McCain Strategic Defense Fellowship Program
Tutorial to Support Upload of Required Documents

Workforce Performance and Specialized Employment Division
Human Resources Directorate
Washington Headquarters Services

This briefing was last updated on December 5, 2025.




View of Open Application

EE An official website of the United States government
USAJOBS [=] { NEW (3 Events @ Help Center Q Search

« Back to results

Misc Administration and Program Analyst (McCain Fellows)

DEPARTMENT OF DEFENSE
Washington Headquarters Services
Workforce Performance & Specialized Employment Division

™R Frint =, Snare 3L Sadve

Summary This job is open to Duties Requirements How you will be evaluated Required documents How to apply
Summary Overview @ Help
The John 8. McCain Strategic Defense Fellowship Program is a 1-year Department of War (DoW) development program for e —————
recent advanced degree program graduates from across multiple academic disciplines. While these are temporary
appointments, Fellows that successfully complete this program are eligible to be considered for conversion into permanent Open & closing dates
positions if vacancies are available. (D 12/01/2025 to 09/30/2026
Find out more about this Program on our website and LinkedIn page. Salary

$77,001 to-5131,826 per year

Pay scale & grade
GS10-12
This job is open to @ Help Locations
Few vacancies in the following locations:
Students Recent graduates
@ Alexandria, VA
Current students enrolled in an accredited high school, Individuals who have graduated from an accredited i
college or graduate institution. educational institute or certificate program within the @ Pentagon, Arlington, VA
last 2 years or 6 years for Veterans. Remote job
Clarification from the agency Ne
Thic vocitinn ic anan ta 11 Q Mitizane 11© Matinnale ond lowfl nar trocidontcbobovun o crodiiote docrnn fnr bichor) Telework eligible

Click on Apply button to begin application.



Uploading Resume (Step 1)

E= An official website of the United States government
USAJOBS

You have started an application for

Position title Misc Administration and Program Analyst (McCain Fellows) Open period

Agency Washington Headquarters Services
DE-12831040-26-MVP

Time remaining

Announcement number

Select one resume

Select the resume you would like to submit with your application. You can only submit one resume and can't go to the next

® Upload a resume 7 Build a resume

e 1s: NEW (3 Events @ Help Center Q, Search

Monday, December 1, 2025 to Wednesday, September 30, 2026
300 days, 9 hours, 34 minutes

Selectresume Select documents Review package Demographic details Completesurvey Continue application

@ Help

Resumes limited to two pages

Federal agencies now only accept resumes up to two
pages in length.

Learn more about this new requirement.

If you delete, create or upload any resume, we will also
update your profile with those changes.

Resume recommendations:

We recommend saving and uploading your resume as a
PDF to maintain formatting and number of pages. Use a
standard 8.5x11-inch size for your document.

We recommend using a sans-serif font size like Lato, if
available. Other recommended options are Calibri,
Helvetica, Arial, Verdana, Open San, Source Sans Pro,
Roboto or Noto Sans. Make your page margins 0.5 inches.
Consider using 14-point size font for titles and 10-point for
the main text in your resume.

Do not include:

« Classified or government sensitive information

» Social Securitv Number (SSN)

Click on Upload Resume button.




Uploading Resume (Step 2)

E= An official website of the United States government

USAJOBS NEW Events

Upload a resume

Your resume must be 5 MB or less. We recommend saving and uploading your resume as a PDF. We also accept GIF, JPG, JPEG,
PNG, RTF, TXT, ODT or Word (DOC or DOCX). We do not accept PDF portfolio files.

You can't upload a resume longer than two pages.

Choose a resume to upload *

Drag file here or choose from folder

Resume name *

Enter a name for your resume. You can use numbers, letters, apostrophes,
hyphens and ampersands.

Return to top

Drag and drop a file within the Choose a resume to upload field.



Uploading Resume (Step 3)

E=  An official website of the United States government

USA]OBS NEW Events Hel

Upload a resume

Your resume must be 5 MB or less. We recommend saving and uploading your resume as a PDF. We also accept GIF, JPG, JPEG,
PNG, RTF, TXT, ODT or Word (DOC or DOCX). We do not accept PDF portfolio files.

You can't upload a resume longer than two pages.

Choose a resume to upload *
Selected file Change file

A
Resume.pdf

Resume name *

Enter a name for your resume. You can use numbers, letters, apostrophes,
hyphens and ampersands.

Resume

Cancel I Preview resume

Return to top

Preview your resume by clicking on the Preview resume button.



Uploading Resume (Step 4)

B An official website of the United States government

USAJOBS NEW Events Hell

Upload a resume

| Save resume

Save your resume by clicking on the Save resume button.



Uploading Resume (Step 5)

2 An official website of the United States government
USA]OBS NEW Events Helg

You have started an application for

Position title Misc Administration and Program Analyst (McCain Fellows) Open period Monday, December 1, 2025 to Wednesday, Se|
Agency Washington Headquarters Services Time remaining 300 days, 9 hours, 32 minutes
Announcement number DE-12831040-26-MVP

Selectresume Select documents Review package Demographic details Complete survey Continue application

Select one resume Help

Select the resume you would like to submit with your application. You can only submit one resume and can't go to the next Resumes limited to two page

step unless you select one.
P ¥ Federal agencies now only accept resum

ages in length.
Upload a resume Build a resume pag 8
Learn more about this new requirement.

If you delete, create or upload any resum
Resume Delete More update your profile with those changes.

Resume recommendations:
Uploaded 12/4/2025

e — We recommend saving and uploading yoy
electe PDF to maintain formatting and number o

standard 8.5x11-inch size for your docum

We recommend using a sans-serif font si
available. Other recommended options ar|
Helvetica, Arial, Verdana, Open San, Sour|
Roboto or Noto Sans. Make your page ma

Consider using 14-point size font for title
the main text in your resume.

Do not include:

« Classified or government sensitive in

s Social Security Numhber (SR

Save and continue by clicking on the Save and continue button.




Continuing the Application Process

B An official website of the United States government
USAJOBS NEW (3 Events @ He

You have started an application for

Position title Misc Administration and Program Analyst (McCain Fellows) Open period Monday, December 1, 2025 to Wednesday, S
Agency Washington Headquarters Services Time remaining 300 days, 9 hours, 32 minutes
Announcement number DE-12831040-26-MVP

Selectresume Selectdocuments Review package Demographic details Complete survey Continue application

Select documents (optional) DO NOT UPLOAD ADDITIONAL
Select the document(s) you want to submit with yourgplication. Review the DO C U M E NTS H E R E o

Required documents section on the right.

2 Upload & document. (11 - Additional documents should be uploaded
within the agency specific site. The agency
[W] specific site is where applicants will
continue their application, to include
completing required assessment questions.

Return to top

Continue the application process by clicking on the Save and continue
button.

If an applicant uploads additional documents on this page, these
documents will not be imported as part of your application on the
agency specific site.



Accessing Agency Specific Site

B=  An official website of the United States government

USAJOBS NEW (3 Events @ Help Center Q. Search

You have started an application for

Position title Misc Administration and Program Analyst (McCain Fellows) Open period Monday, December 1, 2025 to Wednesday, September 30, 2026
Agency Washington Headquarters Services Time remaining 300 days, 8 hours, 27 minutes
Announcement number DE-12831040-26-MVP

Selectresume  Select documents Review package Demographic details Complete survey Continue application

Continue application with agency , ,
You will leave USAJOBS and be sent to the Washington
Required fields have a red asterisk (*). Headquarters Services application system once you select

"Continue to agency site.”
I certify, to the best of my knowledge and belief, all the information submitted by me with my

application for employment is true, complete, and made in good faith, and that | have truthfully and You will submit your application once you have completed all
accurately represented my work experience, knowledge, skills, abilities and education (degrees, the agency specific requirements.

accomplishments, etc.). l understand that the information provided may be investigated. |
understand that misrepresenting my experience or education, or providing false or fraudulent
information in or with my application may be grounds for not hiring me or for firing me after | begin
work. | alse understand that false or fraudulent statements may be punishable by fine or

[ Continue to agency site ]

Access agency specific site by clicking on the Continue to agency site
button.



Uploading Additional Required Documents (Step 1)

After responding to the application questions and assessment, you will
have the opportunity upload the required supporting documents.

(& Application ~ (¥ Assessment~ ( Documents [3] Review & Submit © Help Center ~

Application Package Status: Application Ready to Submit

Documents
Please assign the supporting documents you imported from USAJOBS to the appropriate document types listed below. If the document you need was

not imported Ffrom USAJOBS, you may upload it directly into this application.

You MUST assign at least one supporting document For each (required) document type in order to submit your application. Any available d
that are not assigned to an Accepted Document type will NOT be submitted as part of your application.

Note: Some documents may be designated as required (required) based on your responses to the questions in the “Eligibilities” section of this application. If you
do not possess ane or more of the required documents below, please review your answers to determine if your responses are accurate.

Accepted Documents Available Documents

Resume (required)

Resumes can only be modified on USAJ0BS. Resume -View

Cover Letter

DD-214/ Statement of Service
Disability Letter (VA)

SF-15

SF-50/ Notification of Personnel

Action

Transcript

Are you missing a document?

Upload

Under Are you missing a document, click the Upload button.

10



Uploading Additional Required Documents (Step 2)

Upload Document

Select and name your document to upload. Resumes can only be uploaded from USAJOBS.

Document Name Marrative Essay Responses

Document Type [ Select Document Type V]

Selected File | Choose File | Mo file chosen

Files must be 5MB or smaller and can be in one of the following Formats: GIF, JPG, JPEG, PNG, TXT, RTF, PDF, or Word (DOC or DOCX).

Name the document that you are uploading within the Document Name box.

11



Uploading Additional Required Documents (Step 3)

astaffing.gov/Application/Documents/118528759

yPay @ USAStaffing 3% DAl @ MFP Website

@ Adobe Acrobat @ DCPDS W Coh

Upload Document

Select Document Type
BIA-4432 A@Portal  E] ASARS
Cover Letter

DD-214/ Statement of Service

Diploma/ GED

Disability Letter (Schedule A)

Disability Letter (VA)

Executive Core Qualifications (ECQs)
License

Mandatory Technical Qualifications (MTQs)
OF-306

Other (1)

Other (2)

Other (3)

Other (4)

Other (5)

Select and name your docu

Document Name

Document Type

Selected File

PCS Orders.
Performance Appraisal
Professional Certification

Proof of Enrollment

Select Document Type

Choose File | No file chosen

Files must be 5MB or smaller and can be in one of the following formats: GIF, JRG, JPEG, PNG, TXT, RTF, PDF, or Word (DOC or DOCX).

Close Upload

* Click onthe Document Type dropdown and select the Cover Letter category.

* Uploadfile by clicking on Choose File button.

The Cover Letter category should be used for uploading Letters of Recommendation, the Letter of Endorsement,

the Compelling Narrative (Narrative Essay), and the Academic Writing Sample.

* Click the Upload button.

12



Uploading Additional Required Documents (Step 4)

Upload Document

Document has been uploaded successfully!

| ChooseFile | No file chosen

Close [ Upload J

*  Name the document that you are uploading within the Document Name box.
* Click onthe Document Type dropdown and select the Transcripts category.
* Uploadfile by clicking on Choose File button.
The Transcript category should be used for both Undergraduate and Graduate Transcripts.

* Click the Upload button. 13



Uploading Additional Required Documents (Step 5)

& Application ~ (& Assessment ~ (¥ Documents [2] Review & Submit © Help Center ~

Documents
Please assign the supporting documents you imported from USAJOBS to the appropriate document types listed below. If the document you need was

not imported from USAJOBS, you may upload it directly into this application.

You MUST assign at least one supporting document For each (required) document type in order to submit your application. Any available documents
that are not assigned to an Accepted D type will NOT be submitted as part of your application.

Note: Some documents may be designated as required (required) based on your responses to the questions in the “Eligibilities” section of this application. If you
do not possess one or more of the required documents below, please review your answers to determine if your responses are accurate.

Accepted Documents Available Documents

Resume (required)

=

Cover Letter

*I—_| Submission
Endorsement Letter .
Letter of Recommendation 1 F I e | d

Letter of Recommendaticn 2

DD-214/ Statement of Service

Disability Letter (VA)

Narrative Essay Responses
SF-15

Writing Sample

P SO Ot et O PeTeOTeT
Action

Transcript

Are you missing a document?

Upload

Continue

* Click on Cover Letter category and then click each available document within the drop down one-by-one to populate the
Submission Field.

*  You will do same to populate the submission field next to Transcript category with both your Undergraduate and Graduate
transcripts.

* Thisis also where you will upload any additional documents that you would like to include in your application.

Please see next slide for a view of what your screen should look like once you have uploaded all required documents.
14



Uploading Additional Required Documents (Step 6)

& Application * ¥ Assessment~ (¥ Documents [2] Review & Submit © Help Center ~

Note: Some documents may be designated as required (required) based on your responses to the questions in the “Eligibilities” section of this application. If you
do not possess one or more of the required documents below, please review your answers to determine if your responses are accurate.

Accepted Documents Available Documents

Resume (required)

Resumes can only be modified on USAJIOBS. (e =it

Cover Letter Endorsement Letter-View X  Letter of Recommendation 1-View X

Letter of Recommendation 2 - View X

Marrative Essay Responses - View X \Writing Sample - View X

DD-214/ Statement of Service

Disability Letter (VA)

SF-15

SF-50/ Notification of Personnel
Action

Transcript
P Graduate Transcripk - View X Undergraduate Transcripk - View X

Are you missing a document?

Upload

This is what your screen should look like once you have uploaded all required documents.

Click the Continue button.

15



Reviewing and Submitting Application

& Application ~ [ Assessment~ [ Documents [2) Review & Submit © Help Center ~

Position Title Misc Administration and Program Analyst (McCain Fellows)
le_Washington Headquarters Services Logo Agency  Washington Headquarters Services
Announcement Number DE-12831040-26-MVP
Open Period iMonday, December 1, 2025 to Wednesday, September 30, 2026

Application Package Status: Application Ready to Submit

Review & Submit
Please verify each section of your application is complete and correct. You may review and change your information before submitting.
Status Section

™~ Application ¥

(4 Assessment ¥

(1 Documents ¥

Accepted Documents Submitted Documents
™ Resume (required) Resume - View

& Cover Letter Marrative Essay Responses - View
Writing Sample - View
Letter of Recommendation 1 - View
Letter of Recommendation 2 - View
Endorsement Letter - View

& Transcript Undergraduate Transcript - View
Graduate Transcript - View

* I acknowledge that all of the supporting documents | want to submit with this application have been assigned to an Accepted Document
type on the Documents page.

Submit Application

@ Terms of Use & Privacy & Cookies

* Click the dropdown arrow next to Documents and confirm that all required documents are
listed.

* Click Submit Application button to apply.

16
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