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 (or equivalent).  Please include information such as: the vacancy announcement number, position title and grade; how to contact you; descriptions of jobs held, including the name and address of employer, job title, description of duties, beginning and ending date (month/year) of employment, average hours worked per week, and supervisor’s name and phone number; education, including name and location of college, dates attended, and type and date of any degree earned; and other information, such as possession of licenses, certificates, etc.  Descriptions of duties must be sufficiently detailed to document the level of the experience.  Although not mandatory, if the position is (was) with the Federal government, either military or civilian, you should state the series and grade or pay grade (rank) and the date of last promotion. 
_____ 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).
_____ 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.

