FACILITY APPLICANT CHECKLIST:  This list will help you submit all the documents required for this vacancy.  We recommend that you print a copy of this checklist for reference while completing your application package.  Be sure to read and follow the instructions carefully.  

_____ Resumé.  Please make sure your resume includes where you worked, when, and whether you were part-time.  If you were part time, be sure to state how many hours you worked.  
_____ Responses to online Assessment Questionnaire  

_____ You must provide a copy of your last or most recent SF-50, "Notification of Personnel Action."  This is the most recent SF-50 that indicates proof of status (for example, you were a career or a career-conditional employee) and identifies your position, title, series, grade, step, tenure, and type of service (Competitive or Excepted).
_____ ARE YOU QUALIFYING BASED ON EDUCATION?  You must submit a copy of your college transcript or an appropriate course listing.  APPLICANTS PLEASE NOTE:  Education must be accredited by an accrediting institution recognized by the U.S. Department of Education in order for it to be credited towards qualifications (particularly positions with a positive education requirement.)  Therefore, applicants must report only attendance and/or degrees from schools accredited by accrediting institutions recognized by the U.S. Department of Education.  Applicants can verify accreditation at the following website: http://www.ed.gov/admins/finaid/accred/index.html All education claimed by applicants will be verified by the appointing agency accordingly.  If you are using foreign education to meet qualification requirements, you must send a Certificate of Foreign Equivalency with your transcript in order to receive credit for that education.
 
_____ DOES THIS POSITION REQUIRE A LICENSE OR CERTIFICATE?  Make sure you follow the announcement instructions for identifying or including a copy of your license or certificate in your application.
 

