunities are listed on USAjobs.  Some federal internships, the Federal Career Internship Program and the Presidential Management Fellows program may not use USAjobs.  For those programs you may have to check on an agency website. On USAjobs.gov, you can sign up to be notified when a job you are interested in is posted and becomes available online.  Also you may save up to five resumes, each customized for a different vacancy announcement, on this site.Then you can apply if you are interested for a particular position without having to create a new resume for each job posting.  On USAjobs.gov you will create your federal resume online.  Federal resumes are longer than a traditional resume and for a typical college student, a resume will be approximately 2-3 pages long. 



Building Resumes on USAjobs.gov/Studentjobs.gov

Store up to 5 resumes online
•Create 1 resume complete resume

•And up to 4 more for specific jobs 

Tailor your resume to fit each position 
description 

•Highlight overlap between the “duties” and 
“qualifications” in each application and personal 
experience 

Presenter
Presentation Notes
USAjobs allows you to store up to 5 resumes online in your account.  Each resume should be tailored to the positon and use the language found in the duties and qualifications sections. You want to answer the questions with ACTION VERBS like you would a regular resume, so instead of saying “filing” you would say “created a filing system.”



Requirements for a federal resume

Federal resumes require more detail than 
standard resumes. Essentials include:

• Information about the opening

• Personal information

• Education and coursework levels

• Work experience
• Dates and number of hours worked per week

• Location of position and supervisor contact information

• Other qualifications

Presenter
Presentation Notes
Here is some additional information that will be asked in a federal resume that you want to start collecting early, such as coursework and work experience. Students would be wise to start a log of this information early. 



Building a federal resume online

Sections:

Candidate information

Work experience

Education

References

Affiliations

Desired locations

Presenter
Presentation Notes
To complete a federal resume, you fill in boxes on this online form. This is standard for all federal resumes submitted online.  It will ask you questions about your general information, work experience, education, references, relationships and desired locations. As you can see in this chart, federal resumes do require more detail than standard resumes you might prepare for a corporate entity.  Much of this information is used not only to decide whether or not you are the right person for the job, but also to determine your grade level, should you be offered the job.Be prepared to know supervisor contact information from your previous jobs, as well as start and end dates. The more information you have ahead of time, the faster you will create your resume.  NOTE* for all government jobs a minimal background check is completed, so they ask for specific information to do this check.  



Build Early

Encourage students to start collecting 
information for their federal application early

•Paid and unpaid work experience including dates of 
employment and contactable supervisor

•Make a list of job related skills. Be specific!
•Computer programs (SPSS, Word, Excel)

•Awards

•Leadership activities

•The typical recent graduates federal resume should be 
2-3 pages long. That’s a lot of information!

Presenter
Presentation Notes
Students should start collecting employment information.  This include the location, dates, phone number, salary, and references, and skills.  It may seem like this is too much information, but remember that typical recent graduates will have a resume 2-3 pages long.  



Education is Experience

Relevant courses and descriptions

Academic honors/awards

Extracurricular Activities

Presentations, projects, papers and publications

Trainings, workshops, conferences

Certifications

Presenter
Presentation Notes
Here is some additional information that will be asked in a federal resume. If a student does not have a lot of professional experience, then expanding on relevant classroom experiences and extracurricular activities will help show that they are qualified for the job. 



Paper vs. Online Application

Presenter
Presentation Notes
Pod Question: Which is better, submitting an application online or paper?�Online applications.  Since you are submitting the application online, there is no need to submit a cover letter. They will know which job you are applying for through USAjobs and the KSA essays are how give addition information about yourself and why you are right for the job. Most applications are moving to an online application, but some still allow you to mail or fax your application. If you feel more comfortable doing this, it is fine. We have heard from some agencies that they have to type in all of the information from the paper application into a database. This makes the online application much quicker.  If you must submit it via paper remember to make sure you leave enough time for delivery.
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DUTIES
Lists major duties 
and responsibilities 
of the position, 
adding more detail 
to the brief 
overview

Highlight the major duties in your KSA essay and Resume

Presenter
Presentation Notes
When looking at a USAjobs vacancy, the duties section will appear under the “duties” tab.  Students should dissect this section and search for the key words and duties that they need to show that they are experienced in within their KSA and Resume. Next we’re going to look at some examples of how to incorporate these duties into relevant classroom projects and experiences.



Examples: using classroom experiences 

Duty 1: Research design: developing an evaluation's scope, 
research questions, and data collection methods

•Contributed to a collaborative article evaluating communication journals’ 
external validity; Developed the methodology, research questions, and research 
design for the research article and coded journal articles; Wrote methodology 
section of paper outlining data collection methods; Followed rigorous fact-
checking and information citing procedures, Received an A on the assignment.

Duty 2:Program evaluation/organizational analysis: 
understanding and describing government agencies' structures, 
missions, goals, and processes

•Wrote and presented a case study with two classmates on the Challenger 
Disaster and the role of accountability in technical agencies; evaluated NASA 
structure, mission, goals, and processes that led to the disaster; Received a 97% 
grade on the paper and presentation.

Presenter
Presentation Notes
We’ll go through three duties from a job announcement and how to use the “duty” section key words.  The buzzwords highlighted in orange are exactly from the duties section.  Words in light green are words associated with that duty.



Examples: using classroom experiences

Duty 3: Data analysis: summarizing facts, interpreting 
data, understanding data limitations, and utilizing data to 
determine patterns, trends, or irregularities in program 
activities, policies, and procedures

•Wrote a policy memo about English Language Learner (ELL) 
students, presented a research question, conducted a 
hypothesis test, performed a statistical analysis, described data 
limitations; cleaned, analyzed, and interpreted data from the 
Early Childhood Longitudinal Program (ECLS) Kindergarten 
Cohort dataset; Received an A on the assignment and 
professor asked to use it as an example for future classes.

Presenter
Presentation Notes
Notice that these examples also set the context and show the result of the assignment. 



Building a federal resume

-Oversee three mentoring programs in limited 
resources communities
-Recruit, train and manage 25 adult mentors and 30 
youth
-Develop marketing and training materials for use in 
FMP programs and other county mentoring activities

Presenter
Presentation Notes
This is what an actual federal resume looks like when you finish and print it. It organizes the boxes of information you put in to a printable format that you can use at career fairs or to send in with a paper application.  As you can see in the text box pulled out on the left side. Applicants should write their resumes as action statements, as recommended for regular resumes. Resumes can be between 1 to 5 pages depending on the detail and experience-level.What are the biggest mistakes seen in federal resumes when submitted for entry level positions?Typos, grammatical errors, or not tailored towards the position.Download this from the file shareNow, Brooke is going to take you through KSA Essays and Application Questionnaires



Knowledge,
Skills and 

Abilities Essays 
(KSAs) and 

Questionnaires



Questions about KSA Essays

Is there a standard format that KSAs should be in?

Should students present just one example when 
responding to a KSA or does providing multiple 
experiences look better?

I have heard that it is important to include “key 
words” in a KSA.  Is this true and where can I find 
these?

Do KSAs replace a face-to- face interview?

Presenter
Presentation Notes
Here are common questions about KSA essays that we will answer in this section.



Questions about KSAs

Can you reuse KSAs from previous applications?

Should a student use “we” if they worked on a 
group project?

Do applications for student positions require 
KSAs?

How long should each KSAs be? 



Federal application process

Applicants will be assessed using one of the 
following methods:

Application 
Questionnaire

Essays 
Sometimes called: 
•KSAs
• Quality Ranking Factors
• Competencies

Presenter
Presentation Notes
Now that you have seen what it is like to create a federal resume, this is the second part of the application process where you complete some sort of questionnaire or essay. Do KSAs replace a face-to- face interview?  KSA essays and questionairres do not replace an interview.  The applicant will be asked to have a traditional interview if they are being seriously considered. 



Sample questionnaire

Serve as a primary point of contact for a specific subject 
matter.

A. I have not had education, training or experience in performing this task.

B. I have had education or training in performing the task, but have not yet 
performed it on the job.

C. I have performed this task on the job. My work on this task was 
monitored closely by a supervisor or senior employee to ensure 
compliance with proper procedures.

D. I have performed this task as a regular part of my job. I have performed 
it independently and normally without review by a supervisor or senior 
employee.

E. I am considered an expert in performing this task. I have supervised 
performance of this task or am normally the person who is consulted by 
other workers to assist them in this task because of my expertise.

Presenter
Presentation Notes
Many entry level positions ask you to complete a questionnaire that ask for you to answer a multiple choice question with some boxes to explain your answer. You will want to read through each answer and select that one that fits your level of experience. Be honest, and don’t worry if you select the lowest answer for some of the questions.These are not short questionnaires, some are over 100 questions, so you are not expected to be at the expert level on each question. Plus, you do not want to go to an interview and not be able to prove that you are as skilled as you said you were.



Application essays

Can be extremely important in the evaluation process in 
sorting out the Best Qualified candidates 

Vary depending on the job, but examples include: skill in 
written and oral communications; demonstrated technical 
ability; knowledge of specific subject matter areas

Like interview questions; answers should provide concrete 
examples (coursework and volunteer experience count), 
demonstrate quantifiable results, complexity or leadership

Narrative, first person and vary in length. Use electronic 
boxes to determine the length. Usually not more than 1 
page each

Presenter
Presentation Notes
Most applications include one or sometimes several essays. Treat the questions very seriously and take time to prepare responses that are meaningful.  These questions are in some ways similar to interview questions: agencies may receive hundreds of applications and they may narrow down the applicants they will consider further based on their responses to the essays (and non-essay questions) in the application.  Sometimes they narrow down the applicants by searching for key words within essays (and even federal resumes) that were listed in the essay questions and job duties, so make sure you use the language that they use in the announcement.   How long should each KSAs be? Can you reuse KSAs from previous applications?
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Where do you find KSAs on USAjobs?

Presenter
Presentation Notes
Where to find KSA prompts… they will be found in the qualifications and evaluations tab. Remember that the duties tab is where to find key words to use in your essay.



What is a KSA essay?

KSA is an acronym for “Knowledge, Skills and Abilities”

Specifically address 
each KSA in your 
application, providing 
examples of how your 
experience prepares 
you for this role

Presenter
Presentation Notes
Most essay questions ask respondents to describe the specific skills they have. The questions about skills are called “KSA’s” – which stands for “knowledge, skills, and abilities.”  Your objective is to convey what makes you stand out as a candidate in this particular area.  To tell them how you can or would perform the specific duties of your job.  How you would use your skills and experience in  this job.This is where it is extremely important to root yourself in the description of duties and responsibilities that appear earlier in the job announcement.  These duties are a clear indication of what the job entails and what skills or experience the agency is seeking.Knowledge:  The foundation upon which skills and abilities are builtExamples: Federal regulations and directives, operating systems and�procedures, budget and accounting principles, engineering practicesSkills:  The observable demonstration of proficiency to do a taskExamples: computer software proficiency, second language proficiencyAbility:  The capacity to perform a job functionExamples: organize and plan work, analyze situations, communicate orally and in writing, coach and mentor others



KSA response approach: CCAR

Context
Describe the specific problem you had to address. What did you have 
to solve, resolve, respond to, handle, etc.?

Challenges
What was the specific thing you had to do? Describe the factors that 
contributed to a particular challenge such as budget cuts, new 
legislation, institutional reform, new goals from upper management, 
etc.

Action
Describe the steps you took to solve the problem. Stay away from the 
ordinary — be extraordinary in your response!

Result
Describe the outcomes of your actions — use %, #s, grades. What was 
the difference you made — highlight THE BEST. Include feedback 
from supervisors or professors. 

Presenter
Presentation Notes
So how did you do? Is there a standard format that KSAs should be in?We recommend this “CCAR approach” as an easy framework for your answer.  It has 4 steps to follow in putting together your KSA essay.  It doesn’t matter if you have not had a job before: you can draw from other examples in your work and academic history, such as work with a professor, work with a team, work on  a project, and volunteer work.  Sample KSA: Ability to conduct complex research within a tight timeframeSay you have been working with a professor to put together a presentation that has to be delivered in 3 days (context).  The “challenge” is that you have limited amount of time and a limited ability to research the topic.   Perhaps you interviewed professors and others in your town to collect the needed information.  You made a project out of the assignment – you were creative, took initiative (action).Perhaps the professor took your material and product, put a copy on his Web site, used it as the basis for other presentations (results).   This is an example of how something you did in a course can relate to the abilities that the agency is asking about.  In describing this, you can showcase your abilities and the impact of your work. Should students present just one example when responding to a KSA or does providing multiple experiences look better?



Sample KSA

Skill in applying 
engineering concepts and 
theories to the solution of 

engineering problems.

Presenter
Presentation Notes
Let me give you an example of how you would answer a KSA using CCAR with a very specific KSA. (Read KSA on slide)



KSA response example

Context- Earning undergraduate and graduate degrees in mechanical 
engineering has given me a firm foundation of the engineering principles 
necessary to solve challenging problems. As a senior engineering major I 
often tutored freshmen in introductory level engineering classes such as 
Dynamic Analysis and Fluid Mechanics. 

Challenges-For my thesis project at the University of Michigan I 
designed a remote-controllable Geiger counter that could be used by the 
military to detect radiation sources that are too hazardous for personnel to 
approach. 

Action-The project gave me the opportunity to solidify my knowledge of 
physical, chemical, and mathematical concepts as they apply to the real 
world.

Result -For my work on my thesis I received the highest honors from the 
university and my paper has since been published in an academic journal. 

Presenter
Presentation Notes
Here is visual example of a KSA response. This is an application for an engineering position. You don’t have to be able to read this busy slide, but what we will show is how the writer put together the 4 parts of a KSA essay to cover the questions in the application.   In this example…The essay does not have to be lengthy but it does need to be concrete, to cover all the parts of CCAR.  And an example is extremely helpful.



Sample KSA

Ability to 
communicate in 

writing.

Presenter
Presentation Notes
Let me give you an example of how you would answer a KSA using CCAR with a very specific KSA. (Read KSA on slide)



KSA response example

Context- As the Newsletter Editor in my living-learning community, I 
was responsible for writing articles and editing all submissions published 
in our monthly newsletter. 

Challenges- Our community wanted to use the newsletter as a means 
for reaching out to alumni of the program with the goal of increasing their 
involvement in the community. Before I started as Editor, we had never 
had a submission from an alum. 

Action- I decided to focus the first newsletter of the year entirely on 
accomplishments of our alumni, with a message throughout encouraging 
alumni to submit articles and pictures. 

Result - Over the course of the academic year when I was Newsletter 
Editor, we received an average of 5 alumni submissions per newsletter. 
Additionally, alumni and program participants rated the quality of the 
newsletter higher than any other year. 

Presenter
Presentation Notes
Here is visual example of a KSA response.  This is an application for an engineering position. You don’t have to be able to read this busy slide, but what we will show is how the writer put together the 4 parts of a KSA essay to cover the questions in the application.   In this example…The yellow sentences provide the context.  The applicant’s undergrad and grad degrees have provided background and knowledge to do this jobThe orange sentence describes the challenges:  the candidate has had to apply her background knowledge to a  real world problem and issues, which she briefly describes, including the time constraints.The green sentence describes the actions the applicant took: designed a remote-controllable Geiger counter. The result (in magenta) of her efforts were that she was recognized for her work, got rewarded, etc.The essay does not have to be lengthy but it does need to be concrete, to cover all the parts of CCAR.  And an example is extremely helpful.Should a student use “we” if they worked on a group project? 



Summary tips for the KSA section

Address key words/phrases mentioned in the position 
description and KSA

Tie your experiences to each KSA 

Use illustrative examples 

Focus on outcomes to which you directly contributed

Use plain language, without acronyms

Review your answers (with outside help) to ensure 
they are succinct, easy to read, and grammatically 
correct

Presenter
Presentation Notes
Here is a summary of our tips for writing an effective KSA essay:First you need to study and know the vacancy announcement well.  Pick jobs to apply to where you have the skills and experience the agency is looking for.Look at the key phrases and key words in the announcement.  Words such as “creative,” “ works in teams,” etc.  You want to capture and use these words in the essays you prepare.  It is important that the reader be able to tell that you understand what the job entails and that you are well qualified.  Some agencies may even search through the essays by key words to see if they appear.Write in the first person to make it real – to use you “voice”.Use clear, relevant, good examples.Focus on the outcomes – what was it that happened as a result of your actions.  Use plain language and stay away from acronyms.  If you were in some other club name, say FFA in college, spell out what it is. You might even have to use descriptive language to describe the organizationI cannot stress enough to have someone read through your answers to sure you have correct punctuation and grammar. It may seem obvious, but spell check your work: MANY agencies consider your application as a writing sample and may disqualify or mark down an application that contains typos or grammatical errors.
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Download the KSA quick guide  

Download on calltoserve.org/toolkit

Presenter
Presentation Notes
KSA Guide downloadable



Additional Examples and Tips

Makingthedifference.org
• http://www.makingthedifference.org/federaljobs/ksawriting.sht

ml

Monster.com – search KSA
• http://career-advice.monster.com/resumes-cover-

letters/Resume-Writing-Tips/KSAs-in-the-Resume/article.aspx

Department of Veteran Affairs 
• http://www.va.gov/jobs/hiring/apply/ksa.asp 

Centers for Disease Control 
• http://www.cdc.gov/hrmo/ksahowto.htm

USAjobs.gov
• http://www.usajobs.gov/infocenter/resumetips.asp#tips

Presenter
Presentation Notes
Here are some additional sites that have KSA examples and tips.  These links are available for you to browse and save to your favorites by clicking on the weblink share pod.  Feel free to browse these pages after the webinar.  



Additional Questions?

Contact:

Brooke Bohnet

bbohnet@ourpublicservice.org

Erin Preston

epreston@ourpublicservice.org

www.calltoserve.org 

Presenter
Presentation Notes
Any questions?



ourpublicservice.org

Presenter
Presentation Notes
END SLIDE FOR ALL PRESENTATIONS
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