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USAJOBS/CareerConnector

• Step 1 - Create a USAJOBS account

• Step 2 – Create Online Resume   

• Step 3 – Search for IRS Vacancy Announcements   

• Step 4 – Complete the CareerConnector Account Creation    

• Step 5 – Apply to the Vacancy 

• Step 6 – Submit Documents and Review Application

SIX STEPS TO APPLY FOR IRS JOBS ONLINE 
USING USAJOBS/CAREERCONNECTOR
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USAJOBS

Applicants begin at USAJOBS 
(http://www.usajobs.gov/ ) where they 
create a “USAJOBS” account, build a 
resume using the USAJOBS resume 
builder, and apply online for an IRS job 
announcement.

http://www.usajobs.gov/
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Create your USAJOBS Account
 Log into USAJOBS and click “CREATE AN ACCOUNT”

http://jobsearch.usajobs.gov/a9trirs.asp
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USAJOBS Account

Create a 
USAJOBS 
Account 
One Time 

Only.

Enter contact information.
PLEASE NOTE: Fields with an asterisk (*) are required fields.
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USAJOBS Account
Complete all required fields including user name and password

Click on “Create my account”
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In your USAJOBS account Build At Least One Resume

Your name

You can 
create and 
store up to 
5 resumes

NOTE:  Use “Build New Resume”. IRS does not use the “Upload New Resume” feature; so 
you will receive an error if using this feature and applying to an IRS announcement.
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Create Your Online Resume
 

in USAJOBS

Complete four steps in the USAJOBS’ Resume Builder.
1. Getting Started  2. Experience  3. Related Information  4. Finishing Up
Note: Online Resume is limited to 30,000 characters. 
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Resume Builder –
 

Getting Started
Confidentiality; Candidate Information; 
PLEASE NOTE: Fields with an asterisk (*) are required fields.

Note: Only 
Federal 

Recruiters can 
view non- 

confidential 
resumes.
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Resume Builder –
 

Getting Started
Highest Career Level Achieved- Highest grade level held in the Federal 
Service. 
Federal Employee Information – IRS employees should always select 
‘Yes’.
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Resume Builder –
 

Getting Started
When you click “yes” to “Are you or were you ever a Federal civilian 
employee?”, you will receive the following screen.  Complete the requested 
information.
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Resume Builder –
 

Experience
Work 
Experience - 
Enter relevant 
work experience 
from current or 
previous jobs held.

Select “Save and 
Add Experience” to 
add additional work 
experience or jobs. 
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Resume Builder –
 

Education
Education –
Enter Completed  
Education.

Select “Add Education” 
to add additional 
schools or degrees.
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Resume Builder –
 

Experience
Job Related Training
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Resume Builder –
 

Related Information
References; Additional Language Skills; 
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Resume Builder –
 

Related Information
Affiliations; Professional Publications; Additional Information; Availability; 
Looking for a Specific Work Environment; & Desired Locations.

Note:  Identifying “Desired Locations” in your resume does not mean you are applying to those 
locations. You will be asked specific location questions later in the application process. 
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Resume Builder –
 

Finishing Up
This is the final step in building your resume.

Activate Resume; or Save for Later.
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Saving Documents

Select a new document; then Upload

From your “My Account” main page
You have the ability to store up to five supporting documents in USAJOBS (e.g., Transcripts, SF-50 or 
other types of documents).  This step is optional.  However, there are benefits to adding your supporting 
documents in your USAJOBS account:
• Your documents will be readily available to attach to your resume
• You will be able to use the “Upload from USAJOBS” feature - explained later in the application process.  
• You will be able to track the status of your documents in USAJOBS 

Note: Documents are limited to 3MB and must be pfg, doc, or pdf format.

Select “Saved Documents” 
to upload or review 

uploaded documents
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USAJOBS –
 

IRS Job Search
Go to the IRS Job Search page http://jobs.irs.gov/USAJOBS

Search by IRS announcement #, job series, location, etc. 

TIP: Save this link as a favorite. 

http://jobs.irs.gov/USAJOBS
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USAJOBS –
 

IRS Job Search
Job Search Tip:  Narrow your search to a specific announcement.
Find the announcement in the COL and review the Comments section; If announced on 
USAJOBS/CareerConnector, you will find language similar to the following: 

“Apply for this vacancy via USAJOBS/CareerConnector http://jobs.irs.gov/USAJOBS and 
enter the USAJOBS announcement number (e.g. 10PH4-LMB0317-0512-14-AP) in the 
“Keyword Search” field . . .”

Then, scroll down the page & respond to the Applicant Eligibility question.

http://jobs.irs.gov/USAJOBS
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USAJOBS –
 

IRS Job Search
Applicant Eligibility - Are you a current Federal employee?
Select “Yes” to see internal IRS vacancies.

Click 
“Search 

for 
Jobs”
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USAJOBS -
 

Job Search
A list of announcements matching your search criteria will be provided.  
Click on an announcement. 

You can view a brief or detailed description of the announcements, edit or refine your search results.  

Note: “Who May Apply” identifies 
the type of announcement:

Agency Employees Only = Internal
Public = External
Status = Internal & some External
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USAJOBS -
 

Apply Online
Review the announcement text.

There are 5 tabs in each 
announcement:

• Overview 

• Duties

• Qualifications & Evaluations 

• Benefits & Other Info 

• How to Apply
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USAJOBS -
 

Apply Online

On the right side of your screen you will see announcement 
options.  

Click APPLY ONLINE to 
apply to this vacancy
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USAJOBS -
 

Attach Resume/Documents
Select the Resume you want to submit with your application.
Click APPLY FOR THIS POSITION NOW!

IMPORTANT: All applications must be completed prior to 11:59 pm 
EASTERN Time on the closing date of the announcement.

NOTE:  You will certify that 
your information provided is 

true and accurate 
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USAJOBS -
 

to CareerConnector
USAJOBS automatically takes you to CareerConnector
the system used by the Internal Revenue Service.
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CareerConnector –
 

Account Creation
Complete the CareerConnector “Account Creation” One Time.

Your account information from USAJOBS will be pre-populated where applicable.
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CareerConnector –
 

Account Creation

There are 5 Steps in the CareerConnector Account Creation:

Step 1:  Personal Information

Step 2:  Military Service & Veteran                                      
Preference

Step 3:  Core Questions
Important: To apply for Internal IRS jobs, 
Select answer(s) identifying you as a 
Federal Employee & working for IRS.

Step 4:  Demographic Information

Step 5:  Resume Information
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CareerConnector –
 

Account Creation
After you have completed all 5 Steps, you will receive confirmation  
your account has been created.

Click Apply to this Vacancy.
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CareerConnector –
 

Apply to Vacancy

Complete all 5 Sections:

Next > at the bottom of each page.Click

Series
Grade
Location

Grade
Specific 
Question

All Grade
Questions
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CareerConnector –
 

Vacancy Documents

Submit one or more 
supporting documents, if 
required.

• Upload, 
• USAJOBS 
• Fax, or 
• Reuse an existing 

uploaded document

Click one of these 
options; then follow the 
instructions provided to 
submit your document.

Documents
After applicants have answered all vacancy questions, they will 
be prompted to submit supporting documents (e.g., Appraisal, 
Transcript, SF-50, or other documents).
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CareerConnector –
 

Vacancy Documents
• Upload: Name the Document, Browse, Find your file, then Click Upload. Note: limited 

to 3MB.
• USAJOBS: Available after you upload a document to your USAJOBS account.
• Fax:  Generate & Print Fax Cover Sheet; follow provided instructions.
• Reuse existing document: This option will only appear if you have previously 

uploaded this document in CareerConnector.

Key Points:

Following is an example of the “Upload” option:
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CareerConnector –
 

Review Application
Provides a summary of the application you just 
completed.

Application 
Review

NOTE: Be sure to click  “Finish” each time you access/edit your application.

At the bottom of the page, select “Send Me Questions & Answers” then 
click F in is h
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CareerConnector -
 

Return to USAJOBS
You will automatically be redirected to USAJOBS.
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USAJOBS –
 

Application Status

To check your 
application status, 
select “Application 
Status”
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USAJOBS –
 

Application History
Click “more information…” to track the status of your application. 

Note: Uploaded 
Document Status 
will only appear if 
Documents were 
Uploaded in your  
USAJOBS 
account
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USAJOBS to CareerConnector

You will be redirected to CareerConnector to receive more 
information about your application.
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CareerConnector –
 

Application Detail

For Open Announcements Only:
• You may review and update your answers; 

If Application Status does not show required questions were answered, select 
review and update your answers, then click “Finish” in “Application Review”.

• You may also review and update the documents if needed. 

Application Status – this applicant has answered all the required 
questions for the grade.  

https://careerconnector.jobs.treas.gov/irs/vacancy/applyVacancy.hms?orgId=2&jnum=14770
https://careerconnector.jobs.treas.gov/irs/vacancy/viewVacancyDocuments!standalone.hms?orgId=2&jnum=14770
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CareerConnector –
 

Application Detail

For this applicant, there are no incomplete applications.  However, the 
applicant must still ensure all required documents have been submitted.  

After completing a “review and update of the Documents”, Click “Finish” 
at the bottom of the page to see the “Status of your recent applications”. 

Note: 
Posted 

Dates is for 
Personnel 
Use Only”

https://careerconnector.jobs.treas.gov/irs/vacancy/viewVacancyDocuments!standalone.hms?orgId=2&jnum=14770
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USAJOBS/CareerConnector

All applications must be completed prior to 11:59 pm EASTERN Time on 
the closing date of the announcement. If the announcement closes prior to 
the applicant finishing their application, they will not be able to complete 
their application.

Announcements close at 11:59 pm Eastern Time, which means:
• 11:59 pm for Eastern Time
• 10:59 pm for Central Time
• 9:59 pm for Mountain Time
• 8:59 pm for Pacific Time

Important:   
Ensure Timely Submission of Completed Applications

Apply Early to ensure your application is received timely.
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Additional Resources

ERC - Applying for IRS Jobs Online 
http://erc.web.irs.gov/Displayanswers/Question.asp?FolderID=3&CategoryID=87

Six Steps to Apply for IRS Jobs Online Using USAJOBS/CareerConnector 
This is a summary of the application process. 
http://hco.web.irs.gov/apps/CCApplUserGuide4/Tools/6step_ref_internal.pdf

Quick Tips - updated periodically as “Lessons Learned” are identified
http://hco.web.irs.gov/apps/CCApplUserGuide4/USAJobs_CC_Quick-Tips.htm

USAJOBS Information Center - http://www.usajobs.gov/infocenter/

http://erc.web.irs.gov/Displayanswers/Question.asp?FolderID=3&CategoryID=87
http://hco.web.irs.gov/apps/CCApplUserGuide4/Tools/6step_ref_internal.pdf
http://hco.web.irs.gov/apps/CCApplUserGuide4/USAJobs_CC_Quick-Tips.htm
http://www.usajobs.gov/infocenter/
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Additional Resources (cont)
ERC - Resume Tools 

http://erc.web.irs.gov/Displayanswers/AnswerType.asp?QuestionID=2207&SubCateg 
oryID=0&CategoryID=87&FolderID=3

Resume Presentation
http://hco.web.irs.gov/apps/CCRC/documents/ResumeMarch2010.ppt
This power point presentation will walk you through creating your USAJOBS resume 
and provide you with tips on effective resume writing. 
Line-by-Line Sample MPQ Template
This actual Form 9686 Merit Program Questionnaire (MPQ) provides a line by line 
visual of where MPQ information can be placed in the USAJOBS Resume Builder.
Easy to View MPQ to USAJOBS Resume Builder Comparison
This easy to view comparison displays side by side screen shots of each section of 
the MPQ and corresponding screen shots of the individual sections of the USAJOBS 
Resume Builder.
Converting an MPQ to USAJOBS Resume Chart
This chart is a combination of visual and written instructions, providing more detailed 
information about the placement of information from an MPQ into the appropriate 
sections of the USAJOBS Builder.  

http://erc.web.irs.gov/Displayanswers/AnswerType.asp?QuestionID=2207&SubCategoryID=0&CategoryID=87&FolderID=3
http://erc.web.irs.gov/Displayanswers/AnswerType.asp?QuestionID=2207&SubCategoryID=0&CategoryID=87&FolderID=3
http://hco.web.irs.gov/apps/CCRC/documents/ResumeMarch2010.ppt
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Additional Resources
IRS Online Help Desk

An “IRS Jobs Online Help Desk” has been created to provide assistance to 
employees when they are applying for vacancies on USAJOBS/CareerConnector.  

Employees call 1-866-743-5748; 
Select Option 1 for the ERC; 
then follow the prompts for the “IRS Jobs On-Line Help Desk”

The IRS Jobs Online Help Desk will be available Monday 
through Friday, from 7:00 am to 7:00 pm Eastern Time.
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Benefits to the Internal Applicant

• Build and save up to 5 resumes to use when applying online via 
CareerConnector

• Apply online from a public or personal computer
• Check application status online, rather than wait for mail correspondence
• Upload supporting documentation in USAJOBS as part of the application
• Correspond with Human Resources (HR) via email 
• Save incomplete applications; come back later to complete and submit 

applications up to 11:59 PM Eastern Time on the closing date of the 
announcement

• Apply 24 hours a day, 7 days a week
• No longer need to mail or fax paper applications
• Create up to ten job saved searches; USAJOBS will email you when 

vacancies open that match one of the job search agent criteria

There are many benefits to using the USAJOBS/CareerConnector 
system:
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Benefits to the Manager

• Ranking packages and certificates will be received through email.  
• Ranking panel members can be located in different PODs.
• The ranking sheet will automatically calculate the final score, cutting down 

on mathematical errors.
• Eliminates UPS costs of mailing ranking and selection packages between 

offices and reduces the managerial burden of having to wait for mailed 
packages and mailroom delays.  

• Managers will receive an email notifying them that the certificate is ready 
and be provided a link and password to access the certificate electronically.  

• Selections on certificate can be annotated in order of selection and emailed 
back to the Employment Office.

• The system will provide tracking data making the location of packages, 
selections and audits easier.

Ranking and Selection Package Highlights –
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