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Why Interface with USAJOBS 
• Single sign-on using USAJOBS user id /password 
 
• Ability to store up to five resumes (either uploaded or built using the 

USAJOBS resume builder) 
 
• Ability to Upload supporting documents 

 
• Simplify the applicant process for federal government 

– Resume/Attached Documents may be used to apply for multiple 
agencies 
 

• Ability to set up email notifications when the status of the application 
changes 
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AVIATOR Applicant - USAJOBS Interface 
Three Step Process 

• Step 1  Create Your USAJOBS Account 
– Create Account  
– Complete Profile Information 
– Create Resume/Upload Resume 
– Upload Applicable Documents 

 
• Step 2  Search for FAA Vacancy Announcement 

 
• Step 3  Apply 
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AVIATOR Applicant - USAJOBS Interface 
Step One 

  
 

Step 1  Create Your USAJOBS Account 
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AVIATOR Applicant – USAJOBS Interface 
Create Account 

 
  To create a USAJOBS® account, you will need to click on the “Create An 
Account” link located at the top right-hand side of the Home page or 
http://my.usajobs.gov 
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AVIATOR Applicant – USAJOBS Interface 
Create Account 

 
 

  Fill in required fields and click the “I agree.  Create my account” button at 
the bottom of the page. 

 
 
 
 
 
 
  Click on the “Edit Profile” button 
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AVIATOR Applicant – USAJOBS Interface 

Complete Profile Information 
 
 

  Complete required fields (indicated by red asterisks) on each page and 
click “Next” button 

 
•    Personal Information 
•    Hiring Eligibility 
•    Preferences 
•    Demographic 
•    Account Information 
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AVIATOR Applicant – USAJOBS Interface 

Complete Profile Information 
 
 

  Applicant can set up email notifications in the “Account Information” area 
of the profile 

 
 
 
 
 
 
 
 

 

  Once all sections are completed, click the “Finish” button 
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AVIATOR Applicant – USAJOBS Interface 

Upload/Create Resume 
 
 

  Click on “Resumes” 
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AVIATOR Applicant – USAJOBS Interface 
Upload/Create Resume 

 
 
  Create or upload a resume – Stores up to 5 different resumes 
NOTE:  You must have an account before creating or uploading resumes 

• “Build New Resume” option allows you to create or build a resume using the USAJOBS 
Resume Builder 
 
 
 
 
 
 

• “Upload New Resume” option allows you to load your own resume(s) from your computer, 
flash drive, etc.   

• Upload a resume 3mb or less in GIF, JPG, JPEG, PNG, RTF, PDF, or Word format 
• NOTE:  Review USAJOBS “Sample Resume” and “What To Include” links to ensure 

your resume contains necessary information. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Resume Builder 

Experience Section 
 

  After selecting “Build New Resume”, you are redirected to the “Work 
Experience” section of the USAJOBS Resume Builder 

 
  Complete all required fields (indicated by a red asterisk) 

 
  To add additional work experience, click “Save Experience” to display a 
blank “Experience” page 

 
 
 
  When all work experience is entered, click “Next” to move to the next 
section. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Resume Builder 

Education Section 
 

   Enter applicable education fields. 
• Complete all required fields (indicated by a red asterisk) 

 
   To add additional education, click “Save Education” to display a blank 
“Education” page 

 
 
 
 
   When all education is entered, click “Next” to move to the next section. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Resume Builder 

Other Section 
 

   Enter applicable fields. 
• Job Related Training 
• Language Skills 
• Organizations/Affiliations 
• Professional Publications 
• Additional Information 

 
   When all information is entered, click “Next” to move to the next section. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Resume Builder 

References Section 
 

   Enter required fields for references (indicated by a red asterisk) 
• Up to 5 references 

 
   To add additional reference, click “Save Reference” to display a blank 
“Reference” page 

 
 
 
 
   When all references are entered, click “Next” to move to the next section. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Resume Builder 
Preview and Finish Section 

 
  Review and/or print resume 

 
  If accurate, click the “Finish” button 

 
 
 
 
 
 
  Upload New Resume or Build New Resume – up to 5 
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AVIATOR Applicant – USAJOBS Interface 
Resume(s) 

 
 
  Upload New Resume or Build New Resume – up to 5 

 
 
 
 
 
  View, Edit, Duplicate, or Delete existing resume built by USAJOBS 
Resume Builder by clicking applicable links  

 
 

 
 

 

 
View or Delete existing resume uploaded by applicant 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Uploaded Documents 

 
  Click or hover over “My Account” link located at the top of the screen 

 
 
 
 
 
 
 
 
 
 
  Click on “Saved Documents” link 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Uploaded Documents 

 
  Maximum of 10 uploaded documents 
  Enter a name for your document 
  Select Document Type from drop down 
  Browse for applicable document  
  Click “Upload” button once completed 

•   Ensure you review the announcement and upload all required documents 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Uploaded Documents Tips 

 
  Review the entire vacancy announcement and ensure you upload all 
required documents 

 
  If you resubmit your application during the open period, ensure you 
upload applicable documents with resubmission 

 
If you are unable to upload documents, ensure you fax to the HR office 
listed in the announcement by 11:59 p.m. Eastern Time on the closing date 
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AVIATOR Applicant – USAJOBS Interface 
Step Two 

 

 
Step 2 Search For a Job 
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AVIATOR Applicant – USAJOBS Interface 
Job Search 

 

  Go to FAA job search page:   http://jobs.faa.gov/ 
 

    OR 
 
  Go to the USAJOBS homepage:  www.usajobs.gov and click on the 
Advanced Search link located under the Where: textbox.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.usajobs.gov/
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AVIATOR Applicant – USAJOBS Interface 
FAA Job Search 

 
  http://jobs.faa.gov/ 

 
 Enter applicable fields and click the “Search” button 
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AVIATOR Applicant – USAJOBS Interface 
FAA Job Search 

 
  Click on the “Announcement Number” link for applicable announcement 
and it will take you to USAJOBS to begin the process. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Search 

 
  www.usajobs.gov  

 
 Click on the Advanced Search link located under the Where: textbox.   

 
(or select Advanced Search from the Search Jobs menu bar at the top of 
the screen.) 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Search 

   Select your desired search criteria by entering at least one of the 
following: 

• Keyword 
• Title 
• Location 

• Select State/Territory/Region 
• Select Locale and 
• Click “Add” 

• Agency/SubAgency – click “Add” 
• Occupational series – check box(es) 

 
  Choose any additional search criteria on this screen. 

 
  Click on the “Search Jobs” button at the top or bottom of the page. 

 
  Browse through all current job announcements that match your 

current search criteria. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Advanced Search Tips 

 
 You are not required to have an account or be signed into USAJOBS 

in order to search 
• If signed in and searching, your applicant eligibility status will populate 

automatically in your search. 
• If not signed in, maximize your results by selecting your applicant eligibility in 

your advanced search. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Advanced Search Tips 

 

 You can save up to 10 searches by clicking on the “Create a new 
saved search” button in your Profile.  
• You must be logged into your account to create a saved search. 
• You can set up email notifications for the search results. 
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AVIATOR Applicant – USAJOBS Interface 
USAJOBS Advanced Search Tips 

 
 Saved search email notifications will only send you the NEW jobs that 

match your selection criteria since your last email notification. 
 

 Notification emails will come from notifications@usajobs.gov 
• Add this address to your “Safe Senders” contacts list to prevent accidental spam 

blocking.   
 

 USAJOBS automatically performs a synonym search based on keywords 
entered 
• i.e. If you search for keywords “program manager”, the system will search for program 

coordinator and program director also. 
 

 When searching for multiple keywords, results will be returned if each 
word is found anywhere within the job announcement. 

 
 Use quotations around multiple keyword searches for jobs that have the 

exact phrase or synonym equivalent.  
• i.e. If you want your search to return keywords “program manager” side by side, place “ 

“” around the words.    
 

mailto:notifications@usajobs.gov
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AVIATOR Applicant – USAJOBS Interface 
Step Three Apply 

 
 
 
 

Step 3 Apply 
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AVIATOR Applicant – USAJOBS Interface 
Apply 

 Click on the underlined Job Title. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Scroll through the announcement to read the details, or use the tabs on top to jump 
to the specific section. 
 

 To apply, click on the “Apply Online” button on the right side of the screen. 
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AVIATOR Applicant – USAJOBS Interface 
Apply 

 Select one of your stored resumes to send 
 Check the “I have previewed my resume.”  
 “Allow me to attach demographic information” if desired 
 Check the “Certification” statement – REQUIRED to apply 
 Click on the “Apply for this position now!” button 
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AVIATOR Applicant – USAJOBS Interface 
Apply 

 You will be passed to AVIATOR to respond to vacancy specific questions 
 

 Click the “Continue” button 
 
 
 
 
 
 
 
 
 
 
 
 

 Complete applicable information and click “next” at the bottom of each page 
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AVIATOR Applicant – USAJOBS Interface 

Apply 
 

 
 Once completed, click “Submit” button 

 
 
 
 
 
 
 

 Print FAX coversheet if desired.  This can be used to submit supporting 
documentation via fax. 
 

 Click “Return to USAJOBS” to complete the process. 
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AVIATOR Applicant – USAJOBS Interface 

Check Application Status 
 

 
 Click on “My Account” link  

 
 
 
 
 

 Click on “Application Status” link 
 
 
 
 
 
 
 

 Review “Application Status” column and click on “more information” 
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AVIATOR Applicant – USAJOBS Interface 

Check Application Status 
 

 
 

 Review “Application Status” column and click on “more information” 
– System will take you to AVIATOR for additional information  including  referral list status if any.   
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AVIATOR Applicant – USAJOBS Interface 

Applicant Account Help 
 Email USAJOBS by clicking on “Contact Us” link 7:00 AM to 8:00 PM Eastern Time 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Contact SWIFT Help Desk via email at 9-amc-ami-swift@faa.gov or call 405-954-
0911 (toll free 1-877-378-4005) from 7:00 AM to 5:00 PM Central Time Monday 
through Friday 
 
 
 
 

mailto:9-amc-ami-swift@faa.gov
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AVIATOR Applicant – USAJOBS Interface 

Applicant Account Help 
 Complete required fields and click the “Send” button 
 USAJOBS customer support desk available from 7:00 am to 8:00 pm Eastern Time 
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