[image: image1.png]Department of the Navy

No Limits_No Bounds





IMPROVING THE DEPARTMENT OF THE NAVY CIVILIAN JOB APPLICATION PROCESS

Many Department of the Navy (DON) applicants have made suggestions for making the DON online job application process easier.  These ideas have been incorporated into a number of new application features that are now on the www.donhr.navy.mil web site.  


So what are these new features and how do they work?  

Search for Jobs:  Applicants asked for expanded job search capability.  Now, you are able to search the entire list of the DON civilian job opportunity announcements using such expanded criteria as:  Position Title Keyword; Job Series; Country, State and/or City; Pay Plan and/or Grade Levels; Lowest Acceptable Salary; Major Claimant; and, Announcement Number.  This new job search engine narrows your job search to announcements that meet your specific interests.   


My Searches:  Rather than having to do a daily job search, applicants asked to be automatically notified if a new job announcement was issued that met their interests.  With My Searches, you can create up to five Search Agents that will conduct the search for you.  If a new job announcement is issued that meets your Search Agent criteria, you will be notified by email with pertinent announcement information.  

My Account:  Applicants informed us that managing their resume account password in the DON Online Resume Builder was cumbersome.  If you forgot your password and hint, human intervention was required.  This has been fixed so that if you forget your password, your hint will be emailed to you.  So be sure to give us a hint that will prompt you to remember your password!

My Resume:  One of the major concerns that applicants had with our DON Online Resume Builder was that there wasn't a way to easily locate and update new work experiences or education.  The new resume builder tool, My Resume, contains capabilities that address this issue as well as other enhancements.

Apply Now:  Many applicants told us that they were confused by the Application Express and Take Me to the Resume Builder buttons that appeared on the bottom of our job announcements (namely, when to use one or the other button and how it impacts current resume on file).  This confusion is eliminated with the new, single Apply Now button.  

My Job Interests:  One feature that many applicants requested was the ability to see the job announcements for which they have applied.  Using My Job Interests, you can view where you have submitted a resume, when that resume was received, and for which announcements you are being considered.  You may also request to be removed from consideration if you are no longer interested in the announcement.

My Status:  The most requested change applicants wanted was real-time information on the status of their resume activity.  My Status will provide this information.  In addition, you will be given an option to extend your resume within 30 days of the resume expiration.


My Notices:  Finally, communications with applicants will be enhanced.  Through My Notices, you have access to important notices related to the recruitment process. 



All of these tools are available now!  Log onto the Department of the Navy Civilian Human Resources web page at www.donhr.navy.mil and check it out.
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