
Federal Internships: 
Finding and Applying 

for Summer 2010 
Part Two

Jennifer Close 
Caroline Pettit

February 25, 2010



Agenda

About the Partnership for Public Service

Student Opportunities and Where to Find Them

Searching on USAJOBS.gov

Applying on USAJOBS.gov

Other Methods of Applying 

Q&A 



The Partnership for Public Service

The Partnership works to 
revitalize our federal government 
by inspiring a new generation to 
serve and by transforming the 

way government works.



Student Opportunities and Where to Find Them

Student Temporary Employment Program

Student Career Experience Program

Other Student Opportunities



Federal Student Programs

Student Temporary Employment Program (STEP)
Description 

• Traditional internship
• Great program for a summer or short-term experience
• Typically paid
• Length of the experience is set by the agency  
• Not required to be posted on USAJOBS.gov

Eligibility
• Any student enrolled in an accredited degree granting institution



Federal Student Programs

Student Career Experience Program (SCEP)
Description 

• Related to what a student is studying
• Typically paid
• Students work at least 640 hours (or less depending on academic 

achievement or prior experience)
• After experience, students are eligible to be hired into an agency 

non-competitively
• Not required to be posted on USAJOBS.gov

Eligibility
• A student is enrolled in an accredited degree granting institution
• An agency must form an agreement with the institution the 

student is attending



Other Student Opportunities

Traditional Internships

Student Volunteers

Third-party internship providers
• School-based “in Washington” programs
• The Washington Center
• Washington Semester (American University)
• Hispanic Association of Colleges and Universities (HACU)
• National Association for Equal Opportunity in Higher Education (NAFEO)
• Washington Internships for Native Students (WINS)



Where to Find Internship Opportunities

USAJOBS.gov

Agency Web sites

Google Search

Personal Contacts



Searching on USAJOBS.gov

The New USAJOBS

Searching for Student Jobs

Narrowing Down Your Results with “Advanced 
Search”



Searching on USAJOBS.gov



Searching on USAJOBS.gov 



Searching on USAJOBS.gov 

TIP: Use Advanced Search for 
more options



Use “Advanced 
Search” to narrow 
your results:
Keyword
Job Title
Location
Salary Range
Pay Grade

TIP: Jobs matching 
the search can be 
emailed to you 
automatically!

Searching on USAJOBS.gov 



EXAMPLE:
Occupational Series= 
Economist
Location=Chicago
GS= 5 to 7

Searching on USAJOBS.gov 



TIP #2: Refine 
your search if there 
are too many 
results. 

Searching on USAJOBS.gov 



Applying on USAJOBS.gov

Applying Online

Analyzing Job Vacancy Announcements

Building Your Federal Resume

Filling Out Application Questionnaires and Writing KSAs



Applying on USAJOBS.gov



Applying on USAJOBS.gov

OVERVIEW
Summary of the 
organization’s 
mission and 
impact, plus a 
brief description 
of the job and its 
key 
requirements



Applying on USAJOBS.gov

DUTIES
Lists major duties and 
responsibilities of the position, 
adding more detail to the brief 
overview



Applying on USAJOBS.gov

QUALIFICATIONS & EVALUATIONS
Identifies skills and experiences needed for 
the role, and explains how applications will 
be assessed



Applying on USAJOBS.gov

BENEFITS & OTHER INFO
Describes additional elements of the 
compensation package or perks associated 
with the job



Applying on USAJOBS.gov

HOW TO APPLY
Provides step-by-step 
instructions on how 
to apply and may 
include information 
on when/how 
applicants can expect 
to hear from the 
agency



Federal Resumes



Federal Resumes



Federal resumes require more              
detail than standard resumes

• Personal information
• Education and coursework levels
• Work experience

1-5 pages in length

On USAJOBS.gov you can store up 
to 5 resumes and tailor them for 
different positions

Federal Resumes



Federal Resumes



Applicants will be assessed for federal 
opportunities using one of the following 

methods:

Application 
Questionnaire

Essays 
(sometimes called KSAs)

Application Questionnaires and KSAs 



Range from 20-100+ questions

Look for a link with preview questions

Questions vary in specificity 

Answer honestly!

Application Questionnaires and KSAs 



Application Questionnaires and KSAs 

KSA: Knowledge, Skills and Abilities under 
“Qualifications and Evaluations” 

Specifically address each 
KSA in your application, 
providing examples of how 
your experiences have 
prepared you for this role



CCAR Approach to KSAs
Context
Describe the specific problem you had to address. What did you 
have to solve, resolve, respond to, handle, etc.?

Challenges
Describe the factors that contributed to a particular challenge 
such as budget cuts, new legislation, institutional reform, new 
goals from upper management, etc.

Action
Describe the steps you took to solve the problem. Stay away 
from the ordinary — be extraordinary in your response!

Result
Describe the outcomes of your actions — use %, #s, grades. 
What was the difference you made — highlight THE BEST.

Application Questionnaires and KSAs 



Sample KSA

Ability to 
communicate in 

writing

Application Questionnaires and KSAs 



KSA response approach: CCAR
Context- As the Newsletter Editor in my living-learning community, 
I was responsible for writing articles and editing all submissions 
published in our monthly newsletter. 

Challenges- Our community wanted to use the newsletter as a 
means for reaching out to alumni of the program with the goal of 
increasing their involvement in the community. Before I started as 
Editor, we had never had a submission from an alum. 

Action- I decided to focus the first newsletter of the year entirely on 
the accomplishments of our alumni, with a message throughout 
encouraging alumni to submit articles and pictures. 

Result- Over the course of the academic year when I was Newsletter 
Editor, we received an average of 5 alumni submissions per newsletter. 
Additionally, alumni and program participants rated the quality of the 
newsletter higher than any other year. 

Application Questionnaires and KSAs 



Summary tips for the KSA essay
• Address key words/phrases mentioned in the position 

description
• Tie personal experiences to each KSA 
• Use illustrative examples 
• Focus on outcomes to which you directly contributed
• Use plain language, without acronyms
• Review answers to ensure they are succinct, easy to 

read and grammatically correct
• Save for other applications

Application Questionnaires and KSAs 



Other Methods of Applying 

For some internships: 
• You will not have to apply through USAJOBS.gov 
• You will not have to submit a federal resume 
• You will not have to answer KSAs or questionnaires 



Summer 2010 Internships

• Energy Information 
Administration

• Undergraduate and Graduate 
Students

• Paid Internship

• Location: Washington, D.C.

• Deadline: February 26, 2010

• Web site: 
www.eia.doe.gov/eiajobs/eiajob
s_intern.html

EIA 2010 Summer Internship Program



Summer 2010 Internships

EIA 2010 Summer Internship Program
Application Process
• Fill out basic contact information online
• Provide agency with your GPA 
• Indicate skills used on a regular basis 
• Upload resume and transcript



Summer 2010 Internships

• Undergraduate and 
Graduate Students

• Location: Washington, 
D.C.

• Requires early 
application to The 
Washington Center

• Web site: 
http://www.twc.edu/ 

Federal Internships through The Washington Center



Summer 2010 Internships

Federal Internships through The Washington 
Center

Application Process: 
• Fill out basic contact information online
• Write two essays 
• Upload resume and transcript
• Submit two letters of recommendation 
• Get approval from campus liaison or sponsor 



Q&A 

Now we’d like to open the presentation up and 
answer your questions.

Please type your questions into the chat box to the 
left. 



Questions?

Contact us at calltoserve@ourpublicservice.org



makingthedifference.org
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