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USAJobs Search/Alert Walkthrough

USAJobs.gov is the primary tool federal agencies use to hire new employees, including attorneys." It is
also not the most user-friendly system out there, so we have created this walkthrough to guide you
through the process of setting up searches and email alerts. Before embarking on this process, the first
step is to create an account and log in (both links available in the upper right-hand corner).
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This is a United States Office of Personnel Management website.
USAJOBS is the Federal Government's official one-stop source for federal jobs and employment information. i

! With some notable exceptions, including the Department of Justice, which posts every single attorney opening on
their Office of Attorney Recruitment and Management (OARM) page: http://www.justice.gov/oarm
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Conducting a Basic Search

The easiest, though not necessarily best, way to search on USAJobs is a basic search with a keyword and
location. Here, we search for “attorney” and “Washington, DC” (which covers the whole DC metro area).
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Narrowing a Basic Search

As we can see, searching for “attorney” in “DC” leads to 60 results — pretty good! However, by the time
we get to the third page of results, we notice many non-attorney postings (such as Paralegal and IT
Specialist). Additionally, many of these jobs are substantially above your pay grade! Let’s narrow it down
a bit, by selecting the relevant Pay Grades on the left-hand side. Generally speaking, entry-level
positions for someone with a JD will be either GS-9 or 117 so let’s select 9, 10, and 11.
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salary: $124,995.00 - $157,100.00 / Per Year Department: Department of the Navy

Series & Grade: G5-1222-15/15 Agency: Naval Medical Command
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2if you have significant prior experience working for the federal government, you may be eligible for employment
at higher levels — be sure to talk with a counselor about the best way to approach your search.
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Saving a Basic Search as an Alert

Narrowing down our basic search by pay grade knocks the total results down to 11 jobs that may
actually be suitable for you. Let’s save this search — scroll down a little until you see Save This Search on
the left side.

_

4= | B usajobs.gov | https://www.usajobs.gov/Search?Keyword= attarney &l ocation=Washington%2C+ DC&isearch=Search&AutoCompleteSelected=false || *9- Google e
You are currently searching on: 1to 11 of 11 results Sort By: Relevance -
Keyword: attorney Remove
Location: Washington DC, District of R B B
Columbia Remove Attorney and Assistant United States Attorney SaveJob | More Like This
Radius: 20miles ~ ...serve the American people. Experienced attorney hiring is decentralized and each office...recruitment for experienced attorneys. Attorney applicants
Grade: o Remove must apply separately to specific...additional assistance.;EDUCATION: Any atterney who is an active member of the bar of...

Grade: 10 emouve Salary: $50,287.00 - $129,517.00 / Per Year Department: Department Of Justice
Series & Grade: G5-0305-11/15 Agency: Offices, Boards and Divisions
gency: .
Grade: 11 Remove
Location(s): Washington DC, District of Columbia Position Info:  Full Time - Multiple Appointment Types L
Open Period:  /11/2013 to 9/8/2014 Who May Apply: All aroups of qualified individuals
Refine Your Results By: Announcement OARMAV1
Who May Apply: Number:
* U.S. Citizens
Federal Employees @)
¥ Pay de
] Grodo 4 1) Entry Level Attorney SaveJob | More Like This |-
= ..talents to our impertant mission. The Attorney General's Honers Program is the Department...condition of consideration. Certain U.S. Attorney's Offices
[ crade 5 N may require incoming hires...http://www.justice.gov/legal-careers/ attorney-salaries-promotions-and-benefits .;Applicants...
[ 6rade & ] salary: $50,790.00 - $72,391.00 / Per Year Department: Department Of Justice
. Series & Grade: GS-0904-11/13 Agency: Offices, Boards and Divisions
[ orade 7 = Location(s): Washington DE, District of Columbia Position Info:  Full Time - Permanent
[ Grade & =) Open Period: 7/31/2014 to 9/2/2014 Who May Apply: All groups of qualified individuals
@ Announcement 2014 AG's HONORS PROGRAM
Grade 3 : Number:
Grade 10 &3]
Grade 11 (10
[ Grade 12 ® Attorne Savedob | More Like This
B (12) ..of the General Counsel (OGC) current attorney vacancies please go to the OGC website...that the OGC website lists all available attorney positions.
Grade 12 ) Please bookmark the OGC website...are numerous benefits of being an OGC attorney: You'll have an immediate opportunity...
[ erode 14 (23) Salary: $50,287.00 - $155,500.00 / Per Year Department: Department of the Nawy
‘. Series & Grade: G5-0305-11/15 Agency: Navy Staff Offices
B 6rade 15 42)
rade 15 ¢

Location(s): Washington DC, District of Columbia Position Info:  Full Time - Multiple Appointment Types

P Job Categories Open Period:  4/2/2014 to 4/1/2015 Who May Apply: United Statss Citizens
» Department and Agency (2] Announcement DONOS05-OCA

[SET— Number:

(]

P Posting Date

» Exclude These

0]]

Attorney Advisor SaveJob | More Like This
You can also: @ ...insurance, and excellent retirement package. Visit ur website at http://www.arts.gev/ for mere information about the NEA.;As the Atterney Adviser

you will be respansible for the follawing tasks: Monitor, research, and interpret legislation, regulations, court decisions...

Save This Search salary: $63,091.00 - $82,019.00 / Per Year Department: National Foundation on the Arts and the
Series & Grade: GS-0905-11/11 Humanities
. DCC - - .. . E—_— E—_— . B Mlmbimm | S Ao m & Eme bm A b i~

Georgetown University Law Center, Office of Public Interest and Community Service



Once you click “Save this Search,” you will be taken to the advanced search page with your search
criteria all set. Just scroll to the bottom of that page to name the search, and set your email notification
frequency (weekly is a good default). Now you have a job alert saved!
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P Department and Agency (2]
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P Additional Search Options

Who May Apply (2]

Are you:
= a current or former Federal civilian employee who holds or held a non-temporary appointment
« In the competitive service in the Executive Branch or in a position not in the Executive branch specifically included in the
compefitive service by statute, or
« In an excepted service position covered by an interchange agreement, or
+ Eligible for reinstatement? -
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Save this search

Name your Saved Search: *  DC Attorney Search
Sort Results By: Relevance -
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Advanced Search — Beyond “Attorney”

Many lawyers work for federal agencies in program offices, rather than Offices of General Counsel or
similarly titled places. They frequently are in positions with names like “Program Analyst,” “Program
Manager,” “Management Analyst,” etc. The easiest way to capture these positions is to use the
“Occupational Series” label in the Advanced Search, which you can access below the Search button on
any results page, or the homepage. The vast majority of these positions are either series 0301
(Miscellaneous Administration and Program) or 0343 (Management and Program Analysis)®. So let’s
search for those categories, again with the pay grades restricted to GS 9-11, in the DC area. Note, the
simplest way to search for the series is to actually add the number into the Search box (instead of
scrolling down to find it).
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Search by:
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From: Grade 09 v To: Grade1l -

grade. To view these, leave the

¥ Occupational Series or Job Category ©

Show Me:
@ All Occupational Series
© only Occupational Series with Open Jobs

Search for Occupation(s):

Series Occupation 4 category

[ 9924 Able Seaman Vessel Jobs (Excluded From The Sl
Federal Wage System) [

[ o925 Able Seaman-Maintenance Vessel Jobs (Excluded From The
Federal Wage System)

[ os10 Accounting Accounting Budget And Finance

[ osoo All Accounting Budget And Accounting Budget And Finance

Finance
[ B - - . . - . - . e hY/
You H Selected: 0301 - Miscellaneous Administration And Program, Management, Administrative And
ou Have Selected: | ¢jarical Services Remove
0343 - Management And Program Analysis, Management, Administrative And Clerical
Services Remove s

2If you prefer to have fewer searches, or conduct them all from the Advanced Search page, the Occupational
Series code for attorney positions is 0905 and for law clerk positions is 0904. Other popular JD-preferred positions
include Equal Employment Specialist (0260) and Immigration or Asylum Officer and Inspector General positions
(1801).
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Using additional Occupational Series codes gives us 46 additional results! While many are likely not of
interest (Data Analytics Specialist, for example), others are very intriguing, particularly for anyone with a
policy interest (for example, the Peace Corps is looking for people to evaluate their partnership program
with USAID on providing food aid called Feed the Future — a potentially perfect fit for someone
interested in international development with a strong analytical focus). Lest you think these positions
would not be a good fit, take a look at the “knowledge, skills and abilities” requested by the Peace Corps
position: “Examples are researching or analyzing established administrative issues; or interpreting
regulations and organizational policy regarding administrative or program issues to provide advice and
guidance on well-precedented issues.” Certainly sounds like work for an
administrative/regulatory/policy lawyer to me! This search can be saved as an alert in the same way as
the prior Basic Search.
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You are currently searching on:

1 to 25 of 46 results 2 > o» Sort By: Relevance -
Grade: 09 - 11 Remove
Occupational Series: Remove .
Miscellanecus Administration And Staff Assistant, GS-0301-09 Savelob | More Like This
P

regram If selected for this position, you will serve as a Staff Assistant to the Principal Deputy Special Trustee - Chief of Staff. You will plan, and complete 5

Occupational Series: Remove variety of administrative and programmatic assignments related to the proper management and control of an office involved in numerous complex act
Management And Program
Analysis salary: $52,146.00 - $67,787.00 / Per Year Department: Department Of The Interior

Series & Grade: GS5-0301-08/0% Agency: Office of the Secretary of the Interior

Location: Washingten DC, District of

Columbia Remove Location(s): Washington DC, District of Columbia Position Info:  Full Time - Permanent
Radius: 20 miles = Open Period:  6/1/2014 to 8/29/2014 Who May Apply: United States Citizens
Announcement OST-DA-14-MM1083573(DEU)
Number:

Refine Your Results By:

Who May Apply:
* U.S. Citizens

Federal Employees ©

Legislative Affairs Specialist

SaveJob | More Like This

> Keyword
» Department and Agency

The primary purpese of this position is to support a variety of congressional liaison activities. This position is lecated in the Department of Homeland
Security (DHS), Office of the Secretary, Office of Legisiative Affairs (OLA). This position is also being announced as competitive and noncompetiti

> Work Type salary: $52,146.00 - $67,787.00 / Per Year

> Posting Date Series & Grade: GS-0301-09/09

» Exclude These Location(s): washington DC, District of Columbia
Open Period: 7/30/2014 to 8/5/2014
Announcement GV-1145985-ET14

You can also: @ Number:

Save This Search
Get RSS Feed Program Analyst

Edit Search Criteria

Veterans? T

salary: $52,146.00 - $98,305.00 / Per Year
Series & Grade: GS-0343-09/12
Location(s): washington DC, District of Columbia
Open Period:  7/31/2014 to 8/6/2014

YOUR GATEWAY T VA CAREERS Announcement VALU-14-D-2827-1179040-CG
Number:

Department: Department Of Homeland Security
Agency: DHS Headquarters
Position Info:  Full Time - Permanent

Who May Apply: United States Citizens

SaveJob | More Like This

OUR MISSION: To fulfill President Lincoln's promise - "To care for him who shall have borne the battle, and for his widow, and his orphan” - by serving
and henering the men and women whe are America's Veterans. How would you like to become a part of a team providing cempassionate care to

Department: Department Of Veterans Affairs

Agency: Immediate Office of the Assistant Secretary for
Human Resources and Administration

Position Info: Full Time - Permanent

Who May Apply: United States Citizens

We recommend setting up searches for all locations you are interested in, and if there are any agencies

that would get you to move around the country, set up a location-free search for those as well.
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