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How to apply for a Federal Technician position

Building Your Application:

To apply for a Federal Technician position, you must provide at a minimum the following
documents. Please refer to the individual announcement for specific requirements.

1. One of the following:
a) OF 612 “Application for Federal Employment” with signature.
b) Personal Resume.
- Please ensure that your resume contains your full name, address, phone and at least
the last four digits of your social security number.

2. JFTX-J1-HR Form 5 with signature, not applicable for Non-Dual Status positions.

3. Written response to Selective Placement Factors (KSAs) outlining how your experience/education
meets these factors.
**Responses to the KSAs are critical to the evaluative process**

4. Documentation of crediting National Guard experience:
- National Guard service may be credited as full-time experience when evaluated against the
qualification requirements for a military technician position.
- EXPERIENCE MUST BE DIRECTLY RELATED TO THE POSITION AND DUTIES MUST BE
DESCRIBED IN THE WORK EXPERIENCE SECTION OF THE APPLICATION.
- The level of experience will be determined by the actual duties and responsibilities
performed.

a

. College Transcripts MUST be submitted for professional positions or when substituting education
for experience.
*NOTE: Complete and accurate data is essential to ensure fair evaluation of candidates. It is the
applicant’s responsibility to ensure the data is provided, accurate, and complete. Only the work
Experience and Qualifications/Education you show on the OF612 or Resume and KSAs can be used
to evaluate your qualifications for this position. Carefully read and comply with instructions
contained on the required forms.

6. To obtain forms online go to: http://www.agd.state.tx.us/human%2Dresources.

Submitting Your Application

1. Each applicant is responsible for insuring their applications arrive at the Human Resources Office at
Camp Mabry no later than 1730 (CST) on the closing date.

2. INCOMPLETE APPLICATIONS or those received after the closing date WILL NOT BE
CONSIDERED.

3. Applications may be submitted to the Texas Military Forces Human Resources Office one of three
ways:
A. Hand Carried
B. Mailed through United States Postal Service or equivalent service provider (FEDEX / UPS /
ect.)
C. E-mailed as an attachment
4. Applications will not be returned. Please make a copy of your application prior to submitting it to

HRO.

5. EQUAL OPPORTUNITY: This position will be filled without regard to race, color, religion, age,
gender, or any other non-merit factor consideration.





Instructions for Hand Carried applications:

1. Hand Carried applications must arrive at the Human Resources Office at Camp Mabry no later than
1730 (CST) on the closing date. The HR Office is located in Room C-116 on the first floor of the
South Wing of Building 8, the Texas Joint Military Forces Headquarters.

Instructions for Mailed Applications:

1. Mailed applications must arrive at the Human Resources Office at Camp Mabry no later than 1730
(CST) on the closing date. Although not required, it is highly recommended that any mailed
application be mailed by certified mail in order to insure the application is tracked during shipping
and delivery confirmed at the HR Office.

2. Applications should be mailed to the following address:

Texas Joint Military Forces
Human Resources Office
JFTX-J1-HR, BLDG 8, RM., C-116
2200 W. 35th Street

Austin, TX 78703

Instructions for E-Mailed Applications:

1. Email applications must be sent as an attachment to HRO-Applications@tx.ngb.army.mil no later
than 1730 (CST) on the closing date of the announcement.

2. Attachment must be named as follows: Announcement Number_Last Name
(EX: JFTX-09-XXX_LASTNAME.pdf)

3. The only acceptable file format is PDF or image files (*.tif or *.jpeg). The image file should be no
less than 100 DPI to ensure readability and not exceed an overall size of 5Mb. Applicant will receive
an automated receipt notification by the next business day.

4. Email Subject Line must read: Announcement number and applicant name
Ex: JFTX-09-000, Last name, First name

5. Email applications should include all pertinent/required information that is outlined in the vacancy
announcement. Incomplete or late applications will not be considered and applicant will be
notified thru the mail.

6. This email is only used for receiving applications. Direct any questions to the Human
Resource Office Customer Service at 512-782-6725.
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TEXAS NATIONAL GUARD APPLICATION FOR EMPLOYMENT/PROMOTION

INFORMATION LISTED BELOW IS IN ADDITION TO INFORMATION REQUIRED ON OF 612 OR RESUME

LAST NAME FIRST NAME MIDDLE NAME DATE
POSITION TITLE ANNOUNCEMENT NUMBER
CURRENT MILITARY MEMBERSHIP RANK UNIT OF ASSIGNMENT
[J TXARNG [ TXANG [] OTHER* [ NONE
*Specify in Remarks
SSI/MOS AFSC

PSSI/MOS DSSI/MOS PAFSC DAFSC

TITLE TITLE 2AFS 3AFS
MILITARY SERVICE: # Indicate “A” for Active Duty “R” for Reserve

FROM TO POSITION & GRADE # UNIT OF ASSIGNMENT LOCATION

MILITARY SERVICE SCHOOLS:

FROM TO TITLE OF COURSE LOCATION BRANCH OF SERVICE

REMARKS (ADDITIONAL SSI/MOS/AFSC):

THIS STATEMENT MUST BE SIGNED
Read the following statement carefully before signing this Statement

A false statement on this form may be grounds for dismissal, and may be punishable by fine or imprisonment (U.S. Code, Title
18, Sec. 1001). All information given will be subject to investigation.

SIGNATURE (Sign in Ink) DATE SIGNED
CERTIFICATION
| CERTIFY that the statements made in

this supplement are true, complete, and | CURRENT HOME ADDRESS AND ZIP CODE
correct to the best of my knowledge and
belief, and are made in good faith.

JFTX-J1-HR Form 5 (Revised October 2005) — See Reverse for Privacy Act Statement. Previous editions may be used until
stock is exhausted.






DATA REQUIRED BY THE PRIVACY ACT OF 1974
(& U.S.C. 552a)

TITLE OF FORM PRESCRIBING DIRECTIVE
Texas National Guard Application for Employment/Promotion TARNG Reg 690-300/
(Attachment to Standard Form 171) TANG Reg 40-300

1. AUTHORITY

PL 90-486

2. PRINCIPLE PURPOSE(S)

To provide certification of military service, military education, and Texas National Guard Membership. When completed it
will provide necessary information to evaluate the applicant’s eligibility for appointment or promotion.

3. ROUTINE USES

a. Information will be reviewed by various personnel in the JFTX-J1-HR to determine employee eligibility for initial
appointment, transfer, or promotion.

b. May be reviewed by authorized personnel outside the JFTX-J1-HR to ensure accuracy of determination made.
¢. May be reviewed by authorized selection personnel during the selection process.
d. Subject to review by various personnel of the U.S. Government conducting an audit and/or examining function.

e. Subject to review by third party proceedings conducted by personnel of an outside the Adjutant General’s Department
in conjunction with grievances and various appeal hearings. The form is normally “sanitized” by removing the name and
other identifying information.

f. The form is filed with the promotion records if used in conjunction with promotion of an employee. It is filed in the
Official Personnel Folder if used in conjunction with initial appointment.

4. MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION

Disclosure of the information is voluntary. Application for promotion, appointment, or other requested action, will not be
accepted until this entire form is completed.

JFTX-J1-HR Form 5 Privacy Act Statement — October 2005







E Form Approved

OMB No. 3206-0219

OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT - OF 612

You may apply for most jobs with a resume, this form, or other written format. If your resume or application does not provide all the
information requested on this form and in the job vacancy announcement, you may lose consideration for a job.

1 Job title in announcement 2 Grade(s) applying for | 3 Announcement number
4 Last name First and middle names 5 Social Security Number
6 Mailing address 7 Phone numbers (include area code)
Daytime ( )
City State  ZIP Code Evening ( )
WORK EXPERIENCE

8 Describe your paid and nonpaid work experience related to the job for which you are applying. Do not attach job descriptions.

1 Job title (if Federal, include series and grade)

From (Mm/YY) To (MM/YY) Salary per Hours per week
Employer’'s name and address Supervisor's name and phone number
( )

Describe your duties and accomplishments

) Job title (if Federal, include series and grade)

From (Mm/YY) To (MM/YY) Salary per Hours per week
Employer’'s name and address Supervisor's name and phone number
( )

Describe your duties and accomplishments

GENERAL INEFORMATION Optional Form 612 (September 1994) (EG)

U.S. Office of Personnel Management
You may apply for most Federal jobs with a resume, the attached Optional Application for Federal Employment or other written format. If your resume or application does not

provide all the information requested on this form and in the job vacancy announcement, you may lose consideration for a job. Type or print clearly in dark ink. Help speed the

selection process by keeping your application brief and sending only the requested information. If essential to attach additional pages, include your name and Social Security
Number on each page.

B For information on Federal employment, including job lists, alternative formats for persons with disabilities, and veterans’ preference, call the U.S. Office of Personnel
Management at 912-757-3000, TDD 912-744-2299, by computer modem 912-757-3100, or via the Internet at http://www.usajobs.opm.gov.
If you served on active duty in the United States Military and were separated under honorable conditions, you may be eligible for veterans’ preference. To receive
]

preference if your service began after October 15, 1976, you must have a Campaign Badge, Expeditionary Medal, or a service-connected disability. Veterans’ preference
is not a factor for Senior Executive Service jobs or when competition is limited to status candidates (current or former career or career-conditional Federal employees).

Most Federal jobs require United States citizenship and also that males over age 18 born after December 31, 1959, have registered with the Selective Service System or
have an exemption.

B The law prohibits public officials from appointing, promoting, or recommending their relatives.

Federal annuitants (military and civilian) may have their salaries or annuities reduced. All employees must pay any valid delinquent debts or the agency may garnish their
H  salary.

m  Send your application to the office announcing the vacancy. If you have questions, contact that office.

THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER
Designed using Adobe Acrobat, USOPM, April 1998



OPM

Print this form on legal size (8 1/2 x 11 inch) paper.





PRIVACY ACT AND PUBLIC BURDEN STATEMENTS

B The Office of Personnel Management and other Federal agencies rate applicants
for Federal jobs under the authority of sections 1104, 1302, 3301, 3304, 3320, 3361,
3393, and 3394 of title 5 of the United States Code. We need the information
requested in this form and in the associated vacancy announcements to evaluate
your qualifications. Other laws require us to ask about citizenship, military service,
etc.

B \We request your Social Security Number (SSN) under the authority of Executive
Order 9397 in order to keep your records straight; other people may have the same
name. As allowed by law or Presidential directive, we use your SSN to seek
information about you from employers, schools, banks, and others who know you.
Your SSN may also be used in studies and computer matching with other
Government files, for example, files on unpaid student loans.

B |f you do not give us your SSN or any other information requested, we cannot
process your application, which is the first step in getting a job. Also, incomplete
addresses and ZIP Codes will slow processing.

B We may give information from your records to: training facilities, organizations
deciding claims for retirement, insurance, unemployment or health benefits; officials
in litigation or administrative proceedings where the Government is a party; law
enforcement agencies concerning violations of law or regulation; Federal agencies
for statistical reports and studies; officials of labor organizations recognized by law
in connection with representing employees; Federal agencies or other sources
requesting information for Federal agencies in connection with hiring or retaining,
security clearances, security or suitability investigations, classifying jobs,
contracting, or issuing licenses, grants, or other benefits; public and private
organizations including news media that grant or publicize employee recognition

9 May we contact your current supervisor?

YES[ ] NOJ

EDUCATION

10 Mark highest level completed. Some HS[ ] HSI/IGED |

] Associate [

and awards; and the Merit Systems Protection Board, the Office of Special Counsel, the
Equal Employment Opportunity Commission, the Federal Labor Relations Authority, the
National Archives, the Federal Acquisition Institute, and congressional offices in
connection with their official functions.

B We may also give information from your records to: prospective nonfederal employers
concerning tenure of employment, civil service status, length of service, and date and
nature of action for separation as shown on personnel action forms of specifically
identified individuals; requesting organizations or individuals concerning the home
address and other relevant information on those who might have contracted an illness
or been exposed to a health hazard; authorized Federal and nonfederal agencies for
use in computer matching; spouses or dependent children asking whether the employee
has changed from self-and-family to self-only health benefits enrollment; individuals
working on a contract, service, grant, cooperative agreement or job for the Federal
Government; non-agency members of an agency’s performance or other panel; and
agency-appointed representatives of employees concerning information issued to the
employee about fithess-for-duty or agency-filed disability retirement procedures.

B We estimate the public reporting burden for this collection will vary from 20 to 240
minutes with an average of 40 minutes per response, including time for reviewing
instructions, searching existing data sources, gathering data, and completing and
reviewing the information. You may send comments regarding the burden estimate or
any other aspect of the collection of information, including suggestions for reducing this
burden, to U.S. Office of Personnel Management, Reports and Forms Management
Officer, Washington, DC 20415-0001.

B Send your application to the agency announcing the vacancy.

]P If we need to contact your current supervisor before making an offer, we will contact you first.

] Bachelor [ ] Master [ ] Doctoral [ ]

11 Last high school (HS) or GED school. Give the school's name, city, State, ZIP Code (if known), and year diploma or GED received.

12 colleges and universities attended. Do not attach a copy of your transcript unless requested.

Name Total Credits Earned Major(s) Degree -  Year
(ifany) Received
Semester | Quarter
L City State ZIP Code
2)
3)
OTHER QUALIFICATIONS

13 Job-related training courses (give title and year). Job-related skills (other languages, computer software/hardware, tools, machinery, typing speed,
etc. Job-related certificates and licenses (current only). Job-related honors, awards, and special accomplishments (publications, memberships in

professional/honor societies, leadership activities, public speaking, and performance awards.) Give dates, but do not send documents unless requested.

GENERAL
14 Are you a U.S. citizen? YES [ ] NOJ
15 Do you claim veterans’ preference? NO [ ] YES|
5 points [ ]PAttach your DD 214 or other proof. 10 points [
16 were you ever a Federal civilian employee?
NO[ ] YES[

NO[ ] YES|

APPLICANT CERTIFICATION

]} Give the country of your citizenship.

]} Mark your claim of 5 or 10 points below.
]PAttach an Application for 10-Point Veterans’ Preference (SF 15) and proof required.

Series Grade From (MM/YY) To (MM/YY)

]} For highest civilian grade give: ‘ ‘
17 Are you eligible for reinstatement based on career or career-conditional Federal status?

]} If requested, attach SF 50 proof.

18 certify that, to the best of my knowledge and belief, all of the information on and attached to this application is true, correct, complete
and made in good faith. | understand that false or fraudulent information on or attached to this application may be grounds for not hiring
me or for firing me after | begin work, and may be punishable by fine or imprisonment. | understand that any information | give may be

investigated.

SIGNATURE

DATE SIGNED
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