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Checklist
How to prepare for the 2017 Spring-Summer
Centralized Vacancy Announcement on USAJOBS.gov

Eligibility Requirements
In order to participate in EPAP, an applicant must be an Eligible Family Member (EFM) who is:

e aU.S. citizen spouse or U.S. citizen same-sex domestic partner?, listed by name on the
assignment notification/cable or approved Form OF-126, Foreign Service Residence and
Dependency Report, of a direct-hire, (not contract) Foreign Service or Civil Service employee of
any federal agency, or uniformed services member, who is currently serving (or will be serving)
in a full-time position overseas at a U.S. mission, or at an office of the American Institute in
Taiwan under Chief of Mission authority; and

e isresiding or will reside at the sponsoring employee's post of assignment abroad at a U.S.
mission, or, as appropriate, at an office of the American Institute in Taiwan.

Other family members or dependents of direct-hire Foreign Service, Civil Service, or uniformed service
employees, Members of Household (MOH), or family members of contractors are not eligible.

Previously qualified applicants in one or more of the appropriate EPAP area(s) maintain their
qualification(s). However, they will have to submit a complete application package for the 2017 Spring-

Summer centralized vacancy announcement. The application package must include all required
documents as listed below to be considered for advertised EPAP positions.

How to Prepare
To prepare now for the upcoming 2017 Spring-Summer centralized vacancy announcement, you should:

[1 Carefully review the Qualification Standards posted at www.state.gov/flo/epap. These detail
the requirements for qualification in each EPAP area.

! Same-Sex Domestic Partners must currently be enrolled in the SSDP program and have complied with
the provisions of 3 FAM 1612, including the filing of the Affidavit of Eligibility for Benefits and
Obligations (DS 7669).
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Required Documents

[J Create or update a USAJOBs resume. First create an account and register at www.usajobs.gov
and then create an online resume. This is the only type of resume that can be submitted with
your application.

o Be sure to include all relevant work experience you wish to be considered. If you are
selected by post, the regional bureau will review all your experience prior to making you
a job offer and will not be able to consider any additional experience that you did not
include in your application.

o Sign up for notifications on USAJOBS to receive status updates during the initial review
of your application.

[] Secure a copy of your sponsoring employee's assignment cable/notification (not travel orders
or authorizations) or approved form OF-126 Foreign Service Residence and Dependency Report
(an approved form is one that is signed by an Authorizing Official) listing you by name as a
dependent, the sponsoring agency and post of assignment (this must be the same post to
which you are applying for a position(s).

o If your sponsoring employee is assigned to a Priority Staffing Post (PSP), you must
include the assignment cable/notification. The regional bureau understands that you
may not be listed on the document.

o If your sponsoring employee’s agency does not provide all the required information in a
single document as indicated above, if you have concerns about whether a document
meets the requirements, or you have any questions about this requirement, contact the
EPAP Coordinator at FLOASkEPAP@state.gov.

o Note: This information is essential to confirm your eligibility for the program. Without it
your application will not be reviewed by the regional bureau.

[J Request your college/university transcripts. You need to submit transcripts documenting any
educational experience you wish the regional bureau and posts to consider. This is especially
important if your undergraduate and graduate fields of study were different.

A. If you were educated in the United States (education acquired in the U.S., the District of
Columbia, the Commonwealth of Puerto Rico, a Trust Territory of the Pacific Islands, or any
territory or possession of the U.S.):

o Your transcripts must be legible, in English, and include your name and the name of the
institution.
o Your transcripts must also indicate the degree(s) awarded (if any) and course work
completed.
I If your transcripts do not include the degree(s) awarded, include a copy of
your diploma/degree with your transcripts.
Il. If your transcripts are from a U.S. institution, but they are not in English, you
must submit the original transcript and a certified, English translation.
o Your transcripts do not have to be official transcripts; unofficial copies of school records
are acceptable, as long as they meet the above requirements.
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B. Foreign Education: If you were educated outside the United States (as noted above) foreign
education credential evaluations are required and must be submitted. Degrees and
transcripts alone will not suffice.

O

O
O

Select a member organization of one of the two national associations of credential
evaluation services:

I. National Association of Credential Evaluation Services (NACES)

II. Association of International Credentials Evaluators (AICE)
Submit your foreign education transcript(s) and degree(s) for evaluation.
Request a report that details your course work (course-by-course evaluation) so that
your educational experience may be taken into consideration in relation to the EPAP
Qualification Standards. The detailed report should also include an evaluation on how
your degree compares to a U.S. degree.

Credential evaluations are not free and applicants are responsible for the cost of the selected service. The
cost will vary according to the complexity of the case and the amount of documentation you provide.
Prior to submitting any documents to a credential evaluation service, you will also need to obtain

English translations of any non-English documents, preferably notarized. The regional bureaus will not
consider any foreign education credentials that have not been evaluated.

C. If you have both foreign education and U.S. education credentials, please check below to
see which case applies to you:

O

If your undergraduate and graduate degrees/fields of study are the same and the course
work you took overseas was accepted by a U.S institution and counted toward your U.S.
degree/certification, you may submit the highest U.S. degree (undergraduate or
graduate) and your transcripts.

If your undergraduate and graduate degrees/field of study are different, you are
required to have your overseas course work evaluated so your educational experience
can be taken into consideration. Submit both degrees (with an evaluation as the case
may apply) with their respective transcripts.

[1 Create a single document of all of your educational records (scan them all together into a single
document).

[ If you are claiming veteran's preference and/or have an IT-related Military Occupational
Specialty, you must submit a copy of your DD-214 with your application. Veteran's preference
will be applied in the selection process, consistent with the application of veteran's preference
in all overseas employment, as documented by HR/OE.

[J If you are a former or current (on LWOP) U.S. Department of State Information Management
Specialist applying for an Information Management position, you must include a SF-50
verifying your prior service.

[J If you are applying for a Registered Nurse position, you must include a copy of your current
U.S. medical license with your application.
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[J Save documents in your USAJOBS.gov account. When you submit your application, you will be
able to transfer them to the Gateway to State site as you complete your application. If you do
not save these documents to your USAJOBS.gov account, you will be able to upload them from
your computer to the Gateway to State site when you complete your application.

o Saving these documents to your USAJOBS.gov account does not automatically upload
them to your EPAP application. You will have to do this when you complete your
application online in the Gateway to State site.

By preparing in advance for the next open season, you will be ready to quickly submit your application
for an EPAP position when the vacancy announcement is open on www.usajobs.gov.

Additional Information

e Tip Sheet for Completing Your Application on USAJOBS — coming soon!
e USAJOBS Help Center - with tips, tutorials and FAQs on using www.usajobs.gov.
e General information - go to www.state.gov/flo/epap or contact FLOASkEPAP@state.gov.


http://www.usajobs.gov/
https://help.usajobs.gov/index.php/Main_Page
http://www.usajobs.gov/
http://www.state.gov/flo/epap

