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Tip Sheet:  Suggestions for completing your  
EPAP Application on USAJOBS.gov 

 
For details on the program, including required documents to submit with your application, 

please carefully review the information posted on www.state.gov/flo/epap. 

All U.S. citizen eligible family members applying for any of the advertised EPAP positions 

during this open season, February 22 – March 7, 2016, must submit an application, 

including required documents via www.usajobs.gov by the closing date and time of the 

vacancy announcement.    

This document provides tips and details on how to navigate the USAJOBS site and complete 

your application.  Please note: Screenshots are subject to change. 

SIGN-IN TO AN EXISTING OR CREATE A USAJOBS.GOV ACCOUNT 
 

 

http://www.state.gov/flo/epap
http://www.usajobs.gov/
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 Create or update your responses in the Profile tab. 
 Your responses here will pre-populate some answers to questions later in your 

EPAP application. 

 
 Select the boxes on the last page of the profile section to receive email notifications 

on the status of your application during the initial review.  If you do not select 

notifications, you will have to log in to your USAJOBS.gov account to confirm or check 

the status of your application as it is reviewed for eligibility.  
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CREATE OR UPDATE A USAJOBS RESUME USING THE RESUME BUILDER 
 

 
 

 A USAJOBS resume is the only type of resume that can be submitted with your 
application.  Do not upload any other type of resume. 

 

SAVE YOUR DOCUMENTS IN YOUR USAJOBS.GOV ACCOUNT 

 When you submit your application, you will be able to transfer saved documents to 

the Gateway to State site.  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. 
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 You will be able to see all documents uploaded to your USAJOBS.gov account in 

the Saved Documents tab. 
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SUBMIT YOUR EPAP APPLICATION  
 

 The vacancy announcement will go live on www.usajobs.gov at 12:01 a.m. Eastern 
time on Monday, February 22, and close at 5:00 p.m. Eastern time on Monday, 
March 7, 2016.  Search “EPAP” to find the announcement. 
 

 Please note the following announcement anomalies: 

 

http://www.usajobs.gov/
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 Series/Grade – Although the series and grade level above indicates a FP-07 

grade level, the actual pay grades range from FP-07 to FP-04. The list of 

advertised positions posted on www.state.gov/flo/epap indicates all possible 

grade levels at which individual positions may be offered.  Salary/grade level 

will be determined at the time an offer of employment is made by a bureau HR 

Specialist based on the advertised grade of the position and the individual's 

educational background and work experience as they relate to the salary 

guidelines developed for EPAP for each type of Professional Associate position. 

Salary guidelines are different from qualification standards. For information on 

selection, salary determination and benefits please see the information posted 

on the Selection Process page: www.state.gov/m/dghr/flo/246120.htm. 

 Duty Locations – USAJOBS no longer allows the Department to advertise 

positions for worldwide availability, so although the announcement states 

“Many Vacancies in Washington, DC” – all EPAP Professional Associate 

positions are only available at U.S. Missions abroad.  

 

http://www.state.gov/flo/epap
http://www.state.gov/m/dghr/flo/246120.htm
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Key Steps: 

 Once the vacancy announcement is open on www.usajobs.gov you can submit your 

application by clicking the Apply Online button on the vacancy announcement.  

 

 

 Select the USAJOBS resume you created and any required documents you have 

saved in your USAJOBS.gov account to be attached to your application.  If you have 

not saved these documents to your USAJOBS.gov, you will be able to upload them 

from your computer to the Gateway to State site when you complete your 

application. 

 Note: saving 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 on-line. 

http://www.usajobs.gov/
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 Click the Save & Continue button.  You’ll be asked to provide Personal Information.  
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 Click the Save & Continue button.  Check the box and click the Continue to Agency Site 

button. 

 

 You will be directed to the Gateway to State site. 
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 If you are not directed to the Gateway to State site, refresh or check your 

browser settings and/or try a different browser to access the portal.  Internet 

Explorer, especially from a Department of State computer, does not always 

connect properly to the site.  If you do not reach the Gateway to State site, you 

will not be able to complete or submit your application. 
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 Click the Apply to the Vacancy button 

 In addition to submitting a USAJOBS.gov resume and required documentation, you 

will also respond to several sets of questions while in the Gateway to State site: 

 The first set of questions will ask about your current or past federal employment.  If 

you are currently working or have previously worked for the federal government, 

refer to your most recent SF-50 to respond to these questions.  If you have 

questions, contact your HRO at post or the EPAP Coordinator at 

FLOaskEPAP@state.gov. 

 Some of your responses to these questions will be pre-populated based on your 

responses to the questions in your profile. 

 

 

mailto:FLOaskEPAP@state.gov
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 The next series of questions asks about the series, grade and location of the 

position.  Refer to the information at the beginning of this document on 

announcement anomalies. 
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 The final set of questions confirms your eligibility for the program and allows you to 

indicate for which positions you are applying.  Several questions are “branched,” 

meaning you will respond to the initial question in sequence, and respond to the 

sub-parts of the questions once you have responded to all questions, in the 

Vacancy Follow-up Questions section.   
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 Question 10 for example, will ask you to identify the bureau in which you will be 

applying for a position(s) 

 

 The follow-up questions will ask you to indicate to which positions you are applying. 
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 Upload the required documents (see the vacancy announcement and/or information 

posted on www.state.gov/flo/epap for details) 

 You may transfer documents from your USAJOBS account or upload documents 

from your computer, you may NOT fax documents.  They will not be accepted. 

 

http://www.state.gov/flo/epap
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20 
 

 The attached documents will be indicated by name and their source on the 

Vacancy Documents page. 
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 The last section of the application includes demographic information that may 

be pre-populated by your responses in the profile section. 
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 Verify that you have answered all of the questions and attached all required 

documents to your application prior to the closing date.  

 

 

 

 Click the Submit Application button to complete your application.  
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 You must complete and submit all required supporting documentation by the closing 

date of the vacancy announcement, Monday, March 7, 2016, 5:00 p.m. ET. 

 Applications received without required documents will be deemed ineligible.  

Applications and documents cannot be submitted after the deadline. 

 If you wish to make any changes to your responses or documents, you can do so by 

going back into the application and follow the prompts to review your submitted 

application before the closing date of the announcement.   
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 Check the status of your application before the closing date of the announcement:  
 Logon to your USAJOBS account. 

 Click on the "Applications" tab and locate the position. 

 Under the "Application Status" column click on the "more information" hyperlink. 

 You will then be transferred to the "Gateway to State" application detail screen. 

 Under the "Vacancy Status" column it will show you the status of the vacancy 
announcement (e.g., if your application was received, whether the job was cancelled, if the 
vacancy was filled, etc.); 

 Under the "Application Status" column it will show you the status of your application (e.g., 
incomplete application, not qualified - lacks specialized experience, not eligible, referred for 
consideration, selected, etc.). 

 Click the "Return to USAJOBS" radio button to return back to USAJOBS.  

If the status of your application states: Application Status Not Available, be sure to 

follow the steps above and confirm your application was completed in the Gateway 

to State site. If you have confirmed your application is complete in the Gateway to 

State site, click the update application button and your status should be updated to 

Application Received.  If the status does not change, contact the Monster Help Desk 

as indicated below. 

http://state.usajobs.gov/
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 You should allow at least three to four hours to complete your application package 

and are encouraged not to wait until the deadline to submit your application. 

 

 If you encounter a technical problem with the USAJOBS site, please contact the Help 

Desk at mgshelp@monster.com  or (866) 656-6830 or (703) 269-4944 between the 

hours of 7:00 a.m. and 7:00 p.m. Eastern Time. 

 

 For general information, please see FLO's website: www.state.gov/flo/epap or 

contact FLOaskEPAP@state.gov. 

 

 

mailto:mgshelp@monster.com
http://www.state.gov/flo/epap
mailto:FLOaskEPAP@state.gov

