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Social Security—Who are we?

.
Congratulations!
You have taken the first step to explore career opportunities with the
Social Security Administration. We are one of the largest independent

agencies of the Federal Government, employing approximately 68,000

ijam aie oypp—Aiinsag |e1sog |

employees nationwide.

Our nussion is to deliver Social Security services that meet the changing
needs of the public. We help approximately 50 million people a month,

making us the world’s largest social insurance program.

We direct and manage three different programs:
5 the Retirement and Survivors Insurance program, which pays

benefits to insured workers and their dependents and survivors;

5 the Disability Insurance program, which pays benefits to workers

who are disabled or blind, and their dependents; and,

> the Supplemental Security Income program, which provides
benefits to people with limited income and resources who are 65

or older, or who are blind, or disabled.

Social Security also works closely with the Centers for Medicare and
Medicaid Services to provide assistance with the cost of health care pre-
miums to members of the public who are age 65 or older and individuals

with disabilities.

Why work for us?

Social Security is searching for talented individuals eager to help others
and reach their own potental. You can be a vital part of our team and
help millions of retired and disabled workers, their dependents, and
survivors. You will help individuals from all walks of life gain financial

security when they need it most,

Come join our team and help make a difference in

people’s lives and your own!




Working for Social Security |

Your Road to Success Begins Here

The road to career success at Social Security begins with finding a career
path that fits your unique talents and interests. As you see below, we have
a variety of career opportunities in fields that you may not have expected.
There are some very technical positions and some requiring professional
experience and/or educational requirements. Our career paths offer
something for evervone. You owe it to vourself to take the time to review
the many paths to success at Social Security. The challenges of our work

may just be what vou are looking for!
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Career Paths
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The majority of positions at Social Security involve working directly with
the public and are located throughout the country. If you have great people
skills you will find this career path both rewarding and challenging. In fact,
many of our executives and managers began their careers as public contact
representatives. Your experience could open doors to technical, analyti-
cal, and supervisory positions. Take a look at the following public contact

representative positions to find one that suits your interests:

=  Teleservice Representatives assist the public when they call our
800 number to obtain information, schedule appointments, or for help

resolving issues with benefits,

>  Service Representatives assist the public face-to-face. They make
determinations that affect a claimant’s ongoing eligibility for Social

Security benefits and analyze claimant benefit payment histories.

> Claims Representatives interview applicants for benefits, determine
a claimant’s ininal eligibility for Social Security benefits, and analyze

any evidence that will help make that determination.




Public Contact Positions |

One of our goals at Social Security is to meet the needs of our diverse

and ever-changing public. If you are bilingual or know sign language, we

invite you to use your skills on our team.

Some positions involve processing Social Security claims and analyzing
technical issues that arise after benefits are paid. Although most of these
positions are located in Maryland, they can also be found in Alabama,
Califorma, [llinois, Missouri, New York, Pennsylvania, and foreign service
posts around the world. If working with the public in an indirect setting

1S More your imterest, consider these opportumirunes:

>  Benefit Authorizers prepare, verify. and maintain our benefit
records. In addition, they use substantive analysis to make benefit
determinations and problem solving techniques to apply Social Security

policies and regulations.

Claims Authorizers approve or reconsider claims for Social

‘l'

Security benefits by determining a claimant’s eligibility. They
independently research policies, procedures, laws, and regulations to

support their decisions.

> Disability Examiners comprehensively review disability-related
aspects of Social Security claims. In addition, our Disability
Examiners identify trends and issues that may have an impact on

the disability program.

If yvou have skills in independent analvsis and problem solving using
p . b=l T
policies, procedures, laws, and regulations, these positions may be a good

fit for you.

For more information .Ihl'lllf our p'Lll‘llL' contact PU\IIIUII\. VIsIt our

website at www.socialsecurity.gov/careers/publiccontact.htm.



A career with the Office of Acquisitions and Grants includes

planning, negotiating, and administering contracts to acquire goods and
services in support of our mission. If you are looking for a position that
requires responsibility for planning and negotiating, then take a look at

the l‘l'ik"-Ll!."\\"['il‘[]i'l!] of some of the '["n\i[iﬂlh we have to offer:

> Contract Specialists review incoming procurement requests.
respond to proposals and bids, and make recommendations as to

which }'\I'Upnh.lt\ to consider.

5 Procurement Analysts advise our agency’s acquisition staff on

matters pertaining to contracting policies and procedures.

>  Grants Management Specialists receive and review grant

applications to make sure they comply with existing policies.

This field has great career opportunities that are in high demand and
offers many opportunities for advancement. To enhance your progress

and career advancement, structured technical training is provided.

[~
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Facilities Management Positions |

As an agency we occupy over 29 million square feet of space nationwide.
In order to manage all that space we depend on the Office of Facilities
Management. Personnel from this office oversee national policies related
to the creation of efficiently designed facilities and maintain a safe work
environment for our employees and visitors. The following positions are

primarily located at our agency headquarters in Baltimore, Maryland:

>  Industrial Hygienists and Safety and Occupational Health
Specialists identify and resolve environmental and safety hazards.

They ensure that our facilities are safe for occupancy.

>  Physical Security Specialists are responsible for agency
preparedness to carry out essential functions in the event of a

national emergency.

>  Architects focus on methods, techniques and applications to

design, construct, and improve buildings.

We also employ Mechanical, Industrial, and Electrical Engineers
with comprehensive knowledge of advanced engineering, scientific,

and mathematical principles.







Financial Positions |

he budget and financial management workforce administers comprehensive
budget policy. Our financial responsibilities range from cost analysis and
debt management to domestic and international direct deposit of monthly

payments to the public. We have a great variety of positions to offer:

Financial Management Analysts are responsible for our
administrative payment and travel operations. They prepare agency
financial reports, including annual financial statements, financial

E‘U]ll'lL"\, and ].\I't\(&‘\{li!'c\.

Accountants perform accounting and systems analysis. and record
financial transactions related to the agency assets, liabilities and
expenditures. Our accountants assist in the control of agency funds

and monitor transactions entered in the financial accounting systems.

Budget Analysts develop and analyze cost estimates for our
administrative and program budgets, provide justifications for
program enactment, and manage the financial resources that

Congress appropriates to the agency.

IT Specialists provide systems analysis and support for the design,
development and implementation of our financial management systems.
I'T Specialists also integrate the systems with related administrative
processes, including applications to support core accounting, travel

management, payroll, and cost analysis functions.




Discover why the Office of the General Counsel and the Oftice of Disability
Adjudication and Review are employers of choice within the legal profes-
ston. We offer a variety of legal positions that are challenging and rewarding.
Legal positions are located at our headquarters in Balumore, Maryland, a
second headquarters oftice in Falls Church, Virginia, and at the ten regional
operations offices across the country. You will have an opportunity to serve

the public and make a difference!

Attorney Qualifications

All attorney positions require that an employee is a member of the Bar
within the United States or U.S. territories and be in good standing. No
additional rests are required for these positions. Attorneys may be hired

at entry-level or higher depending upon prior experience.

I'he Office of the General Counsel (OGC) promotes, advocates, and
protects all legal interests of the Social Security Administration. As an

attorney with us, your work will be broad, varied, and challenging.

General Attorneys represent Social Security before administrative
agencies and provide legal advice on matters ranging from family and
trust law to employment law and labor relations. They also deal with
torts, ethics, bankruptey. civil rights matters, federal procurement law, and

Freedom of Information Act and Privacy Act issues.

[raining and mentoring are strong components of our workforce
planning and provide extensive guidance for new employees handling
initial assignments. We are committed to providing ongoing learning and

development opportunities for our workforce.

For maorg¢ IT]I;.\]'IH.II]\)H .1['!01.![ QOGC ,1[[0!'1](’_\' }‘U\!T_l{)]]\ 111 th' region near you,

e-mail your mquiries and questions to OGC.EOS.Recruitment(@ssa.gov.

-
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Legal Positions |

>  Legal Assistants provide legal and technical support to
Administrative Law Judges and other technical and professional
positions in the processing of entitlement cases at the
administrative appeals levels. Legal Assistants also review and analyze
a wide variety of medical and legal documentation. These positions
become progressively responsible for developing and processing
requests for hearing cases from receipt to completion, and

independently perform a wide range of case development actions.

>  Paralegal Specialists/Paralegal Analysts serve as authoritative
specialists and program experts in the adjudication of Social
Security disability and non-disability cases in a Hearing Oftice.
They analyze, research, and develop cases, formulate comprehensive
decisions, and act on requests for hl.'.ll'in:.__"\. I’.ll‘.lh‘g.ll\ pr()\'ldc
technical advice and assistance to the Administrative Law Judges in
the review and analysis of cases prior to and after hearings, in the

preparation of decisions, and other post-hearing actions.

>  Paralegal Specialists (Decision Writers) primarily write the
decisions for Social Security disability and non-disability cases.
They analyze, research, and develop cases on requests for hearing,
Paralegals assure that all decisions are consistent with adjudication

policies in Social Security law, regulations, and rulings.

For more information about our many legal positions, visit our website at
www.socialsecurity.gov/careers/legalcareers.htm. For more information

about ODAR attorney positions in the region near you, e-mail your

inquiries and questions to DCDAR.Recruitment(@ssa.gov.




Information Technology (IT) is currently one of the most dynamic and

fastest growing fields. 1T Specialists at Social Security apply cutting-edge

technologies to meet the challenges of constantly changing agency programs.

Our National Computer Center in Baltimore 1s one of the largest
computer installations in the world. We recently opened the Durham
Support Center, a fully tunctional co-processing data center, in Durham,
North Carolina. Together, these two data centers operate in concert and

form one of the government’s largest civilian computer complexes.

While most of our I'T Specialist positions are located at the headquarters
offices in Baltimore, there are IT positions in offices around the country.
Over 1,300 offices nationwide depend on our staff to help process
millions of claims. Our navonwide computer network connects over

115,000 workstations.

We train new IT employees to perform functions in a variety of computer

fields. IT Specialists receive on-the-job and classroom training in areas such as:

>  Design, development, and implementation of network systems

software and hardware;
>  Security policy and procedure development;

> Design, development, and implementation of database software;

-
-
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Information Technology Positions |

5>  Web Development, design, structure, functionality, security and integrity;

> Planning, requirements analysis, and validation testing of new

programmatic and management information systems; and,

>  Analysis and refinement of systems requirements, design, validation,

and implementation of programmatic software.

Our IT opportunities are highly competitive with private industry.
Social Security offers competitive compensation packages that recognize

skills gained through work experience and academic accomplishments,

IT employees are always paid a special salary rate when the rate exceeds
the General Schedule and l_l'lL'd]H_\ l’\l_\' for the locality of the p:ui{in]].
Find the special salary rates on: http://apps.opm.gov/SSR/tables/index
cfm. You may compare the special salary rate to the General Schedule
and Locality Pay tables at: hetp://www.opm.gov/ and select the link for

Salaries and Wages.




FEDERAL AGENT

I'he Office of the Inspector General is responsible for promoting
economy, efticiency, and effectiveness as we conduct our daily operations.
We work to detect and prevent fraud, waste, abuse, and mismanagement. To
accomplish this mission, we direct, conduct, and supervise a comprehensive
program of audits, evaluation, and investigations. If law enforcement is your

ideal career path, you may have interest in the following opportunity:

Criminal Investigators (Federal law enforcement agents) are located across
the continental United States and Puerto Rico. They plan and conduct
surveillance, search crime scenes for evidence, and interview suspects, wit-
nesses, and informants in case development. They also provide testimony

before grand juries, courts, or administrative hearings.

For more information about our law enforcement positions, visit our website

at www.soclalsecurity.cov/careers/law | hom.
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Human Resources Positions |

lhe Human Resources field is one of the fastest growing and most
cutting-edge career tracks. We handle virtually all aspects of agency
employment issues such as recruitment, pay, benefits, training, employee
programs, labor relations, and workforce planning. To manage all of these

responsibilities we ofter a great variety of career paths:

>  Management Analysts perform a varicety of coordinative,
analytical, consultative, and advisory services. They gather data to

prepare reports and recommendations for AZeNncy execunves.

p Human Resource Specialists process all types of personnel
actions after determining compliance with rules, policies, and
regulations. Human Resource Specialists perform a wide range
of functions that have a huge impact on our organization and our
employees. Your work can vary from researching employee benefits to

designing the website that explains them.

>  Employee and Labor Relations Specialists deal with complex
issues regarding the work environment. They involve employees,
labor unions, and our managers to build a comfortable and

productive atmosphere at work.

=  Equal Opportunity Specialists coordinate our activities for the
employment and advancement of minorities, women, and persons
with disabilities. We also formulate national policies and guidelines

on equal employment opportunity issues.

In Human Resources we are constantly developing strategies to attract,
train, and maintain the highest quality workforce possible. We create
exciting ways to promote the agency and hire well-qualified individuals.
We help all Social Security emplovees balance their work and personal

lives, as well as provide a learning environment for future advancement.

What we do in Human Resources affects every emplovee nationwide.




2 | Human Resources Positions
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Student Programs |

Special Programs

At Social Security we encourage students to gain valuable work experience
before they graduate. We have a variety of programs to help you gain
on-the-job training and develop insights into your future career goals while

you are enrolled in school:

5 The Student Temporary Employment Program provides
opportunities for students to gain temporary work experience or
complete paid internships. Part-time and summer employment
opportunities are available to students at the high school and

college level. Students may perform administrative support duties

or gain exposure to a field of work related to their major.




—

The Student Career Experience Program prepares you for
placement in professional, administrative, managerial, and technical
positions while you obtain your degree. Selected students gain valuable

work experience directly related to their academic field of study.

The Volunteer Internship Program (VIP) provides non-paid
internships which allow students to gain meamngful work exposure
and experience related to their academic majors. Check to see if a VIP

assignment opportunity may count for academic credit at your school!

The Presidential Management Fellows Program (PMF) is
designed to attract outstanding graduate students to federal service.
This program attracts applicants from a wide variety of academic
disciplines. Applicants apply and are selected for the program
directly through the Office of Personnel Management (OPM).
OPM advertises the program on the www.USAJOBS.gov website
each fall to promote government-wide hiring opportunities for the

following spring.

For more information on student opportunities, please visit

www.socialsecurity.gov/careers/students&grads.htm.
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People with Disabilities |

Social Security hires ability. We recruit qualified applicants in all of our

career fields. Interested applicants may seek positions through our traditional
competitive hiring process that includes postings on www.USAJOBS.gov or

through one of the following special program areas for people with disabilities:

5  The Selective Placement Program
5  Disabled Veterans Programs

>  Student Programs

Our Selective Placement Program helps qualified individuals with
disabilities find potential non-competitive employment opportunities
consistent with their abilities. We also provide reasonable accommoda-
tions to help people with disabilities successfully perform the duties of

the position for which they are hired.

How to Apply

For more information about our careers, and the hiring process for
people with disabilities, visit our website at www.socialsecurity.gov/
careers/disabilities.htm. Nationwide contact information is also available

at this site so you can direct your resume to the nearest location.

Applications should include your proof of disability and certification of

job readiness.



Working at Social Security after serving in the armed forces enables
veterans to continue in service to their country. Many of the skills you
gained in the military are transferable to other government positions.
We consider veterans for employment through both competitive hiring
procedures and special hiring authorities. For more information on levels
of opportunities and preferences allowed for veterans within the Federal
Government, please visit http://www.usajobs.opm.gov/eid.asp and

hITP'. W \\.LI'-.!_!H[‘\._L',U\ veteranscenter

How to Apply

When applying for a specific position, veterans should submit a resume and

a certificate of release from active duty (DD-214) or other proof of eligibil-

ity. Candidates with disabilities of 30 percent or more should submit a copy
of an official statement dated 1991 or later from the Department of Veterans
Affairs or Department of Defense. You can find helpful information about
Social Security’s opportunities on our website at

|11i]‘: WWAW. 554, L0V careers \L'[\.]][EE!,

For more information on specific veterans opportunities, please contact

[Il(‘ I't'g_[il!ll.l.l pL'I'\lJElHC] ﬂt‘ﬁt't_‘ n your arca using this \\L‘h\llL':

WAWW.S0(C ].il'\{.'\ UrIty.S0V/ Ccarcers 11L'.I'I'1'\[\'i!I.I_htlll.
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Career opportunities are vast in an organization as large as ours. Our

salaries are highly competitive and are offered at levels to tairly reward
the skill sets, educational achievements, and valuable experiences you

bring into the agency.

Most of the jobs at Social Security are paid on the General Schedule
(GS) pay system. The GS system describes the scale used for the major-
ity of white collar positions in civil service for the Federal Government.
The scale is comprised of 15 grade levels numbered 1 through 15, with
15 iwing the |1i:_:}]t‘\{ level. Within each :_t]'.u!c level there are 10 steps
numbered 1 through 10, with 10 being the highest step. The duties and
responsibilities of any job determine the GS grade level. Employees with
satisfactory job performance will receive periodic salary increases until

they reach the highest step of their present grade level.

Social Security has many entry-level positions that are termed career ladder.
his means that there are salary increases built in that go from the initial
trainee level to the journeyperson level if you grow and progress in your job
over several years. For example, Legal Assistant positions are career ladders
filled at grades GS-4, 5, and 6, and are also filled at grades GS-7,8,and 9

depending on coursework and/or experience.

To view the most recent pay scales, visit www.opm.gov and select

Salaries and Wages.

N
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How to Join Our Team |

We are glad that you are interested in working for Social Security!

To be considered for employment at Social Security, you must apply for a
specific position posted on a vacancy announcement. To find opportuni-
ties that interest you, visit www.socialsecurity.gov/careers and click on

Search and Apply for Careers,

Farbcipet

| ieited tm employees =
L e

This link connects you to our postings on the usajobs.gov website. Carefully

follow the instructions in the vacancy announcement to ensure vour best
possible consideration. Through the site you may either submit a resume or the
OF-612 Optional Application for Federal Employment. 1f vou submit a resume, be
sure to include all of the required information listed in the vacancy announce-
ment you selected. Remember, to be considered for a specific position, your

application documents must be submitted through the www.usajobs.gov website.

For more information about the Federal Application Process. visit

www.usajobs.gov/e125.asp.

You may also contact SSA personnel offices directly. For a list of local contacts,

VIsIt \\'\‘.\‘..\N‘L'l‘il\L'L1|1']f¥.f_tl.‘\ carcers Ht‘.ll'L“-f\lH].hlI]l.

Social Security is an equal opportunity employer.
We consider all qualified candidates without regard to race,
color, religion, gender, national origin, age, disability,

sexual orientation, marital status, or political atfiliation.






SSA EMPLOYMENT POLICY

The Social Security Administration is an equal opportunity employer.

Qualified applicants will be considered without regard to race,
color, religion, gender, national origin, age, disability, sexual
orientation, marital status, political affiliation, or parental status.

Our programs touch the lives of
people you know!
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