
Go to the USAJOBS homepage: 
www.usajobs.gov and click on the Advanced 
Search link, under the Where: textbox. 
 
(OR select Advanced Search from the Search 
Jobs menu bar at the top of the screen.) 
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You are now able to select  
your desired search criteria. The 
most commonly used search criteria 
are shown at the top of this page. 
 
To run an Advanced Search, you 
must enter at least one of the 
following: 
•Keyword 
•Title 
•Location  

•select  Region  

•select State/Territory/Region 

•select Locale and  

•click “Add”  

•Agency/Sub Agency - click “Add” 

•Occupational series - check box(es) 

 
Choose any additional search 
criteria on this screen. 

How to use Advanced Search in USAJOBS 

Once you have entered specific 
search criteria, click on the 

“Search Jobs” button at the top 
or bottom of the page. 
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http://www.usajobs.gov
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How to use Advanced Search in USAJOBS 

On the search results 
page, you can browse 
through all current job 
opportunity 
announcements that 
match your search 
criteria. 

You can  
refine your 
search results 
further using 
the Filters on 
the left side 
of the screen. 

The Quick View link will display a condensed version of the job 
opportunity announcement.  

  
Clicking on the “More Like This” link will perform a search for job 

opportunity announcements with similar titles and grade levels. 
  

To view the full details of the job opportunity announcement, click 
on the highlighted and underlined Job Title. 
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How to use Advanced Search in USAJOBS 

6 The full details of the  
job announcement will 
then display. 
 
Scroll through the 
announcement to read the 
details, or use the tabs on 
top to jump to the specific 
section. 

7 From the job opportunity 
announcement, you are 
able to do the following: 
 
• Apply Online 
• Print Preview 
• Save Job 
• Share Job  

8 To return to your results, click 
the “Back to Results” link in 
the upper-left corner. 
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To apply for the job announcement you 
are viewing, click the “Apply Online” 
button on the right side of the screen. 
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Advanced Search Tips 

• You are not required to have an account or be signed into USAJOBS in order to 
search for a job; however, some jobs are open to the public but some are open 
only to applicant eligible candidates (see definition on Advanced Search screen).   
If you are signed in and searching, your applicant eligibility status will populate 
automatically in your search.   If you are not signed in, maximize your results by 
selecting your applicant eligibility in your advanced search. 

• You can save up to 10 searches.  
You must be logged into your 
account to create a saved 
search - you can also set up 
email notifications for the 
search results!  Set up saved 
searches and email notifications 
by clicking on the “Create a new 
saved search” button in your 
Profile. 

• Online searches will give you ALL results, however saved search email 
notifications will only send you the NEW jobs that match your selection criteria 
since your last email notification.   

• Notification emails will come from notifications@usajobs.gov, so add this address 
to your “Safe Senders” contacts list to prevent accidental spam blocking. 

mailto:notifications@usajobs.gov
mailto:notifications@usajobs.gov
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Advanced Search Tips 

• To ensure you have the most meaningful results when searching, USAJOBS 
automatically performs a synonym search based on the keywords you enter!  (For 
example, if you search for the keywords program manager, we’ll check for 
program coordinator and program director also.) 

Note: If you are having issues not addressed in this tutorial, review the other materials available in the USAJOBS 
Resource Center (http://www.usajobs.gov/ResourceCenter).  If you still cannot resolve your problem, please 
use the Contact Us page (https://my.usajobs.gov/Home/ContactUs) to submit a ticket to the USAJOBS Customer 
Support team. 

• To optimize your search results, we recommend you search by either “Pay Grade 
(GS)” or “Salary Range,” as shown below.  If you search by a “Pay Grade (GS)” and 
a “Salary Range,” only jobs that meet both criteria will appear in your results. 

OR 

• Use quotations around multiple 
keyword searches for jobs that have the 
exact phrase or synonym equivalent. 
 Example shown is a search for 
“program manager” returning only jobs 
that have the words Side-by-Side. 

• When searching for multiple 
keywords, results will be returned if 

each word is found anywhere within 
the job announcement. 

Example shown   
is a search for program manager  

returning jobs with either word in the job. 

http://www.usajobs.gov/ResourceCenter
http://www.usajobs.gov/ResourceCenter
https://my.usajobs.gov/Home/ContactUs
https://my.usajobs.gov/Home/ContactUs

