********************
HOW TO APPLY FOR 
A FEDERAL POSITION 
********************

1.  How do I apply for an Air Force civil service position?  How will I know what jobs are open and where to submit the required forms? 

Each base Civilian Personnel Flight (CPF) will have appropriated fund (civil service) job information/vacancy announcements posted on their websites or at their Job Information Counters.  To apply, review the vacancy announcements, decide which position(s) interest you based on your qualifications, and submit a complete application package for each vacancy announcement.  Vacancy announcements should also be available at your base Family Support Centers. 

2.  What forms are required to apply for a Federal civilian appropriated fund position in the Air Force? 

You may apply for most positions with the following: 

· a)  Application form (OF-612, SF-171 or resume) (NOTE:  Soon you will only be able to apply with a resume; therefore, suggest you begin preparing a resume for future application purposes.  To assist in preparation, suggest you visit the following website and click on "Resume Writer":

· www.afpc.randolph.af.mil 

· b)  USAFE 16 (local questionnaire) 

· c)  AF 2519 (Military Spouse Preference), if applicable 

· d)  DD-214 (Discharge from active military duty), if applicable 

· e)  Copy of sponsor's PCS Orders, if applicable 

· f)  SF-50, Notification of Personnel Action (verifying tenure, LWOP, and most recent salary) - if previously employed in federal government 

· g)  College transcripts or other documents verifying education 

3.  What information needs to be included in the application? 

Specific information is needed to evaluate your qualifications for the position and determine if you meet legal and regulatory requirements for Federal employment.  If your resume or application does not provide all the information requested in the job vacancy announcement, you may lose consideration for the position.  Your application should be printed legibly in dark ink or typed.  Do not attach position descriptions, certificates, photos, or any other extraneous material or information.  Indicate the announcement number and the title and grade(s) of the job for which you are applying.  Make sure you show your full name, correct mailing address and day and evening phone numbers.  Include both paid and non-paid work experience related to the position.  Show any job-related training courses, job-related skills (i.e., typing speed, computer software/hardware, etc.), current job-related certificates and licenses, and job-related honors, awards and special accomplishments.

4.  What happens after I turn in my application at the Civilian Personnel Flight?  Will I receive notification as to the status of my application? 

Applications are submitted or mailed to the Civilian Personnel Flight during the announcement period.  All application packages must be submitted no later than the end of day of the closing date or, if mailed, postmarked by the closing date. 

After the closing date, applications will be reviewed by a staffing specialist to determine qualifications in accordance with the applicable Office of Personnel Management Qualifications Standards, as well as for regulatory or legal requirements.  You will receive a letter notifying you that you are either "qualified" or "not qualified", and whether your application is being referred to the selecting official, etc.  If the selecting official decides to conduct an interview, you will receive a phone call to schedule a date and time.  If no interview will take place, you will receive notification once a selection has been made.  Selectees are normally contacted by telephone; nonselected individuals are notified by letter. 

5.  I am on LWOP (Leave Without Pay) from another civil service position.  How do I apply for positions? 
If you are currently on LWOP from another civil service position, contact the Civilian Personnel Flight to schedule an information appointment with a staffing specialist.  If you are a military spouse or current DoD civilian spouse LWOP candidate (whose sponsor is an Air Force civilian) your application will remain on file in the Civilian Personnel Flight for the duration of the LWOP.  Your application will be screened and referred noncompetitively for positions for which you are qualified, interested and registered, not to exceed the highest GS or WG grade held.  Some LWOP candidates will have to apply externally; therefore, it is important to discuss your status with the Civilian Personnel Flight so that you fully understand the employment/recruitment process in USAFE.  For further information on USAFE's recruitment process, review our fact sheet "Staffing Framework".

6.  If I accept a temporary position, how long will the appointment last? 

Temporary appointments may be made for any period up to 1 year and may be extended for 1 additional year (24 months total).  In very rare circumstances, the Office of Personnel Management will approve extensions of temporary appointments beyond that time frame.  Temporary appointments can be terminated at any time, even before the original expiration date.    

Under a DoD approved two-year trial period (MSP CHOICE), which began 1 Jun 01 in the European theater only, military spouses may use their preference and accept  a temporary  position and retain "preference" to use for a permanent part- or full-time position
7.  If I am not a family member and not affiliated with the US government (i.e., retired or separated from the military, tourist), are there employment restrictions?  

Yes, a person with "ordinarily resident" status in the host country is restricted from applying/appointment with the Federal government.  You must be a command sponsored dependent of an active military member or DoD civilian employee stationed at Lajes Field, Azores.

8.  What are the job opportunities in the overseas area and what are my chances of getting a job? 

Job opportunities, in general, are very limited.  Candidates experience frustration in their attempt to obtain Federal employment.  Because of the "stiff competition" for jobs, it is especially critical to ensure your application package is complete when submitted.  Although primary emphasis is on the employment of spouses of active duty military, other family members of military and civilians recruited from CONUS receive priority in the hiring process in the absence of qualified, available military spouse preference candidates.  The majority of available jobs are in the GS-04 to GS-09 (white collar) grade levels and wage grade (blue collar) equivalent.  Positions above those grades are generally filled by individuals coming from CONUS, but may be filled locally if candidates are available.  Most positions at the GS-12 level and higher are automatically filled using the Air Force Career Program referral system.
