



APPLICANT CHECKLIST 

Applicants interested in applying for an open position MUST submit the following materials:
1. A complete, hand-signed OF-612 Form (Resumes or CVs in lieu of the OF-612 Form are not acceptable)*; and

2. Supplemental document specifically addressing the 5 Quality Ranking Factors (QRFs) shown in the position announcement. 

These 2 items are REQUIRED and must be included in your application package. Application packages received without these materials will not be considered for the position.

All application materials MUST arrive in  the  GlobalCorps office (or e-mail inbox) before the closing date and time listed in the solicitation.
*NOTE – All information to be evaluated by OFDA must be contained in your QRF response document and OF-612 Form and may not depend on reference to your resume. 
BASIC REQUIREMENTS AND SELECTIVE FACTORS

􀀀 Citizenship meets the requirement listed in the solicitation - most positions require U.S.   

     citizenship; however, on occasion positions are open to U.S. permanent residents. In order to determine whether a position is open to U.S. Resident Aliens, review the solicitation. On the cover page and the Basic Requirements and Selective Factor section, you will find the citizenship requirements of the position clearly listed.  
􀀀 Level of education meets or exceeds the requirement listed in the solicitation

􀀀 Relevant professional experience satisfies the time period listed in the solicitation

In order for your application to be considered by the selection committee, ALL the Basic Requirements and Selective Factors must be met. WE encourage you to APPLY ONLY IF YOU FULLFILL all of these qualifications.

1. OF-612 FORM 

When completing the OF-612 Form be sure that no spaces are empty. Rather than leave a space blank, write “NA” (not applicable) to indicate that the item was not overlooked.
Job Information

􀀀 Announcement number, title and grade of the position – this information is 

    found on the first and second page of the solicitation. 
Personal Information

􀀀 First, last & middle name

􀀀 Mailing address (with zip code)

􀀀 Social Security Number

􀀀 Day and Evening Phone Numbers (with area code)
Work Experience
􀀀 Include paid and volunteer work experience related to the position 
· Job title (include series and grade if it was a Federal job)
· Employer’s name and address
· Supervisor’s name and phone number – if a phone number cannot be provided include the supervisor’s email address, or organization’s contact information. 
· Starting and ending dates (include month and year) – work experience cannot be quantified and properly applied to the time requirements listed in the basic requirements if one or both items are not filled in correctly. Please review these dates for accuracy.
· Hours per week 
· Salary 
· Explain all gaps in employment
􀀀 Describe your specific duties & responsibilities in full detail 
· Use a continuation sheet if necessary. Continuations sheets are available on the GlobalCorps website ( www.globalcorps.com ).
· Statements such as “See Resume” or “See Attachment” will result in an incomplete application package.  
· Work experience (either paid or volunteer) will be assessed using the information provided in your OF-612 Form -- the Selection Committee cannot read into anything you have written or failed to include.  

􀀀 Indicate if we may contact your current supervisor
Education 

􀀀 Indicate the highest level of education completed
􀀀 High School, address & zip code


􀀀 Date of diploma or GED

􀀀 College/University attended & address 


􀀀 Identify majors, degree(s) received, & date of graduation

Other Qualifications


􀀀 Job-related training courses (title and year) 


􀀀 Job-related skills (i.e., computer skills, language capabilities)


􀀀 Job-related certificates & licenses (current only)

􀀀 Job-related honors, awards, and special accomplishments (i.e., publications, 
                  membership to professional organizations) 
General 

􀀀 Country of citizenship - review the solicitation to be sure that you meet 

     the citizenship requirement.

􀀀 Sign, and date OF-612 Form – Applicants are required to hand-sign the Applicant 
   
Certification statement on the OF-612 Form. OF-612 Forms received without a hand-written signature will not be considered for the position. Applicants who submit their OF-612 Forms electronically without a signature must send a faxed, mailed, hand-delivered, or scanned copy of their hand-signed OF-612 Form for their application to be complete. Without a hand-signed OF-612 Form your application is incomplete, and will not be reviewed for the position. 

2.    QUALITY RANKING FACTOR DOCUMENT

􀀀 Respond to each Quality Ranking Factor (QRF) listed in the solicitation.
· Address all elements of QRF.
· Provide specifics (i.e., dates, locations, position responsibilities, authority, and results) to demonstrate experience.
· Ensure examples listed in the QRFs are supported in your OF-612 Form.

