Plain Writing Act Compliance - Vacancy Announcement Revisions


Federal job vacancy announcements are posted on the Federal government’s official job site at www.usajobs.gov.  Below is a side-by-side table that reflects revisions we made in 2012 to our External Vacancy Announcements.  We made these changes to simplify our announcements and remove jargon.  The changes comply with the Act and with President Obama’s May 11, 2010 memorandum announcing his initiative to make it easier for Americans to apply for Federal jobs.  The changes were approved by the Office of Personnel Management.  
	Vacancy Announcement Section
	2009 Version
	2012 Version

	What is the Position
	Once selected for this important position in SSA, you will affect the agency's mission by performing comprehensive and intensive reviews of the disability (DI) aspects of

selected title II and title XVI claims and continuing disability reviews, including initial actions and those which have been reconsidered by state agencies or in face-to-face disability hearings, and fully/partially favorable decisions issued by decisionmakers at the hearing level. Responsibilities also include reviewing and evaluating findings or conducting special studies of problem areas and preparing analyses of these studies, indicating trends and misinterpretations of vocational and/or procedural policy and making recommendations for improvement.

This position is located in the Office of Quality Programs, Baltimore Field Site (Oak Meadows Building) at SSA Headquarters in Woodlawn, Maryland.
	This position is located in the Office of Congressional Affairs, Office of the Deputy Commissioner for Legislation and Congressional Affairs (ODCLCA), in Washington, DC. The incumbent provides advice and support and consults with top staff within ODCLCA and relevant Congressional committees on day-to-day operations, furnishing factual information on the contents and status of Social Security related bills and anticipated and current legislation.

This position is located at the ITC Building, in Washington, DC.

	How You Will Be Evaluated
	Your resume and supporting documentation will be compared to your responses to the occupational questionnaire. The questionnaire is designed to capture the desired knowledge, skills, and abilities for this position. The evaluation you receive is based on your responses to the questionnaire and is a measure of the degree to which your background matches the knowledge, skills, and abilities required of this position. If

you are eligible for veterans' preference, you will be given preference based on the documentation you submit. Please see the Required Documents section for details.

Please ensure you answer all questions and follow all instructions carefully. Errors or omissions may affect your evaluation. When answering the questionnaire, remember that your experience and education are subject to verification by investigation. You may be asked to provide specific examples or documentation of experience or education as proof to support your answers, or you may be required to verify a response by a practical demonstration of your claimed ability to perform a task.

If your application does not support your responses to the questionnaire, or if you are not able to provide verifying documentation on request, it may affect your evaluation

or result in your name being removed from further consideration.
	The evaluation you receive is based on your responses to the questionnaire. Your resume and supporting documentation will be compared to your responses to the occupational questionnaire, which is designed to capture the desired competencies for this position. Please make sure you answer all questions and follow all instructions carefully. Errors or omissions may affect your evaluation. The questionnaire takes approximately 15 minutes to complete. To preview the questions, click the following

link: View Assessment Questions

Your application will be evaluated under the Category Rating method, based on your responses to the Assessment Questions. If you meet the basic requirements for the

position, your application will be evaluated and placed into one of three categories:

1 - Qualified Category - Candidates who meet the Minimum Qualification

Requirements.

2 - Well Qualified Category - Candidates who meet the Minimum Qualification Requirements and demonstrate a satisfactory level of the knowledge, skills, and abilities necessary to perform the duties of the position.

3 - Best Qualified Category - Candidates who meet the Minimum Qualification Requirements and demonstrate a high level of the knowledge, skills, and abilities necessary to perform the duties of the position.

Candidates eligible for veterans' preference will be placed ahead of other candidates in the appropriate category for which they have been rated. Additionally, preference eligibles who have a compensable service-connected disability of at least 10 percent and who meet the Minimum Qualification Requirements will automatically be placed in the Best Qualified Category.

	How to Apply
	Applying for this position requires three steps:

1. Submission of a resume.

2. Completion of the occupational questionnaire.

3. Submission of any supporting documentation such as a DD-214, Veterans' Administration letter, or educational transcripts. Please see the Required Documents section below for details.

Please click on the Apply Online button at the bottom of the page to complete these three steps.

First, you will be required to complete and submit a USAJOBS resume. After you have submitted the resume, you will enter Application Manager. If you have an Application Manager account, you will be prompted to login. If not, you may select "Create an Account" at the bottom of the page. Please answer all parts of the assessment questionnaire. After you have finished the questions, you will have the opportunity to upload any supporting documents or additional resume items. In order to complete your application, you must click "Submit my Answers". If you complete all steps successfully, you will see a confirmation of submission page and an automated receipt will be sent to your email account.

Electronic applications must be completed by midnight Eastern Standard Time on the closing date of the announcement.

Due to our security procedures, we will not accept any applications submitted via email or standard mail. Email addresses are listed only for inquiries about the position or the How to Apply process. In order to be considered, applicants must follow either the Apply Online process described above or one of the Alternate Application Methods described below.
	To apply for this position, you must provide a complete Application Package which includes:

1. Your Resume

2. The Occupational Questionnaire

3. Additional Required Documents (see Required Documents section below)

The complete Application Package must be submitted before midnight (EST) on Friday, February 15, 2013

To begin the process, click the Apply Online button to create an account or log in to your existing USAJOBS account. Follow the prompts to complete the occupational questionnaire. Please ensure you click the Submit My Answers button at the end of the process.
To fax supporting documents you are unable to upload, complete the

United States Government Application Cover Page using the following Vacancy ID 839941. Fax your documents to 1-478-757-3144.

Note: To check the status of your application or return to a previous or incomplete application, log into your USAJOBS account, select Application Status, and click on the more information link under the application status for this position.

If you cannot apply online:

1. View and print the occupational questionnaire: View Occupational Questionnaire,

2. Print the 1203FX (Form C) to provide your responses to the occupational questionnaire; and

3. Fax the completed 1203FX and supporting documents to 1-478-757-3144.

Due to our security procedures, our office will not accept any applications submitted via email or standard mail. The email address is listed only for inquiries about the position or the How to Apply process.
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