Centers for Disease Control and Prevention

Direct Hiring Authority Application Guide

2023-2024



Step 1: Review Job Announcements and
Position Vacancies



Exploring Job Announcements

= The Direct Hiring Authority consists of six separate
Public Notices

= The purpose of this initiative is to fill critical positions

= Based on your interest and skills, click to review one or
both of the following announcement links:

Administrative and Management

Professional and Scientific
Professional STEM

Medical Professional
IT Specialist (INFOSEC)

IT Cybersecurity Specialist

Cybersecurity

USAJOBS Sspn @k Q Seoch

irect Hire (Data Modernization)

@ COVID-19 Vaccination Requiremen t

Summary

This job is open to

Saving Lives. Protecting People.
Saving Money Through Prevention.

Watchon @R ouie

Duties

Requirements



https://www.usajobs.gov/job/693344600
https://www.usajobs.gov/job/693346100
https://www.usajobs.gov/GetJob/ViewDetails/701691300
https://www.usajobs.gov/GetJob/ViewDetails/701692000
https://www.usajobs.gov/GetJob/ViewDetails/701692600
https://www.usajobs.gov/GetJob/ViewDetails/701692900
https://www.usajobs.gov/GetJob/ViewDetails/701693200

Administrative and Management Positions

= The Administrative and Management
POLIOH.S notice 1.°eatures three 0343 Management And Program Analysis
occupational series Data Analytics

= Overs grade levels 11-15 0685 Public Health Program Specialist
Data Analytics

= Featured occupational series and .
. . ) o 2210 Information Technology Management
positions are listed to the right. Visit Data Management
each link to review occupational Cloud Engineer
gualifications, requirements, and duties Data Engineer



https://www.usajobs.gov/job/693344600
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0300/management-and-program-analysis-series-0343/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0600/public-health-program-specialist-series-0685/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/2200/information-technology-it-management-series-2210-alternative-a/

Professional and Scientific Positions

= The Professional and Scientific Positions notice features nine occupational series
= Over grade levels 7-15

= Featured occupational series and positions are listed below. Visit each link to review occupational
gualifications, requirements, and duties.

0110 Economist 0602 Medical Officer
Health Economist Data Scientist Physician Data Scientist
Health Economist Informatics Physician Informatics
0401 General Natural Resources Management and 1529 Mathematical Statistics

Biological Sciences

Mathematical Statistician Data Scientist

Mathematical Statistician Informatics
Biologist Informatics 1530 Statistics

0403 Microbiology
Microbiologist Data Scientist

Biologist Data Scientist

Statistician Data Scientist

Statistician Informatics
Microbiologist Informatics

0601 General Health Science Computer Scientist Data Scientist

Health Scientist or Epidemiologist Data Scientist 1560 Data Science
Health Scientist or Epidemiologist Informatics

1550 Computer Science

Data Analytics
Health Scientist or Epidemiologist Laboratory Informatics


https://www.usajobs.gov/job/693346100
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0100/economist-series-0110/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0400/general-natural-resources-management-and-biological-sciences-series-0401/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0400/microbiology-series-0403/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0600/general-health-science-series-0601/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0600/medical-officer-series-0602/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/mathematical-statistics-series-1529/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/statistics-series-1530/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/computer-science-series-1550/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/data-science-series-1560/

Professional STEM

The Professional STEM notice features
eleven occupational series

Offers grade Series 7-15

Featured occupational series and
positions are listed to the right

Visit each link to review occupational
qualifications, requirements, and duties

0110 Economist

0401 Natural Resources Management
and Biological Sciences

0801 General Engineering

0810 Civil Engineering

1301 General Physical Science

1306 Health Physics

1310 Physics

1320 Chemistry

1520 Mathematics

1529 Mathematical Statistics

1530 Statistics



https://www.usajobs.gov/job/701691300
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0100/economist-series-0110/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0400/general-natural-resources-management-and-biological-sciences-series-0401/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0800/general-engineering-series-0801/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0800/civil-engineering-series-0810/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1300/general-physical-science-series-1301/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1300/health-physics-series-1306/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1300/physics-series-1310/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1300/chemistry-series-1320/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/mathematics-series-1520/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/mathematical-statistics-series-1529/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/statistics-series-1530/

Medical Professional

= The Medical Professional notice

features four occupational series 0610 Nursing
= Offers grade Series 1-15 0602 Physician
= Featured occupational series and 0660 Pharmacy
positions are listed to the right. Visit 0701 Veterinary Health Science — Grades 11-15

each link to review occupational
qualifications, requirements, and duties.


https://www.usajobs.gov/GetJob/ViewDetails/701692000
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0600/nurse-series-0610/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0600/medical-officer-series-0602/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0600/pharmacist-series-0660/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0700/veterinary-medical-science-series-0701/

IT Specialist (INFOSEC)

= The IT Specialist (INFOSEC) notice
features one occupational series

= Offers grade Series 9-15

= Featured occupational series and
positions are listed to the right. Visit
each link to review occupational
gualifications, requirements, and duties

2210 Information Technology Management



https://www.usajobs.gov/job/701692600
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/2200/information-technology-it-management-series-2210-alternative-a/

IT Cybersecurity Specialist

= The IT Cybersecurity Specialist notice
features one occupational series

= Offers grade Series 12-15

= Featured occupational series and
positions are listed to the right. Visit
each link to review occupational
gualifications, requirements, and duties

2210 Information Technology Management



https://www.usajobs.gov/GetJob/ViewDetails/701692900
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/2200/information-technology-it-management-series-2210-alternative-a/

Cybersecurity

= The Cybersecurity notice features three
occupational series

= Offers grade Series 12-15

= Featured occupational series and
positions are listed to the right. Visit
each link to review occupational
gualifications, requirements, and duties

0854 Computer Engineering

0855 Electronics Engineering

1550 Computer Science



https://www.usajobs.gov/GetJob/ViewDetails/701693200
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0800/computer-engineering-series-0854/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/0800/electronics-engineering-series-0855/
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1500/computer-science-series-1550/

Step 2: Select Announcement and Login to
USAJOBS



Begin the Application Process

1. Select a Direct Hiring public notice to review in full  usuoss

2. Read in full summary, duties, requirements,

irect Hire (Data Modernization)

Administrative and Management Positions

Professional and Scientific Positions

P rofess i ona | STE M o C?\I:D-lsvacdnation Requirement . o ) -

Medical Professional

Summary

IT Specialist (INFOSEC)

IT Cybersecurity Specialist

Cybersecurity This job s open to

evaluation, and how to apply sections

3. Click “Apply” (blue button at the top right corner)
to begin the application process

Note: The application process is the same for both public notices. This guidance document uses examples from the Administrations and

Management Position notice to illustrate the general Direct Hire application process.



https://www.usajobs.gov/job/693344600
https://www.usajobs.gov/job/693346100
https://www.usajobs.gov/GetJob/ViewDetails/701691300
https://www.usajobs.gov/GetJob/ViewDetails/701692000
https://www.usajobs.gov/GetJob/ViewDetails/701692600
https://www.usajobs.gov/GetJob/ViewDetails/701692900
https://www.usajobs.gov/GetJob/ViewDetails/701693200

Sign Into or Create USAJOBS Account

1. The apply button will direct you to Sign in to USAJOBS

2. If you have a USAJobs account, use your email address and password to sign in
* Click the blue “Sign in” button

3. If you do not have a USAJobs account, click the “create an account” button

* When your account is created, you can navigate back to this screen and click the blue “Sign in” button

4. The system will ask you to verify your account by sending a private code to your cell phone
* After you enter the code, click the blue “Submit” button

U LOGIN.GOV USAJOBS

Email address

vwancov USAJOBS

Password Enter your one-time code

‘We sent a one-time code to (¥**) ***-9377. This code will
expire in 10 minutes.
[ Show password

One-time code

USAIJOBS is using Login.gov to Example: 123456
safely and securely.

First time using Login.gov? )
Remember this browser

@ This US. Federal Government system is to be used by

authorized users only. Information from this system

resides on computer systems funded by the Create an account

government. The data and decuments on this system m
include federal records that may contain sensitive

infermation protected by various federal statutes, Sign in with your government employee ID

includine the Privacv Act. 5 U.SC. §552a




Step 3: Select or Upload Resume



Select or Upload Resume

1. Select, upload, or build a resume

2. Once complete, scroll to the bottom of the page and click “Save & Continue”(the blue
button in the bottom right-hand corner)

3. For application guidance, please review the Federal application Guidance

Select Resume  rames &

. Acceptable Formats -
Instructions
Select the resume you want to submit with your application. You can anly submit one resume and can't go Uploadad resumes must be less than SME
fio the next step until you select one, and in one af the fellowing document

formats: GIF, JPG, JPEG, PNG, RTF, TXT,
POF orWard (DOC ar DOCK)

IF the resurme you want to select is not available, click Add Resume to upload a new one or create one.
using the USAJOBS Resume Builder. You can store up to five resumes in your USAIOBS prafile. You may
need ta delete an existing resume to upload or create 3 new one. If you delste, create or upload any

i Do Not Include in Resume 5
cume, v will also update your profile with those changss Save & Continue
= Classified information

Your Resumes

« Social Security Number (SSH)
> Photos of yourself

- @ Personal or sensitive information

Helpful Links

k © What sheuld | include in my resume?
. °  Howte upload documents

Add Resume



https://jobs.cdc.gov/hiring-events/hsi-career-expo/resources.html#postvideo

Upload Additional Application Documents

. Upload required or optional
documents to your application

* You can track your application steps at the top of the
screen

. “Required Documents”(light blue
drop-down menu) list application
requirements

. Upload required documents and
select each document submission (box
at the top right)

* Selected documents will display a green check mark
at the top right corner

. Scroll to the bottom of the page and
click the blue “Save & Continue”
button on the right-hand side

Your Documents

. Acceptable Formats -
Instructions
Select the document{s) you want to submit with your application. Review the list of required dacuments Uploaded resumes must be less than SMB
fer this jobin the Required Documents section en the right. andin ane of the following document
formats: GIF, JPG, JPEG, PNG, RTF, TXT,

If the document you want o select is nat available, click Add Document ta upload a new one. You can
STOFE U 10 ten documents in your USAJOBS profile, You may need to delete an existing document to
upload 2 new ene. If you delete or add any documents during this step, we will also update your profile

PDF or Word {DOC or DOCK].

Do Not Include in Resume

with thase changes.
o Classifiedinformation
er [

3LdsiTenme — —

Save & Continue

eript 2 Transeript 3 SF-50

Transcript 1/6/2016 Transcript 1/6/2016 SF-5012/30/2020

View | Delete View | Delete view | Delete



Step 4: Review Package and Complete
Demographic Details and Survey



Review Your Application Package

. The next screen will allow you to review and
edit your application

. The light blue “Required Documents” drop-
down menu provides directions on what is
required to complete your application

Review Package TN

Your Resume  addiRerove Resumns

. Once complete, scroll to the bottom of the
page

* On the bottom right, there will be an option to check the
acknowledgment statement.
* Once checked, it will highlight blue

*.-'acknow!edge that | have reviewed
. Then, click the blue “Save & Continue” button my resume and document{(s)

below the acknowledgment statement to
advance to the next screen




Complete Demographic Details and Surveys

= The next few screens will ask you to Demographic Details
complete a demographic survey and n

Thank you for helping improve the federal hiring process by sharing your
demographic details. We never use your details in hiring decisions or send
incividual details ta hiring managers. Leam mare.

choose how you learned about the
position surveys

| want to share my demographic details to help improve the hiring process.

Survey

How did you hear about this job?

Felg us zter rezch 2ppiicants in tae future. Please chods the bast aption avelatle.
11 | seanched e LISASOES wets te.

(1 ranesaed Al AAIORS swwad seaoch srail.



Step 5: Complete and Submit Application



Certify and Continue to Agency Application

Usraters for Gisexss Cantral sele i Suresy Continue
Application

= Certify your application and
continue to the agency site. Click : o

" . - Continue Application with Agency
the red “Continue to Agency Site

infarmati ttecl by me with my aaplicaiion far

s we, wompete, and riade in oo Tailh, erd tha. |

button to move to the next screen s ULy s Py ot

accornplisaments, ol | unserskand Bt faa irfarmatian
provicked may be inuast gated, - Lndertand thas misreprascoring

Fy exazrenas o sdusat an, af provicing felss er fraudulers

= Next the system will guide you to T
the agency’s website to complete | <
the agency application. Click the
grey “Continue” button to move to
the next screen

irnptisnmer

Continue b Agency Site

Please wait while we retrieve your information from USAJOBS.

T

Thank you for your interest in the Public Notice for Direct Hire (Data Modernization) position.

Over the next Few pages we are going to verify and collect pertinent information to help you complete your application for this
position. You will be able to review and then submit your application to the Centers for Disease Control and Prevention.

Continue



Start Agency Application

= The system will guide you to the agency application to update and provide your
demographic information, eligibility, and preferences.

Preferences # = Required Field Eligibilities * = Raguirad Field
*1. Select the loeatian(s) youwant &2 be cansiderzd Far, Yau mus: chaose at least onz lacazion *1. Do you claim Veterans' Preference?

O A Ancherage, AK ® A, Mo, | do net claim Yeterans' Preference

Tl B. Les Angeles, £4 £ B. D-point Sole Survivorship Prefarence (S5F)

. ) €. 5-point preference based on active duty in the LS. Armed Farces [TF)
€. 5an Disgo, T4

1 [xEanF i D, 13-point preference For nan-compensable disability or Purple Heart (XF}
, San Frandisce, G

Tl E. Denuer, €2
Tl F.Fart Cz
o washingten, DC
1 H. Miz i, FL
| Atlanta, £

1 1 Honaluly, HI
Ok.c L = ‘ouarelocated in the same local commuting area of
- eadn. « Yourgrade is equivalent to or below the grade level of the vazancy;
L Hysllsulle, MO

1 1, Baskan, 1A
1 M, Detroit,
| & Minneapelis, MK

| P ek, A

P A ik

) E.10-peint preference based on a cempensable seivice connected disability of at least 10% but less than 303

* FAD p

preferance based on widow/.

er of parent of

wased veleran, or spouge or parent of &

oF 30% or more (CF5)

sakled veteran (XP)

ins, O .

) G 10-point preference based on 3 compensable s2rvice connacted disabilicy

#2. Are you & current employee of the Health and Human Servicas (HHS) who meets the definition of surplus or displaced from a position in
the competitive service? I yes, confirm you meet all the following requirements:

«+ Vourlast perfarmance rabing of record i st leask fully suces.

ful ar the mquivalent.

1 If you indicate "

=" for this question, yeu MUST submit supporting documentation to validate your claim of CTAP eligibility such as a
Reduction in Forca {RIF) separation notice or 3 Certificate of Expected Separation {CES), AND s copy of your most recent annual performance
mosk recent SF-50 {Hotificabon of Persannel Ackion),




Select Preferences

= On the preferences screen, you will have the option to select your desired series and
other preferences

#3 Select the series you wankt ta be considered For. You must choose at least one saries. _

] A. 0343 -Management And Program Analysis
B. 0685 - Public Health Pragram Specialist
1 €. 2210 - Information Technology Management

*4_ Areyou a Current or Farmer Political Appaintes?

Agencies must seek prior approval from the Office of Personnel lManagement (OPM) befare they can appoint a current or recent political
appeointee to a competitive or nen-pelitical Excepted Service position at any level under the provisions of title 5, United States Cade, |F you
are currently, or have been within the last 5 years, a political Schedule A, Schedule C, or Mon-career SES employee in the Executive Branch,
you MUST disclose that to the Human Resources Office, Failure to dizclose this information could result in disciplinary action including
removal from the Federal Service.

‘Yau must submit your SF-50 reflecting appointment as a Current or Farmer Political Appaintee.

0 A Yes
) B.No

*5. Would yau accept a Term appointment?

) A Yes
0 B.MNo



Complete Application Assessment

= Complete education and skills
assessment

 The number of assessment
questions will vary depending on
the job announcement you

apply for
= Once you complete the
assessment, the system will ask
you to certify it by clicking
“ves”

e Click the grey “Continue” box to
advance to the next screen

Assessmeant 1 == Required Field
Thank you for your interess in a pesition with Centers fer Diszase Contral and Prevention,

*1. Program Analyst (0343);

Zalect the one staternent below which best describes vour experience and/or education that demonskrates your abilicy to perform the wark of a
Program Analyst,

0 A Il hawve one (1) year of spadialized experience which includes experience at the next lower grade level, or equivalent, in an eccupation listed or

2 tlasely related oocupation perfarming similar dubies is required.

E. | have one (1) full year of graduata level aducation OR supericr academic achievement

€ have & master’s (or equivalent graduate degrae) OR twa (2} full years of progressively higher-lavel graduats education lzading te such a
degres ORLL.E. ar 1.0 iFrelated.

) O I have a Ph.D (or equivalent doctorz| deares) O three (3) Full years of progressively higher-level graduate education leading to suchz
dagres OR LLM., if related.

E. | have a cambination of specialized experience and graduate level sducation that mests 100% of the qualification requirements for this
position.

7) F. My =xperience and or sducation = not reflected in any of the sbowvs statements,

“2. Publlc Health Analyst (DE85k

Select Che one stabement below which best des

bes your experignce andfor education that demonstrates your ability Lo perform the werk of &

*4._ | certify that, to the best of my knowledge and belief, all of the information included in this questionnaire is true, correct, and provided in good
faith. I understand that if I make an intentional False statement or commit deception or fraud in this application and its supporting materials, or in
any document or interview associated with the examination process, | may be fined or imprisened {18 U.5.C. 1001); my eligibilities may be
cancelled, | may be denied an appointment, or | may be removed and debarred from Federal service (5 C.F.R. part 721). | understand that any
information | give may be investigated. | understand that respending "Mo’ to this item will result in my net being considered for this position.

® A, Yes, | certify that the infermation provided in this questionnaire is true, correct and provided in good faith, and | understand the information
provided above.

) B. No, | do not certify/understand the information provided above.

Continue




Upload Application Documents

. . Documents
= Upload application documents
. “ ” Please assign the supperting decuments you imperted From USAJODBS to the appropriate decument types listed below. IF the document you
° Th ereis a grey U p | 0Oa d need was not Imperted from USAJOBS, you may upload It directly Ints this spplication.

bottom on the left. Use this to docamants (g are ok aselgra o am Accapled GoTRneR type WAL MO be bratind ar part of your applcation.
upload any documents that are
missing from your application

Accepted Documents Available Documents

Resume (required)

= When finished, click the grey _
Ilcontinue” button to adva nce DB-214/ Staterment of Service .
to the next screen Dizability Lester (Scheduls A)

Dizability Letter (VA)

Tther (1)

Are you missing a document?




Review and Submit Application for Consideration

Application Package Status:  Application Ready ko Submit

1. Review and verify application
information before submitting.

* Change information if needed

Review & Submit

Flease verify each section of your application is complete and correct. You may review and change your infermation before submitting.

Status Sectlon

2. Scroll to the bottom to check the ER—
acknowledgment statement & -

* Once clicked, the box will highlight grey
with a white check mark

[ Deocuments ~

N 1 acknowledge that all of the supporting documents | wank o submit with this application have been i d to an Accepted

Document type on the Documents page,

= Next click the grey “Submit
Application” button to advance to worssoie .
the next screen




Next Steps

USA STAFFING FOR E@

=  Complete optional survey o A
. . . L} '
rega rd I ng yo u r- a p pI Icatlo n We'd welcome your feedback!
. Thank you for visiting USA Staffing. You have been selected to participate in
ex pe r'| e n Ce :xl;r:;if;u:ﬁmer satisfaction survey to let us know how we can improve your
H H H The survey is designed to measure your entire experience, please look
- Receive confirmation that your for e ot he coneluson of your vt
a p p I I Cat I O n |S S u b m Itte d I‘r;i‘;si:;rvey is conducted by an independent company ForeSee, on behalf of the site you are

= See your USAJOBS dashboard to No, thanks | Yes, Il give feedback
check your application status ayTRusTe

Application Package Status: Application Submitted

Thank you for submitting your application.

= View / Print Application

Return to USAJOBS
ORRRE S I EEEEEEEEEEEERSES



N

g )
i ’”ﬁ'
/"'. &
- a
e
= 9, Sy

0
'l“
\)

Please contact us at hrcs@cdc.gov.
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