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Disability, Diversity and Inclusion at USDA
The U.S. Department of Agriculture (USDA) is committed to improving our employment of individuals with disabilities.  Our top leader, Secretary Tom Vilsack, has established a major initiative to increase diversity in our workplace, and to ensure that all employees are included and valued. 

Our goal is that of all new USDA hires of students, recent graduates, and permanent employees, 3% will be individuals with targeted, or more severe disabilities; and, 9% will be individuals with reportable disabilities.  We’re developing clear and streamlined procedures to increase hiring, strategies to provide an accessible and inclusive work environment, and opportunities for advancement that all yield increased retention.  This “Applicant Guide” provides the tools, resources and information to help individuals with disabilities throughout the application and hiring processes.  

Schedule A Hiring Authority Basics
Schedule A (5 CFR 213.3102(u)), is a Federal regulation that enables managers to hire qualified individuals with disabilities without posting the vacancy to the USA Jobs web site, and without competition. 

To be eligible for Schedule A consideration, applicants must have one or more of the following disabilities, and provide documentation of the disability prior to hire:
· an intellectual, 
· psychiatric, or 
· severe physical disability.

Severe physical disabilities include, but are not limited to, blindness, deafness, paralysis, missing limbs, epilepsy, dwarfism, and more.

Schedule A Hires and Employment Status
There are different categories of employment within Federal service. When hired using Schedule A, employees are first placed in Excepted Service.  After two years of satisfactory performance or better, Schedule A hires are eligible for conversion to permanent, competitive status.  

Student and Recent Graduate Employment Options
In an effort to create fair and open opportunity, the Office of Personnel Management (OPM) developed new regulations for the Federal student and recent graduate programs, now referred to as the Pathways Program.  One significant requirement under this regulation is that all student and recent graduate opportunities must be posted publicly to the following web site:  https://www.usajobs.gov/StudentsAndGrads. Therefore, all students and recent graduates, regardless of Schedule A status, are encouraged to search the USAJobs.gov web site and apply on line to be considered for the opportunities.  




More Help is Available: USDA Selective Placement Program Managers

The U.S. Department of Agriculture’s Selective Placement Program Team is available to assist applicants with disabilities, hiring managers, and senior leadership toward improving and increasing USDA recruitment, hiring, and advancement of individuals with disabilities.  

Selective Placement Program services include: 
1. Helping managers fill job opportunities with qualified individuals with disabilities using the Schedule A Hiring Authority,
2. Assisting applicants with disabilities navigate the non-competitive and competitive hiring processes,
3. Collaborating with USDA Reasonable Accommodation contacts to help managers facilitate reasonable accommodations with applicants, and to successfully transition new employees into the USDA work environment.    

Applicants seeking permanent, internships, or recent graduate employment, are encouraged to contact the USDA Selective Placement Program Manager (SPPM) for the agency where they are seeking employment.    
USDA Selective Placement Program Managers
Farm and Foreign Agricultural Service 
Nicole White		HR Specialist		Nicole.White@wdc.usda.gov		202-401-0571
Food, Nutrition, and Consumer Services (FNCS)
Joanie Dilone		HR Specialist		Joanie.Diolone@fns.usda.gov	703-605-0802
Food Safety Inspection Services (FSIS)
Sharon Randle		HR Specialist		Sharon.Randle@fsis.usda.gov	202-720-5372
Marketing Regulatory Program
Jacqueline Miles	HR Specialist		Jacqueline.Miles@aphis.usda.gov	612-336-3362
Natural Resources and Environment (NRE)
Forest Service
Sonia Ybanez		HR Specialist		Smybanez@fs.fed.us			505-563-9366
Natural Resources and Conservation Service	
Brianne Burger	HR Specialist		Brianne.Burger@wdc.usda.gov	202-618-5525
Research, Education and Economics
Cathy Walker		HR Specialist		Cathy.Walker@ars.usda.gov 		301-504-4418

Rural Development
Deborah Oliver-Sutton	HR Specialist	Deborah.Oliver@wdc.usda.gov	202-692-0197
Departmental Management
Vacant			HR Specialist		TBD					TBD
USDA Selective Placement/Disability Employment Program Manager/Specialist
Alison Levy					Alison.Levy@dm.usda.gov		202-260-8242
Natalie Veeney Ford				Natalie.Veeney Ford@dm.usda.gov 	202-260-8935

Federal Resume Tips

Preparing a resume for a Federal job is still quite different from the format used to become employed in private industry.  This guide provides some practical suggestions on how to help ensure that your resume includes the most useful information in a strategic format that helps the Human Resources Specialist see how your work experience, knowledge, skills, and abilities qualify you for the job opportunity in which you’re applying. 

Quick Tips:
Update Your Resume for Each Job Opportunity
Federal job applicants are strongly encouraged to update the Federal resume for each specific job to which you are applying.  The Federal resume is rated by a Human Resource Staffing Specialist against the job qualifications.  As a result, the rating will determine if you are first, qualified for the job, and second, the pay level you will receive if offered the job opportunity.  

List Previous and Current Security Clearances
If you currently or previously held a security clearance, you are strongly encouraged to include that information in your resume.  Increased numbers of Federal agencies are in need of personnel with security clearances.  Previously held clearances will give you a head start in the new security clearance process if it needs to be renewed.

Don’t Include Social Security Numbers
Safeguard your personal identification!  Social Security numbers are no longer required on the Federal resume.  Keep in mind that your resume may be forwarded to networks of different people to help you secure a Federal job.
 
Objective
Be specific in listing the job categories for which you are qualified and interested in working.  For more information on job categories, research the job vacancy announcements posted to www.usajobs.gov.    

Include Volunteer Work
Do include any unpaid work experience, internships, or volunteer experience that relates to the job in which you’re applying.  This information will be credited toward work experience when determining your qualifications.

Include Series and/or Grade Numbers
Series and grade refers to the Federal government’s system for categorizing and defining jobs. If you have worked previously in the Federal government, you’ll find this information on your most recent SF-50.  If not, you can explore various job titles and occupations through the USAJobs web site.  It’s important to do some homework and learn the qualifications for each job opportunity that interests you.  Each job vacancy announcement includes a section for our reference.  

If you have never worked for the Federal government, you do not have to enter a series or grade on your resume.  Upon application, however, you may be prompted to pick the highest grade you desire or are eligible for. To find the salary breakdown for the most recent General Schedule (GS) positions, visit http://www.usajobs.gov/ResourceCenter/Index/Interactive/GeneralSchedulePay#icc.



Add a “30 Second Commercial” 
Put yourself in the shoes of a Federal government staffing specialist and/or hiring manager who are regularly responsible for reviewing hundreds of resumes and applications.  Use a summary statement at the beginning of the resume to sell yourself for the position to which you are applying.  It’s your “30 second commercial”!

Sample “Commercials”

· Dedicated, results-oriented Administration and Customer Service Professional with over 10 years experience in financial services including loan and securities processing.  Energetic, self-starter, who communicates well with customers and all levels of management.  

· Dependable, energetic, well organized Executive Administrative Assistant with over 10 years experience in event planning, banking and the federal government.  Self-motivated, team player with excellent interpersonal skills who communicates well with all levels of management.  

· Commercial Loan Officer with 13 year record lending to small businesses in wholesale, manufacturing and service sectors.  Team player adept at cross selling cash management and private banking services to increase share of customer business.  Experience with real estate and asset based lending, coordinator of Small Business Administration government programs where appropriate.

· Results-oriented Senior Management Executive with over 20 years of varied expertise in Marketing, Retail Lending, and General Bank Operations.  Proven track record in strategic planning and project management, with emphasis on managing costs and increasing net revenues.  Demonstrated successes in leadership and team building.  

· Accounting Professional with over 20 years demonstrated experience banking, retail and insurance.  Areas of strength include ability to work independently or as a member of a team to meet organizational goals.

· Highly motivated Account Analyst with 14 years extensive experience in bank operations including investigation, settlements and reconcilements.  Team player who likes to get job done under challenging circumstances.

· Energetic, well-organized Public Relations and Communications Professional with 10 years experience in employee publications, project management and internal/external writing assignments.  Team player with strong presentation skills, enjoys working in a fast-paced, challenging environment and completing multiple tasks.   


More tips and information on applying for Federal employment are available online in the Office of Personnel Management’s Resource Center: http://www.usajobs.gov/ResourceCenter.
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