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Step 1: Applying to a FEMA Vacancy

1. USAJOBS

Create account to 
begin application for 

FEMA position

2. FEMA’s 
CareerConnector  

Complete application 
for FEMA position

3. USAJOBS

Confirm application 
is complete and 

submitted to FEMA

Creating an Account with USAJOBS

New users must first 
register with USAJOBS

• Go to http://www.usajobs.gov

Creating an Account – Personal Information

Complete personal information 
including user name and password

* Indicates a required field.

Creating an Account – Personal Information

Continue to complete the registration
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Creating an Account – Personal Information

Continue to complete the registration

Click when finished.

Editing an Account

To edit your USAJOBS 
account, click “Edit 
Profile”

Editing an Account

Edit any necessary fields 
and click “Save”

Resumes in USAJOBS

You have the choice to upload a resume or build one 
online using USAJOBS Resume Builder.

*You may store up to 5 resumes.
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Resume Builder – Step 1: Getting Started

Name your resume, verify and 
complete personal information
(SSN, phone number, etc.).

Resume Builder – Step 1: Getting Started

Click here to go to
Step 2: Experience

Resume Builder – Step 2: Experience

Enter your most recent work 
experience

Resume Builder – Step 2: Experience

Resume Builder allows for 
multiple jobs within same 
start/end date period (e.g. 
two part-time jobs, etc.)

Notice how the experience 
you first entered is listed 
below

Click here to add additional experience
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Resume Builder – Step 2: Education

Add any education or 
select that you do not have 
education

Resume Builder – Step 2:  Education Error Catch

Errors/omissions will be 
clearly displayed.

Errors/omissions will be 
clearly displayed.

Resume Builder – Step 2: Job Related Training

Click here to go to Step 3: 
Related Information

Add any job related 
training prior to moving 
to the next step

Resume Builder – Step 3: Related Information

In Step 3, you can add 
references, language skills, 
affiliations, professional
publications, and additional
information
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Resume Builder – Step 3: Related Information

Clicking on any Question Mark icon 
reveals a new window that provides 
details / explanation of the topic

Resume Builder – Step 3: Related Information

In Step 3, you can also select 
your availability and specific 
work environment

Resume Builder - Step 3: Related Information

Click here to go to 
Step 4: Finishing Up

Resume Builder – Step 4: Finishing Up

Click “Activate Resume”

* Note this makes your resume 
searchable by recruiters
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Resume Status

Note the resume has been 
saved and can be viewed and 
edited

Resume Options

You can build a new resume with 
Resume Builder or you can upload 
a new resume directly from your 
computer

Uploading a Pre-Created Resume

You can upload a pre- created 
resume that resides on a 
computer

Name the resume (to display on 
USAJOBS) and choose which 
file to upload onto USAJOBS

My Account – Created Resumes List

Note that all resumes (created with 
Resume Builder or uploaded from your 
computer) will be listed here
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Uploading Documents on USAJOBS (Optional)

To upload supporting 
documentation on USAJOBS, 
click on “Saved Documents” 
under My Account

Uploading Documents on USAJOBS (Optional)

Use the dropdown menu to 
select the document type

Click “Browse” to locate the file

Enter a name for the attached 
file

Click “Upload” 

Uploading Documents on USAJOBS (Optional)

The list of uploaded supporting 
documentation will be displayed

Searching for FEMA Vacancies

A Test

To search for FEMA vacancies, select 
“Search Jobs” and click “Advanced 
Search” from the dropdown menu.
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Searching for FEMA Vacancies

Under Agency Search, select 
“Department of Homeland Security.

Select “Federal Emergency 
Management Agency” and click “Add”

Click “Search Jobs”

Searching for FEMA Vacancies

Click on the position title to view the 
vacancy announcement

FEMA Vacancy Announcement

The announcement below is a sample of how all announcements 
will be displayed

Please read the announcement in its entirety by clicking each tab

FEMA Vacancy Announcement

To apply, click “Apply Online”
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Selecting Resume in USAJOBS

Select the specific resume you wish to submit

Select any stored supporting documentation 
you wish to submit (optional). 

Read and select the required fields

Click “Apply for this position now”

USAJOBS – CareerConnector Redirect Page

Federal Emergency Management Agency

You will be redirected to CareerConnector

Step 2: Applying to a FEMA Vacancy

1. USAJOBS

Create account to 
begin application for 

FEMA position

1. USAJOBS

Create account to 
begin application for 

FEMA position

2. FEMA’s 
CareerConnector  

Complete application 
for FEMA position

3. USAJOBS

Confirm application 
is complete and 

submitted to FEMA

CareerConnector Overview

• Applicant Tracking System powered by Monster Government Solutions

• Provides a simple online application process that works seamlessly with   
USAJOBS

• Allows applicants to check the status of their job applications online

• Secures applicants’ electronic personal information (consistent with federal 
security requirements)
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CareerConnector

Once in CareerConnector, 
click “Apply to this Vacancy”

CareerConnector – Eligibility Questions

Eligibility questions are asked only
at the initial registration process

After answering the eligibility 
questions, click “Next”

CareerConnector – Series, Grade, Location

Select the series, grade, and location 
you wish to be considered for.  

Click “Next”

CareerConnector – Vacancy Questions

After responding to the vacancy 
questions, click “Next”
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CareerConnector – Supporting Documentation

Follow the instructions in the
vacancy announcement
regarding required supporting
documentation. A listing of 
documents for this 
vacancy will be displayed. 

You may upload supporting 
documentation from your computer, 
download documentation you have
loaded into USAJOBS, or generate
cover sheets to fax in your 
supporting documentation.

CareerConnector – Uploading Documentation

To upload supporting documentation 
from your computer, click “Upload”
for the specific document

CareerConnector – Uploading Documentation

Name the file in the “Description”
field

Click “Browse” to locate
the file you wish to upload

After you have selected the 
file, click “Upload Document”

CareerConnector – Uploading Documentation

You will receive confirmation if you
were successful in uploading
the document

Document Uploaded Successfully
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CareerConnector – USAJOBS Documentation

To download documentation
that you have uploaded to 
USAJOBS, click “USAJOBS”
for that specific document

CareerConnector – USAJOBS Documentation

Using the dropdown menu, select
the supporting documentation

Click “Download from USAJOBS”

CareerConnector – USAJOBS Documentation

You will receive confirmation if you
were successful in downloading
the document

CareerConnector – Faxing Documentation

To generate a fax cover sheet, click 
“Fax” for that specific document
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CareerConnector – Faxing Documentation

Click “Generate Cover Sheet”

CareerConnector – Faxing Documentation

The fax cover sheet will be 
displayed 

Print the cover sheet

Close the window after you have 
printed the cover sheet

If faxing supporting documentation, applicants must use the system-
generated fax cover sheets and fax documents with cover sheets to the
number indicated on the fax cover sheet

CareerConnector – Faxing Documentation

Click “Cancel” to return to 
the listing of supporting 
documents

CareerConnector – Supporting Documentation

After you have uploaded documents
from your computer, downloaded 
documents from USAJOBS, and/or
generated fax cover sheets, click
“Next”
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CareerConnector – Application Review

A summary of your application will be displayed

Scroll down to the bottom of the page and 
click “Finish”

CareerConnector – USAJOBS Redirect Page

Once you complete the application 
in CareerConnector you will be redirected 
back to USAJOBS for submission confirmation 

Applying to a FEMA Vacancy

1. USAJOBS

Create account to 
begin application for 

FEMA position

1. USAJOBS

Create account to 
begin application for 

FEMA position

2. FEMA’s 
CareerConnector  

Complete application 
for FEMA position

3. USAJOBS

Confirm application 
is complete and 

submitted to FEMA

USAJOBS – Application Status

Federal Emergency Management Agency

You will receive confirmation 
that your application was submitted
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Returning to USAJOBS – Application Status

Returning users will log in here

USAJOBS – Application Status

A Test

Click on “Application Status”

USAJOBS – Application Status

Federal Emergency 
Management Agency

Federal Emergency 
Management Agency

Human Resources Unit Leader

Finance and Admin Section Chief

Click “More Information” to view your 
detailed application status

CareerConnector – Application Status

Federal Emergency Management Agency

The Vacancy and Application Status 
are displayed

Finance and 
Admin 
Section Chief

You can update responses to 
questions or update documents by 
clicking on the applicable link

NOTE: Resumes cannot be edited here.
You must make changes to the resume
and complete the application process 
again. Responses to questions will
be saved.


