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People with Disabilities 

The Federal Government recognizes that people with disabilities have a right to full and fair consideration for any job for which they apply. It strives to offer an environment in which all can reach their highest potential and make a difference for our country. 

Federal positions are filled by people with disabilities, as well as able bodied persons. A Federal career can provide: Any individual the opportunity to excel; Challenges of a demanding job; and Advancement potential or individual growth.

Having a disability will not be a disadvantage to you being considered as an applicant for employment with the Federal Government or in pursing career opportunities once you become an employee. Whether it is working on a cure for cancer, AIDS or heart disease; designing advanced avionics; or writing procurement contracts worth millions of dollars, the challenge is there for individuals with the right skills, motivation and attitude. 

The Federal Job Search—A “3 Step Process”
Although the actual job search is your responsibility, the U.S. Office of Personnel Management (OPM) has developed the USAJOBS Federal Employment Information System to assist you along the way. The Federal Employment Information System brings you up-to-date, comprehensive employment information by telephone or computer. Use one of the following self-service methods to obtain listings of the latest Federal job opportunities as well as state, local and private listings. You can also use the System to obtain information on a wide variety of Federal employment-related topics and programs, complete vacancy announcements, application packages, and forms. Employment information can be obtained in text format for the visually impaired from the USAJOBS world wide web site. Many forms and the Federal Employment Info Lines are also available in alternate formats, such as large print, disk or braille. Visually impaired individuals needing additional assistance may call (478) 757-3188, Fax (478) 744-2295 or email usajobswebmaster@opm.gov. 

STEP 1: Use any of the automated components of the Federal Employment Information System 

Use the Office of Personnel Management's USAJOBS. The System is accessible from a number of user friendly mediums. USAJOBS is an easily accessible Federal employment information system. USAJOBS (www.USAJOBS.opm.gov) provides worldwide job vacancy information, employment information, fact sheets, job applications and forms, and has on-line resume development and electronic transmission capabilities. In many instances, job seekers can apply for positions on-line. USAJOBS is updated every business day from a database of more than 17,000 worldwide job opportunities. USAJOBS is available to job seekers in a variety of formats, ensuring access for customers with differing physical and technological capabilities. It is convenient, user friendly, accessible through the computer or telephone, and available 24 hours-a-day, 7 days a week. The USAJOBS web site also has an Online Resume Builder feature. Using

the resume builder, job seekers can create online resumes specifically designed for applying for Federal jobs. Resumes created on the USAJOBS resume builder can be printed from the system for faxing or mailing to 

employers; and saved and edited for future use. For many of the vacancies listed on the site, job seekers can submit resumes created through USAJOBS directly to hiring agencies through an electronic submission process. Their Automated Telephone System is an interactive voice response telephone system which can be reached at (478) 757-3000 or TDD (478) 744-2299. By telephone, job seekers can access worldwide current job vacancies, employment information fact sheets, and applications and forms, and in some instances, apply for jobs by phone. 

STEP 2: Obtain the vacancy announcement 

Once you have found an opportunity that interests you, using STEP 1, you will need more information on the specific opportunity and appropriate application forms. Use USAJOBS to obtain a copy of the vacancy announcement. The vacancy announcement is an important source of information. Most of the questions you may have will be answered as you read through the announcement. For example: closing/deadline dates for applications, specific duties of the position, whether or not a written test is required, educational requirements, duty location, salary, etc. 

STEP 3: Follow the application instructions
You may apply for most jobs with a resume, or the Optional Application for Federal Employment (OF-612), or any written format you choose. For jobs that are filled through automated procedures, Federal agencies may require that you submit a resume and/or other specialized forms. Jobs with unique requirements may also occasionally require special forms. 

Whatever application method you select (or is required), it is essential that you follow the instructions for applying that are given in the vacancy announcement and that your application contain the following:

Job Information:

Announcement number, title and grade.

Personal Information - Full name, mailing address (with zip code), day and evening phone numbers (with area code), social security number, country of citizenship, veterans' preference, reinstatement eligibility, highest Federal civilian grade held. 

Education - High school name, city and state, colleges or universities, name, city and state, majors and type and year of any degrees received (if no degree, show total credits earned and indicate whether semester or quarter hours). 

Work Experience - job title, duties and accomplishments, employer's name and address, supervisor's name and phone number, starting and ending dates (month and year), hours per week, salary and indicate whether or not your current supervisor may be contacted. Prepare a separate entry for each job. 

Other Qualifications - job related training courses (title and year), job related skills, job related certificates and licenses, job related honors, awards, and special accomplishments. 

Competitive Appointments
Most Federal employees obtain jobs competitively, through the following procedures: 

You may apply for and establish eligibility on an U.S. Office of Personnel Management (OPM) (or agency-sponsored) list of eligibles, either by having your experience and education evaluated without a written test and/or by passing an appropriate written test. If passing a written test is required for consideration, special testing arrangements may be available, if requested. Then, when filling a vacancy, an agency requests a list of qualified people from the appropriate list of eligibles. 

For some types of positions, you may apply directly to a Federal agency advertising the position. The agency may then interview and select you for the vacancy. Special interview "reasonable accommodation" arrangements may be made, if requested. 

Special Appointing Authorities for People with Disabilities
The Federal Government's Selective Placement programs include special appointing authorities for people with disabilities. Federal hiring officials are authorized to use special hiring authorities when considering certain people with disabilities (those who have a severe physical, cognitive or emotional disability or a history of having such disabilities or are perceived as having such disabilities). The use of these authorities is not mandatory. These authorities provide a unique opportunity to demonstrate the potential to successfully perform the essential duties of a position, with and without, workplace reasonable accommodation. If you are interested in being considered under these special hiring authorities, you must contact either a state vocational or Department of Veterans Affairs rehabilitation counselor and request their assistance. They will review and prepare the necessary documents. They should be asked to provide you with a "certification" statement that describes your ability to perform the essential duties of the position in which you are interested. Then, once you have obtained this certification statement, you should contact the Federal agency where you wish to work. Ask for the contact person that handles the Selective Placement or Disability Employment Program. These agency representatives work closely with qualified people with disabilities and hiring officials with jobs. They help match applicant core skills along with applicant/employee reasonable accommodation needs with available jobs. 

Disabled Veterans and Other Veteran Opportunities 

Any disabled veteran can contact the Department of Veterans Affairs, Vocational Rehabilitation and Counseling Offices for information on veterans benefits and related employment services. Certain veterans may also be considered under special hiring programs for disabled veterans with disability ratings of 30% or more or Vietnam Era Veteran Readjustment Act opportunities. 

Reasonable Workplace Accommodations:
Sometimes it may be necessary or advisable for Federal hiring officials to make "a reasonable workplace accommodation," if requested, in either the duties of the job, or where and how job tasks are performed. Such forms of accommodation should make it easier to successfully perform the duties of the position. Examples of workplace reasonable accommodation include: 

Providing interpreters, readers, or other personal assistance.

Modifying job duties.

Restructuring work sites.

Providing flexible work schedules or work sites.

Obtaining accessible technology or other workplace adaptive equipment. 

Information provided can be found at http://www.usajobs.opm.gov/EI11.htm and references listed.
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