
Some quick steps to walk you 
through a federal job ad.

• As with any job ad or website, you must take the time to click on 
anything and everything that appears to be a link---and even on 
things that do not appear to be links!  

• As with any job ad or website about an organization, take the time to 
read everything on the job ad webpage.  If you have a tendency to 
skim when reading something on the computer, print out the job ad 
or website so you can read it more fully.

• As with any job ad, take the time to read the ad, to think deeply and 
thoroughly about your qualifications, and to write and proof-read 
your application.  Most job ads, and federal job ads in particular, are 
not something that you can or should respond to on the fly.  Unless 
your qualifications are a perfect match, you are unlikely to net an 
interview with a quickly written and poorly thought out application. 

First Things First



Searching USAJOBS
• Although “historian” is a listed job, be aware that simply 

putting the term “historian” into the search engine will not 
pull up all the history-related jobs currently on the USA 
JOBS website.  Some other terms you may want to 
search include “curator” and “archivist.”

• However, even these terms are insufficient so, in 
addition to searching the database for relevant job titles, 
it is also good to search the database for all jobs at 
different institutions which frequently hire historians (the 
Smithsonian, the Holocaust Museum, the National 
Library of Medicine, the National Park Service, the 
National Archives etc.).



What a job ad on USAJOBS looks 
like



How to Read an Ad



Agency Hiring

This job is a 
GS level 12; 
after 
working for 
a year or 
more at the 
GS 12 level 
you will be 
eligible for  
promotion  
to a GS 13

When the ad opened and when it 
closes.

This job is located in Washington DC.

The base line 
salary is 
$73,100.  
Unless you 
can prove 
you have 
earned more 
in the past, 
this is 
probably the 
salary you 
will be 
offered.



Describes the job; this page is the overview page



Click on the Duties tab. Can you demonstrate in a job 
application that your education and experiences demonstrate 
your abilities to do this job?



Two Tips:

• Think about your experiences and how they 
specifically relate to the described duties.

• Whenever possible, use the words and phrases 
in the Duties section to describe your 
experiences.



Tab to the Qualifications and Evaluations Page to Find 
the Necessary Qualifications You Must Have for the 

Position as well as the KSAs.
KSAs.  
Write an 
essay for 
each of 
these.  Be 
specific in 
your 
essays and 
when 
possible 
use 
language 
from the 
Duties 
Section.



Information on benefits Directions on how to submit 
the application


