FBIJOBS APPLY TO A JOB

POSTING GUIDE

Getting Started: Access the Careers Page

Launch your web browser. Enter the URL https://www.apply.fbijobs.gov. If you are experiencing
issues launching the website, ensure there is a “s” in the "https” of the web address. Select the
Apply to Jobs or Search Jobs button to navigate to the Careers Page.

Careers Website: Getting Started

. Sign In X
1. Log into your account. Enter @

your credentials in the User
Name and Password fields.

2. Select the Sign In button. "Password
@«ﬂer entry, password is masked

*User Name [I ]

Note: If you don't have an account, Sign In
register using the Register Now link.
To learn more about creating an
account, review the Account
Creation and Management job aid.

Forgot User Name | Forgot Password

Are you a new user? Register Now | FAQ

Optional: Using the Search Field and Job Search Agent

A. Search Jobs: Use the Search Jobs field to search for a Job Posting by entering a Job
Title, Location, or Keywords.

B. Job Alerts: Follow the FBI Job Alerts guide for more information.

C. Clear Search: Selecting Clear Search will remove all search parameters and display all
available job opportunities.

Search Jobs

title, location, or keyword —

IL!.reate Job Aleri | How to Set Up Job Alerts



https://www.apply.fbijobs.gov/
https://fbijobs.gov/sites/default/files/2022-08/fbi_job_alerts.pdf
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View a Job Posting

3. Select a title in the Posting ...\,
Type, Experience Level, S
Recruiting Location, e
Department,
Occupational Series e e ——
and/or Job Posted In ekt s 1 i,
sections to filter the Fsn v o e Erir
available job opportunities. et winroLs

4. When you find a Job i e
Posting of interest, select B o PRSI

the Job Posting to view the =~~~
Job Summary Details. —

113 search result(s;

Posting Type Current Permanent Empioyees

De|

Begin an Application

(_
Job Description

5. Carefully read and review all o PR AN RO AT ST 05511 APLCATONS A T SO ATV SR U SN 0 6511
. ! ONLY) \
sections of the Job Summary

to understand the requirements I
of the FBI position.

6. Select the Start button to @ S

Job Opening; 52005

begin completing an P

November 15, 2023

application for the selected job = il e

t' Questions regardng this opening should be directed to HRS Jasmina Tompkins at fttompkins@fbl.gov
posting. o Sy
Position: Supervisory Management and Program Analyst, GS-0343-14

7. Read the application Terms O cors o 71
and Conditions and select the Locaon: Washagon.
checkbox to continue with

your application.

8. Select the Next button to
begin your application.

Complete Submission

SPECIAL AGENT - GS 1811-10 (EXTERNAL - All U.S. Citizens)
Save 35 Deal Next >

[ stant Step 1 of 8: Start
L/ inProgress

Working Hours: M-F £:30 am - 500 pm

Note: the left side of the application
displays where you are in the
application process. The Next s s
button s the only way to move to e S

ducation and Work S-’EC\AL GEV\T Gs |3 1-10 E)(TEP ML nIuS Citizens| D 22187

the next step n the process. 4 Expenence * | eicans e roured o ansver uestons egrcing e bty for st e Fecerl Burau o vestgaon (FBI. Pease i he P

Emab rmant Exgibiy Ie1ms fyou nave any quesbons 16garding yor 4Gy

@an; wer the questions on the naxt step of tha application

1 agree to the Terms and Conditions

) Prequalify This appication has a number of sections for you o provide information. The step-by-step pracess will guide you through the application. Piease fil in al
) rs information carefully and completely before submitting

s you boga ha st eazo rad e T ond Condonscarohay. B selecing fhe a9k kothe Toms aad Condns” chackbar
s nat b

ondibions and acknowledge your agreement with them If you do not agree. you

§ | Additional Information
Not Started

Important Note: The number of
application steps displayed will
vary depending on the type of ] e o
Jjob opening selected.




Apply to a Job Posting Guide

Apply to a Job Posting | 3

Answer Prequalification Questionnaire (Special Agent Applicants Only)

9. Answer all the questions in the Prequalify section.
10. Select the Next button to continue your application.

Note: Select the triple dot icon to display the Contact Us option. Select it to view FAQ'S, submit a
question about the application, or if you are experiencing technical issues. To save a draft of your
application and come back to it later, select the Save as Draft button.

Complete Submission

SPECIAL AGENT - GS 1811-10 (EXTERNAL - All U.8. Citizens)

O

Start
Complete

Prequalify
In Progress

Online Questionnaire
Mot Startex

Education and Work
Experience
Not Starled

Attachments

Not Started

Additional Information
Not Starled

Diversity
Not Starled

Review and Submit

Not Started

Save as Draft

Step 2 of 8: Prequalify
To be eligible to submit an application you will need to answer the following questions.

Prequalify (Required)

1. Are you willing to undergo a personnel security interview, pre-employment polygraph, physical examination, and a urinalysis drug test?
Refusal to submit to an FBI urinalysis (drug test) or polygraph examination is grounds for disqualification from the applicant process.
Yes

No

2. Are you willing to undergo a comprehensive background investigation which includes, but is not limited to: (1) interviews of all references,
spouse, former spouse, cohabitants, employment references, employers, coworkers, close personal associates, and neighborhood contacts;
and (2) records check which include credit and financial history, driving record, education, public records, selective service registration,
military records, citizenship, criminal history, and fingerprints?

Yes

No

3. Have you used marijuana or any of its various forms (e.g., cannabis, hashish [hash], hash oil, or tetrahydrocannabinol [THC], synthetic or
natural), in any location (domestic or foreign) regardiess of the legality in that location of use, within the one (1) year prior to your application
to the FBI? Note: This does not include Dronabinol (sold as Marinol, Syndros, or generic equivalents) when lawfully used with a medical
prescription.

Yes

No
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Attach a Resume or Cover Letter

11. Select the Attach Resume button
to upload a resume from your
computer. You also have the option
to Attach Cover Letter, but it is not

required.

Important Note: Special Agent and
some Intelligence Analyst jobs
postings will not have the option to
attach a resume. They are required to
input their resume information into
the Education and Work Experience
section of the application. A resume
will be automatically built using the
information entered by the applicant.

12. Select the My Device icon and
follow your computer prompts to

upload your attachments.

Review your attachments by
selecting the file name. Select the
Change Resume link to delete the
attached resume.

Select the Next button to continue

Complete Submission

13.

1| sart
Complete

P

14.

IT Specialist, GS-2210-14, Information M:

2 | Prequalify
Complete

Complete Submission

Management and Program Analyst, GS 12(FBI Only) Coordination and Support Unit/TD, Quantico, VA,

@Step 2 of 8: Resume

me Attachme

Save as Drat CF

1 Start
Complete

(7 Resume

2 You have not provided a res
[2) inProgress

You have not provided a cover letter

File Attachment

Division,

Virginia(External Only)

Save as Draft

" Step 3 of 9: Resume

Resume Attact quired)

Resume Title |Resume docx

Attached File Re

. . 3 Resume
your application. e
Complete Online Questionnaire ;S

§ | Attachments

15. Complete each question in the
Online Questionnaire,
selecting the level of
experience you have for each

Security Specialist, G

1 Start
prompt. All questions are
mandatory. 2 Pty

16. Select the Next button to 3 ) Resume

continue your application.

Education and Work
5 | Experience

& | Attachments

Complete Submission

Online Questionnaire
In Progress

S 9/11, Detroit Field Office (All US Citizens)
Save as Draft < v Next >

Step 4 of 9: Online Questionnaire

Questionnaire (Required)

1. Please select the response that best describes your experience using analytic methods to analyze and interpret
information.

I have no experience performing this task

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

I have performed this task on the job with close supervision

I have performed this task independently as a regular part of a job and with occasional supervision

I have performed this task independently as a regular part of a job, seeking guidance, as needed, and, at times, serving
as a resource o others

| am an expert in performing this task: and/or | have trained others and am consulted by others as an expert for
assistance in performing this task
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Add Education and Work Experience

Complete Submission

Security Specialist, GS 9/11, Detroit Field Office (All US Citizens)

Add additional profile information to
your application by selecting the Add
button and entering the required
information. See the Add Education
button as an example. Note that you
must complete the Education
section of the application.

In Progress

Education
In Progress

g | Attachments

| Additional Infor

17. Select the Highest Education
Level drop down menu to
indicate your level of

education.

Select the Plus button to
provide additional education
details.

Enter educational details to
include Degree, Major, GPA,
and Graduation Date.

18.

19.

Important Notes:

If you cannot locate your
College/University, select
"College/University Not Listed

and annotate in your resume. Select the
closest major choice to your major.
Select the GPA N/A checkbox if your
school does not issue a GPA

20. Select the Done button to save
adding your education details.

Select the Next button to continue
your application.

If you have additional language
proficiency to report, select Add Self-
Reported Languages.

Click the Microscope icon to select a
language.

Select the Done button.

Select the Next button to continue
your application.

21.

22.

23.

24.
25.

4 Online Questionnaire
Complets

Education and Work
5 Experience

Profile Information

Save as Draft < : “ )

Step 5 of 9: Education and Work Experience - Education
Education History

Highest Education Level

ucat:ar‘ (Required)

+

Bachelors Degree v

Degree/Level Attained ~ Major College/University  CollegelUniversity  Grade Point Average (GPA) Graduation Date

06/04/2018 >

mation

‘f.am’e\

Complete Submission
Security Specialist, GS 9/11, Detroit Field Office (All US Citizens)

"

-

20

Add Education

*Degree/Level Attained |Select lookup to search

Major |Select lookup to searct

College/University |Select lookup to search
Dual Major |Select lookup to sear

Minor |Select lookup to sear

Grade Point Average

(GPA)
Graduated No
“Graduation Date
GPA N/A No

Save as Dralt <F @ Next 3

Start Step 5 of 9: Education and Work Experience - Profile Information

Complets

Prequalify

Self-Reported Languages
Complete

Resume

have not added any self-reported languages.
Compléte e e

Online Questionnaire
Complels

2

\ Cancel ‘

Add Self-Reported Languages

8

Select a Language Other than English.
*Self-Reported

Language
Rating Definitions

How would you rate
yourself?

Describe your language

history e
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Add Attachments

Complete Submission

Security Specialist, GS 9/11, Detroit Field Office (All US Citizens)

Add attachments as
required by the job

1 | start
opening description i
2 | Prequalify
Complete
26. Select the Add 3 ) Resume
Attachment
4 | Online Questionnaire

Complete

button.
Select the

Education and Work

27.

5 | Experience v
Complete
Attachment Type
from the drop- B

down menu.

}.\d‘d—“.'o.m} Information
28. Enter an
Attachment Title ° "5
for your

document.

Select the
Continue button.

Select the My
Device icon and
follow your
computer prompts
to upload your
attachments.

Review and Submit
Not Started

29.

‘ Cancel

30.

31. Select the Done
button to proceed
after your file has

been uploaded.
Select the Next
button to continue
your application.

pe.
L

My Device

32.

Important Note: "
Applications :
that require
specific documents
to be uploaded in
this section will not
be able to

move forward until
attached.

“Attachment Type I

Save as Draft | <F m;‘;c Next >

Step 6 of 9: Attachments

Please review and submit all required documents below. If you do not submit all required documents,
your ication will not be p d and will i inued.

ALL Special Agent applicants:
« Official or unofficial college transcript(s)
+ Resume in the Federal Resume Template format

Current or former federal employees:
+ SF-50, Notification of Personnel Action Form (Does not apply to current FBI employees)

Active-duty military personnel:
+ Statement of Service

Military veterans:
+ DD-214, Member 4 copy or Service 2 copy

Disabled veterans:

» DD-214, Member 4 copy or Service 2 copy
« VA letter dated within one year

+ SF-15, Veterans' Preference form (optional)

Please upload all required documents in PDF format. Only files of 10MB or less with the following
extensions can be submitted: .pdf, .doc, .docx, .jpeg, .jpg, .png, .itf, and .txt

Attachments

have not added any attachments.

Add Attachment

*Attachment Title

File Attachment
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Provide Additional Information

Complete Submission

Provide additional information
used for Federal employment

Security Specialist, GS 9/11, Detroit Field Office (All US Citizens)

Consideration SuCh as Federal 1 ‘S‘E:I::j‘yE Step 7 of 9: Additional Information - Personal Information

Employment history, US 2 ey Disiomae ot e el e rpomen cosgenen, ek dyo e st
military service, and additional 5 meume @

personal information - ,, o [

Complet

Education and Work
Experience
Complete

33. Verify your Personal
Information, confirming
it to be accurate,
including your Country
of Citizenship.

In the Federal Civilian
Employee section,
identify if you were/are a
previous Federal

Attachments
Complata

Additional Information

In Progress

In Progress

34.

Complete Submission

Employee, a previous FBI ) G
Employee, a current 2] ety
Federal Employee, and/or 3] Reume

a current FBI Employee. S
Also select your
Clearance Level from the D
dropdown menu. o) g

35.

Additional Information
In Progress

Complete the US Military
Service section as
applicable. If you did
no/are not serving in the
military, select Not a
Veteran from the
dropdown menu next to

©

Personal Information
In Progress

How did you find out about
us?

Personal Information

How did you find out about
us?

“Date of Birth | 08/21/2001

Birth Country | United States
Birth State | Louisiana
“Birth City ALBANY

“Are you a U.S. Citizen? | Yes v

Do you have Dual Citizenship? | Yes
*Note: Entered SSN is on file, if you know it to be incorrect please contact your recruiter
Country of Citizenship

1 United States

Security Specialist, GS 9/11, Detroit Field Office (All US Citizens)

Save as Draft

T
edeml Preferences
A

ederal Civilian Employee

Previous Federal Employee No

Previous FBI Employee No
Current Federal Employee No

Current FBI Employee No

Clearance Level
@us Military Service

Veterans' Preference

Reserve Category
Uniformed Service
Military Grade

Military Separation Status
Military Service Start Date
Military Service End Date

Military Status | Mot a Veteran

Mi|itary Status. Location Preferences
36. Inthe Location First Location Preference v
Preferences section, _
Second Location Preference v
select your top three
location preferences (if Third Location Preference v

applicable).
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Provide Additional Information (cont'd)

Security Specialist, GS 9/11, Detroit Field Office (All US Citizens) @
37. Inthe US Military o] | (P

Service section, 11 st

Complete Military Service Start Date [
SeleCt Add US ) Military Service End Date
oge - . o | Prequalify
Mlllta ry Seerce If Complets Military Status | Nota Veteran A
yO u h ave Se rved o 3 | Resume Location Preferences
Complet
3 8 |f | . bl e First Location Preference ~
o a ICable ‘ !
| p p h ! 4 g;‘ﬂ:;l?“s“"““a"e Second Location Preference v
"
se eCt t e Third Location Preference v
mICFOSCOpe |Con 5 Education and Work
Experience v

Complete

to search for the US Milltary Sorvice
6 Attachments

Service Branch Compie
yo use rved With . E> P — . : ) have not added any us military service.

In Progress
39. SeleCt you r bra nCh Personal Information
by clicking it. b Progpos Military Rank

How did you find out about

40. SeleCt the Done ‘l‘s‘—)_“ uhaveno(added any military rank
button.

Add Military Rank
g | Diversity

Note: If you served with [c==| Add US Military Service Ez:: Add Military Rank m

multiple branches, hit
5 K 2 “Highest Rank | S kupto s Q

the Plus button and B
repeat Steps 37 and 40.

e Lookup Lookup

41. Inthe US Military =
o . v Search Criteria ~ Search Criteria
Service section,
SeleCt Add Content htem ID | contains - Content ltem ID | contains -

Military Rank if

you have served. s S —
@ = o _— e st 100 resufs canbe cispa

42. |If applicable, Commttam 0t Deserpton e
select the
microscope icon

E-3 Airman First Class

US Coast Guard

to search for your

Highest Rank.
43. Select your rank R

ps Reserve

by clicking on it.
44. Select the Done ——— r
button.
45. Select the Next
button to
continue your
application.
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Provide Additional Information (cont'd)

Complete Submission
Security Specialist, GS 9/11, Detroit Field Office (All US Citizens)

o Save as Dratt < Previous Next >
46. In the Referrals section, I .
SeleCt ano ption from the Complete Step 7 of 9: Additional Information - How did you find out about us?
. ° Resume
How Did You Learn of This === Reterl
Opportunity drop-down. (¢ emewsee | @) :
. opportunity?
47. If no follow-up questions : :
Referrals

appear, select Next to
continue with your

“How did you learn of this

appli_cation. If they do, Nmm:pm”y FBI Employee Referal v
continue below for .
instructions. When —— -
completed, select Next. memeert
Note: The options that should result in follow-up EfErrals
questions are FBI Employee Referral, Other
Advertisement, Other Job Sites, Recruiter, e mortanity | Other Adverisement v
Recruiting Event and Social Media. "SubSource | ~|
Billboard
48. If you selected FBI Employee Referral, type Prad

| Streaming RadioAd |

the Name of the Referring Employee, their
Email Address, and select whether they are Re,e,,m
a family member.
49. If you selected Other Advertisement, select
the source of the ad.

How did you learn of this

opportunity? Other Job Sites ~

“SubSource .|

CareerBuilder
Clearance Jobs

50. If you selected Other Job Sites, select the Gettor
job site, if listed. If not, change your g”ani
response to Other. ZipRecruter

51. If you selected Recruiter, type the Name of @
Referring Employee, their email address,
and whether they are a family member. “How did you learn of this

opportunity?
52. If you selected Recruiting Event, select the ”

Month, Year, and Location of the event.
Then, select Search and the event that

Referrals

I Recruiter V]

“Name of Referring Employee

Email Address

Is referring employee a family

matches the event you attended by clicking member? |12

No and flipping it to Yes. p—
53. If you selected Social Media, select the :

social media platform you found this job —

opportunity at, if listed. If not, change your

response to Other. T e Lo
@ Year [ 2018+

eferrals Lecation | llinois ~
"How did ycuD\;;gr‘_c Efml‘hy‘f» Social Media v Select T Event Name 1t StartDate 7. End Date . Lo:an::.ﬁ

SubSource v
2 No ExecuVets Military Hiring Event 04202018 04/21/2018  IL
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Provide Diversity Information

Complete Submission H
Security Specialist, GS 9/11, Detroit Field Office (All US Citizens)

54. You are invited to self- — ,
identify your gender, :
ethnicity and race
information, and disability
status. If you wish to do so,
make the appropriate
selections in the Diversity
section. If you chose not to
provide these details, select
the I decline to answer -
checkbox(s). e

55. Select the Next button to
continue your application.

Review and Submit Application

Complete Submission H
5 6 ReV| ew yo ur com p | ete Security Specialist, GS 9/11, Detroit Field Office (All US Citizens) %
application. Select on the e ——

Step 9 of 9: Review and Submit

section title to review your
responses. Select the Modify
link to edit a response.

119 FIRST ST, ALBANY, LA 01238

Important Note: Your responses o) s
cannot be edited once you submit .
your application. After submission,
you would have to withdraw your
application and reapply to make
changes.

> Self-Reported Languages

> US Military Service

57. Select the Submit button to i
submit your completed
application.

58. Review the Application
Confirmation message to learn
about the status of your
preliminary screening and next
steps for your application. 2

59. Select the Careers link to
navigate back to the Careers
Homepage.
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