Applying for a job in the Federal Public Service

This section is designed to help you understand the process involved in applying for positions within the federal public service.
How to find out about job openings

· Visit the Public Service Commission's (PSC) Web site, jobs.gc.ca, and click on "Job Postings", to view job advertisements in the federal public service. 

· It is recommended that applicants view jobs.gc.ca frequently, as some advertisements are posted for short periods of time. You can also use the "Job Alert" or "Job Search" tools to assist in your research. 

· You may also phone the automated Infotel line, to listen to a recorded message which lists jobs that are available in your calling area. The toll-free number is 1-800-645-5605. For the hearing and speech impaired, the TTY toll-free number is 1-800-926-9105. The toll-free numbers are accessible at any time. 

Recruitment programs

· Students - The jobs.gc.ca Web site includes student work programs: the Federal Student Work Experience Program (FSWEP), the Co-operative (Co-op) Education and Internship Program, and the Research Affiliate Program (RAP). 

· Graduates - If you are a university graduate, or about to graduate, select "Post-Secondary Recruitment" on jobs.gc.ca for specific details on career choices. You will also find information about how to apply to this national initiative to recruit university graduates to entry and mid-level positions in the federal public service. If you are more specifically interested in helping shape Canada's public policies, select "Recruitment of Policy Leaders Program". 

How to apply

On-line 

· At the bottom of each job advertisement, click on the "Apply Now" link to apply on-line. This is the most commonly used method to apply for a job in the federal public service. 

· The first time you apply for a job on-line, you will be required to create an account and choose a password. You can also create a profile to match your interests with currently advertised jobs, as well as view the status of your applications. 

Important

· It is important to view the "Who Can Apply" section on each job advertisement to ensure that you are eligible to apply. 

· You may only apply to currently advertised jobs or inventories. Unsolicited applications will not be considered. 

· To avoid the risk of virus infections, e-mail attachments are not accepted. 

If you experience difficulties navigating our Web site or require additional information, please call us, toll free, at 1-888-780-4444, or 1-800-465-7735 (TTY). You may also visit the PSC office nearest you. For a list of addresses visit the "Contact Us" section on the jobs.gc.ca Web site.

Internet access

If you do not have Internet access, you may consider visiting any one of the following locations: university campus career centres, libraries, community centres, Internet cafés, Canada Employment Centres, Employment Centres for Students, or PSC regional offices. You may also call these toll-free numbers: 1-800-O-Canada (1-800-622-6232) or 1-800-926-9105 (TTY), for information on the nearest federal public Internet access location.

Alternative ways of applying for jobs

· An alternative to the on-line means of submitting an application is always available to allow barrier-free access for disabled persons or other eligible persons. Details are provided on each job advertisement. 

· In other circumstances, while applicants are strongly encouraged to apply on-line, applications sent by mail or fax, or delivered in person, may also be accepted. Please read the content of the advertisements carefully for details. 

Checklist of things to remember

· Applications, either electronic or paper, must be received by the date and time indicated on the job advertisement. 

· Your resumé and application must demonstrate that you meet the requirements listed in the job advertisement. If you do not clearly demonstrate that you meet the requirements, your application may be rejected. 

· Make sure that you provide all relevant information requested in the job advertisement, such as your citizenship and your language proficiencies. 

· If you studied outside of Canada, you will be required to provide proof of Canadian equivalency for your diplomas and/or certificates. For more information about obtaining equivalencies, visit the Canadian Information Centre for International Credentials Web site at: www.cicic.ca. 

· If you are a member of a designated employment equity group, you may choose to indicate this on your application. It is your responsibility to inform the departmental or agency contact (as specified in the job advertisement) or the Public Service Commission, in a timely fashion (prior to the closing date specified on the job advertisement), of any accommodation you require to enable you to be assessed in a fair and equitable manner. Information related to accommodation measures will be treated confidentially. 

The public service of Canada is committed to building a skilled, diverse workforce which reflects Canadian society. It promotes employment equity and encourages women, Aboriginal persons, persons with disabilities, and members of a visible minority group to apply for positions.

http://www.psc-cfp.gc.ca/centre/about-apropros/htm/jobs_e.htm
Before you apply….Preparing for Internal Advertised Staffing Processes

Quite often, assessment boards screen out applications from experienced employees when these applications do not provide clear evidence of the screening criteria, even though applicants may have the experience and skills required for the position.  Although the new Public Service Employment Act (PSEA) has provided a very new framework around staffing processes, the method of assessing candidates for Federal Government positions has not changed much at all.
So don’t be one of those folks.  Take the time to learn how staffing processes work, ask for guidance from others who have staffing experience or from those who have recently been successful on a staffing process and be better prepared  The following suggestions speak to the common application pitfalls Managers and board members see repeated time and again.

What’s different under the PSEA?

.Under the new Public Service Employment Act, recruitment processes will look a bit different than in the past.  Before PSEA, candidates were assessed and ranked in order of relative merit.  This is no longer the case.  Candidates are still assessed against merit criteria, but not against each other.  Rather than having a sequential list of qualified candidates, one or more pools of qualified candidates are formed.  Selection of qualified individuals from the pools is based on the “right fit” at a specific point in time.
*(Dianne, Gerry – have to check out the links in this next section at work to make sure they are still available)
Assessment Boards

Assessment boards are usually comprised of 2 to 4 experienced individuals who form a panel to assess candidates in a staffing process.  There is some flexibility in the new PSEA on how these processes are designed.  It is now possible for the board to choose to have a number of different panels formed to assess different stages or qualifications within a staffing process. 

Advertisement

The Advertisement and Statement of Merit provide the most critical information to help you prepare for a process.  The Advertisement provides basic information about the position, area of selection, conditions of employment, key activities of the job, and other information.  Be sure to read the Advertisement carefully.  It is important information for you to know before you apply for the position and as you prepare for the assessment.  

Make special note of the screening requirements, and the Statement of Merit.  This information is critical for applicants.

Statement of Merit

Within the Advertisement is the Statement of Merit.  It lists all of the qualifications which will, or may, be assessed in the process.

Essential Qualifications are those that are required for the job.  Candidates can assume that all Essential Qualifications will be assessed and that they must demonstrate success in each one in order to succeed in the process.

Asset Qualifications are additional qualifications which may be considered to be an asset for the type of work to be performed, or for the organization, currently or in the future.

Organizational Needs are current or future needs of the organization.  They could enhance how the organization functions or meets current or future government objectives.

Operational Requirements are current or future operational requirements of the organization.  They could enhance the operations of the work unit or the organization now or in the future.

Asset Qualifications, Organizational Needs and Operational Requirements may be assessed in an initial process, may be assessed at a later point when a selection is being conducted for a particular position, or may not be assessed at all.

Screening Criteria
 In advertised staffing processes, specific guidelines will often be used for screening purposes.  The Advertisement will clearly state the screening criteria.  This may be worded such as:

“The following Essential Qualifications will be used for screening purposes”







or

“Candidates must clearly demonstrate on their application how they meet all of the following Essential and Asset Criteria…”

The screening criteria often (but now always) includes:

· Official Language Proficiency,
· Education, and

· Experience with good results.

A few things to keep in mind when reviewing the Screening Criteria…
1.
Defining the Screening Criteria
The assessment board will more broadly describe and define the qualifications used as screening criteria before reviewing the candidates’ applications.  These are never arbitrary decisions.  Rather, there needs to be in-depth discussion and consensus within the team.  Final decisions are driven by the Director based on organizational needs for specific skills in the medium and long term within the workplace.  
Your first task is to anticipate how the screening criteria will be defined, in the context of the specific position.
Screening criteria are often those that are not easily captured in an application and may sometimes be qualifications which are not easily measured.  There are certain skills which are difficult to assess and train, but which are usually an indicator of success in the new job and are easily transferable.  A good way to determine whether an individual has that specific skill is for them to describe where and how they used the skill, while providing a reference to support their success.
For example, if the following essential qualification used as a screening criteria states “Experience with good results working in a restaurant”….
If the hiring position is for a waitress/waiter, the focus may be on speed, efficiency, friendliness, working under pressure, dealing with irate customers, etc.
...if the hiring position is for a manager, the focus may be on leadership, hiring, training, troubleshooting, financial management, critical decision making, etc.
2.
Critical look at whether you have the experience in the Screening Criteria

Applying for advertised positions is an excellent way to gain experience in how these processes work.  However, applying for every posted position whether or not it fits within your career goals, and whether or not you have the essential skills and experience for the position, is not in your best interest.
Applying for advertised processes can be integral to your career planning.  The positions you apply for should be within your grasp, be work that you would like to do, and for which you feel qualified.  This is a time for an honest critical look at your skills and your goals. 
If you don’t have the required experience, but this is the type of work which really appeals to you and for which you feel you would be well suited, your next step will be to gain that experience.  You need to have a discussion with your Manager or Team Leader and to ensure your wishes are documented in your Performance and Learning Plan.

3.
The application (covering letter and resume)
Your application should comprise both a covering letter and a current resume.  Not all the advice you will read on the internet or in books on writing resumes for jobs in the private sector works well for hiring within the Federal Government.  For any Federal Government process, your covering letter specifically, and your resume to some degree, should focus on the position for which you are applying.     
 Your application should be professional, clear and concise, and include the basics such as correct spelling and grammar.  There is often the misconception that the covering letter and resume should be brief.  Although neither should be extremely lengthy, it’s more about providing the required information in some detail and leaving out unnecessary information.  This can generally be done extremely well in a covering letter of 1 to 2 pages and a resume of 2 to 3 pages.

A good practice is for the covering letter to provide enough information to allow a fair assessment as to whether you have all the screening criteria, and for you to also identify asset qualifications, organizational needs and operational requirements which can be easily pulled from your application if required at a later date. It is also a good practice to briefly point out how you meet ALL qualifications on the Statement of Merit, other than those you are describing in more detail.  Within the first few paragraphs of our covering letter, be sure to identify the office and operation in which you are presently working, and your position title.
Rather than writing long rambling paragraphs in which you touch on aspects of the screening criteria, a better practice is to list each screening criterion separately in your covering letter.  Good practice includes listing the criteria separately (bolded and underlined) or in a table format.  This is where “defining the screening criteria” comes in to play.  Once you have a good idea what the assessment board is looking for in this qualification, your job is to describe where, when and how you successfully demonstrated it.  It’s up to you to provide enough detail here to support that you meet the qualification.  Board members are unlikely to make assumptions on your behalf, even if they are familiar with the scope of your current job.  The responsibility for demonstrating this rests entirely with the applicant.

If you were hiring a waiter, which application would convince you to give the application a second look?

(Covering Letter)
I have experience working in restaurants and I love to cook.  I’ve also worked part-time doing the bookkeeping for several small businesses while I was going to school.  I’m good with people, enthusiastic and hard working.

(Resume)
ABC Restaurant 2001







OR

(Covering Letter)


Experience with good results working in a restaurant

Part time during the Spring and Fall of 2001 and full-time during the summer months, I worked at the ABC Restaurant.  Because this was a small family restaurant, my duties included waiting on tables, occasional cooking, and filling in as needed by the owners.  The restaurant was especially busy at lunchtime and during the summer months, and I needed to work at a fast pace.  I enjoy working with so many people in this kind of atmosphere, and patrons expressed appreciation for my customer service.

(Resume)
ABC Restaurant, 123 Main St, Courtney, B.C.




February to December, 2001

Primarily worked as waiter in small family restaurant.  Other responsibilities included       




Occasional cooking and helping out in the



Kitchen, bookkeeping, ordering supplies and
working with vendors, filling in for the owner when he was out of town.
Describing how you meet each criterion separately also forces you to think about this carefully, rather than take a “hit and miss” approach.

The style of resume where applicants list overall skills, without specifically showing where they demonstrated them, does not work well for Federal Government processes.  A better model would be:

· List all positions historically, starting with the current job.  Include dates, position titles, classification level and the name and location of the operation.
· Provide a very brief summary of the key responsibilities for each position, with special note of those which relate to the screening criteria

· If applicable, list whether you are bilingual in English and French, your language level, and whether you are proficient in other languages included in the asset qualifications.
· Describe whether you have the education level as required in the screening criteria, and other post-secondary and relevant training you may have completed.

4. References

Include business references with your application.  Don’t state “references available upon request”.  Consider that they are being requested now.

Referees should be supervisors or Managers who can support your good results in the Experience qualifications, and speak confidently about your skills as they relate to your work.  They will be asked to provide a fair and detailed assessment. 

It is a good practice to include your current Team Leader or Manager.  Be sure to advise referees that you will be offering their names as reference.  Contact telephone numbers and email addresses for referees must be current, so that you don’t risk the Assessment Board being unable to track them down.

Finally, the greatest resource available to you is the one most often overlooked.  Team Leaders, Managers or others within our organization who have significant experience with staffing processes, can provide invaluable support in helping you interpret a Statement of Merit, provide critical feedback on your application and guidance on career planning.
If you are seriously interested in applying for a position, then do your homework and take the time to prepare and submit a considered and professional application.

*(Dianne, Gerry – would like to insert link for Core Competencies here when I find it) 
Deployments

	INFORMATION ON DEPLOYMENT

	

	HUMAN RESOURCES AND SOCIAL DEVELOPMENT (ALSO 

	KNOWN AS HUMAN RESOURCES AND SKILLS DEVELOPMENT)

	

	
B.C./YUKON REGION

	

	

	EFFECTIVE DECEMBER 31, 2005

	

	A deployment is the movement of an employee from one position to another at the same, equivalent or lower group & level (except the Executive Group).  All ties to the previous position are severed.  A deployment cannot be used to change the tenure of an employee, to promote an employee, nor can it be used to extend term employment.  Since a deployment does not constitute an appointment under the Act, there is no legal requirement to consider persons entitled to a priority for appointment or persons who are considered qualified as the result of an advertised selection process.  However, employees being deployed must meet the conditions of employment (examples: security, medical assessment, conflict of interest requirements), the minimum Qualifications Standards (Education and Occupational Certification) and the linguistic requirements of the position.  The employee's consent is mandatory unless:

· deployment is a condition of the employee’s employment, or
· the deputy head finds, after investigation, that the employee has harassed another person in the course of his or her employment, and the deployment is made within the same organization.  

	

	Should you wish to be considered for deployment, you are advised to submit a written request to the directorate or branch (office) where you are interested in deploying.  You may also wish to respond to advertisements, indicating that deployments will be considered, posted on Publiservice at
 https://jobs-emplois.psea-lefp.publiservice.gc.ca/ind100.do?lang=en
 We suggest you advise your substantive Manager of your interest in deployment.

	

	Deployments are made in accordance with Section 51 of the new Public Service Employment Act.  The Recourse mechanism for deployments is the grievance process.  Note that the sole grounds for a grievance against deployment are lack of consent by the person being deployed, or who has been deployed, if consent is required. 

	

	There is no duty to inform employees of a deployment: however, management may choose to do so informally, through various means (some examples: through staff meetings, by e-mail, on office intranet sites etc…). 


http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/TBM_11A/dta-mmn_e.asp
http://forms-formulaires.prv/eform99/index.cfm?App=Launch&FormID=1447&GroupID=144&LANG=E
Job Search
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There are a multitude of sources you can go to for guidance on how to conduct a job search.  Tips on making a career choice, resume writing and cover letters, and how to survive the oral interview, are all over the Internet and Intranet.  Below are a couple of good websites but there are many more at your fingertips.  Again, asking the people that you work with that are successful at Federal Processes to share their knowledge and expertise is another good source of information.  

http://www.jobsetc.ca/category_drilldown.jsp?crumb=1&category_id=34&lang=e
http://hr.hq-ac.prv/hrb/careers/hq/cv/index.asp
http://www.monster.ca/
