ONLINE APPLICATION PROCESS

The following information will take you step by step through the screens to complete to apply for this position.

1. Access DOE JOBS ONLINE at https://jobsonline.doe.gov/. A welcome screen will appear and assist you in registering and applying for jobs.  

2. If you are a NEW USER, click the "New User" button. Then click "Next" at the bottom of the screen. At the "User Information" screen, answer ALL questions. Cut and paste your resume in the space provided (the system will accept approximately 6 to 7 pages). You must answer all questions to be considered for any position – you cannot apply to vacancies without first having completed the initial registration. Click "Next” at the bottom of the screen.  You will see a screen titled “Important Instructions for New Users” that confirms your e-mail address and password. Read the information and click "next" at the bottom of the screen.  You will be asked a series of questions to help determine your eligibility for positions. When you finish with these questions, click “Continue” to be taken to “Demographic Information”. Once you complete this information, you will receive a screen telling you that your registration information has been saved. The screen will also tell you what types of vacancy announcements you may apply for.  Click Next (proceed to step 4).

3. If you are NOT a NEW user, type in e-mail address and password. You then have five choices:   

· "Go to Jobs" will take you to the listing of open vacancies (proceed to step 4)

· “View My Application Status” will let you see the status of your application for vacancies you’ve already applied for.

· “Edit Personal Information” is where you change your secret question/answer, update your personal information, including your resume, and check your preferences about being notified for future jobs.

· “Change Password” may be used to change your password.

· “Edit Demographic Information” will allow you to provide information such as gender, race, or disability. Your responses are stored as a tally for the group of all applicants for this vacancy in a manner that cannot be associated with any individual application. 

4. "Welcome (your name)!  Please select the link to the organization to which you wish to apply. Click "US Department of Energy"."

5. Scroll down the listing and select the vacancy you wish to apply to by clicking that announcement number.

6. Click on the vacancy announcement which interests you.  Scroll down to the end of the vacancy announcement, and click on “Apply to This Vacancy”.  As some questions may require narrative responses, we recommend you print the questionnaire to view all questions.  Then use your word processor to create a document with your responses to any narrative questions.  Save the document and then paste from it when you begin the online process.  Answer ALL questions. Click "Finish" at the bottom of the screen.

7.  The next screen will tell you that your application has been successfully transmitted.  Make sure that you have entered your resume (this can be done under “Edit Personal Information).  You will be disqualified from consideration if your resume has not been entered before this vacancy closes.  Send in all supporting documentation to the HR Office for proper consideration.  You may also request a copy of the questions and your responses be sent to your e-mail account. 

