What to Consider in Writing Your KSA’s

-Your accomplishments ( concrete evidence that proves your knowledge , skills and abilities ).

  Did you  resolve a long-standing problem?

  Did you discover a new and better approach for getting things done?

  What was solved, created , changed for the better or improved because you were there?

  Did you take on any extra responsibilities above and beyond your  job description?

  What have your supervisors’ commended/cited/awarded your for?
  
-All of the training and education you  have received.

 -All training and education you have provided to others.

 -Special assignments, details, team responsibilities, acting positions.

-Any publications, products, or research to which you contributed, whether as part of a team or independently.

-Presentations and briefings you have made, whether in-house to key people, to other agencies, or at conferences.
-Honors/awards (within the past three years ).
-Performance awards (they serve as “memory joggers” for your accomplishments

Relate all information above directly to each KSA!









KSA’s – A Framework To Follow

In the opening statement, refer the reader to the KSA
( Evaluation/ Rating/ Ranking Factor ) you are addressing.

	“ In my current position as a _______ with the  ________ , I have had extensive experience with….”
	“ In the course of my duties as a ________, I am responsible for ….”
	“ During my tenure with ________, a substantial part of my duties have included….”
	“ My ability to ______ was gained through formal education augmented by over ______ years of practical experience as a _____ for the ______.”
	“ Since _______, I have been a ______ with the ______and responsible for ……”

Give examples that clearly demonstrate your knowledge, skills and abilities.

	“ In one instance I …..”
	“ When I started on the job we had a recurring problem with…”
	“ One major project involved….”
	“ My supervisor selected me to serve on a task for to ….”
	“ I collaborated with a team to ….”

Take your examples one step further. Look for key results. Quantity if possible.

	“ The new procedures I instituted resulted in…”
	“ My ability to _____ substantially / significantly increased/ decreased…”
	“ As a result….”
	“ I received a Performance Award for…”
	“ We exceeded our goals by…”
	“This led to…..”












KSA: Do’s and Dont’s
DO’s:
1. Carefully read the vacancy announcement and note the required qualifications and KSA.
2.  Use action verbs and statements
3. Include all current experience related to the KSAs whether pair or volunteer.
4. Arrange all of your experience in logical order ( for example, chronological ).
5. List education and training and identify title of course, hours, and relationship to the KSAs.
6. Include awards, months and year received, a brief description as to why you received the  award and how it relates to the KSAs.
7. Type all information , or write legibly so that it can be clearly understood.
8. Tell what you do know and can do, not what you don’t know and cannot do.
9. Describe your experience and emphasize the skills you used that relate to the KSA’s
DON’T:
· use words from your position description in writing your KSA responses.
· describe work of others or that of the organization
· exaggerate.
· be humble.
· omit church, community, or club work.
· cross-reference items in your application.
· just state the kind of award and when it was received .
· make it challenging for the reviewer –it probably won’t get full credit if it cannot be read.







Sample KSAs

 Example 1:
Ability to communicate effectively with customers and vendors
In my current job as a Supply Technician , I talk with customers and vendors every day. I help customers choose products and I answer their questions. I often help to solve problems.
In one case, a researcher needed a discontinued item. He had received the notice that the item was being discontinued and knew about the replacement item, but needed to make sure the same materials were used throughout his experiment. He really wanted more of the old item. I explained that I could get him some of the replacement item within 24 hours, but he was very upset that his experiment would not be valid if he used different equipment. Although he was very upset and sometimes yelling on the phone, I stayed calm and tried to help him. I remembered that another customer had chosen to return her old stock of the discontinued item. I checked to see if we still had it and we did. I was able to help the researcher by sending him the last of the discontinued item. I also asked him if he wanted to place an order for the new item for future use. He was very grateful and wrote a letter to my manager saying how helpful I had been.
In another case, I was assigned to help coordinated a vendor product trade show. It was my job to collect all of the vendor information, how much space they would need, if they needed electrical outlets or if they needed any special equipment . One of the vendors called and complained to me that the last trade show didn’t go well for him because the space he was given was smaller than what he requested. He had big piece of equipment to display and it wouldn’t fit. It took several hours to fix the problem. He lost time and it disrupted the event for other vendors around him who had to be moved around. I listened to all of his concerns and told him I could fax him the page with all of the requirements he had given me so he could make sure it was correct. I also told him he could call me two days before with this solution and, on the day of the show, he introduced himself to me and thanked me for making sure that everything was set up properly for him.
I have also taken the following classed at HHS University:
“Creating Distinctive Customer Service,” Course Number :13223, October , 2004.
“Assertive Communication,” Course Number: 8107, February 2003.







Example 2
Skill in presenting information both orally and in writing.
During my tenure with the National Cancer Institute (NCI ) , and especially in my current position , a substantial part of my duties has required strong skills in presenting information both orally and in writing. As an example of my oral communications skills . I was selected by the office Director to be a presenter at an NCI symposium on the documentation of cancer research. This symposium was designed to inform cancer researchers about the new methods of cancer documentation within the NCI guidelines. This symposium was attended by 100+ participants consisting of researches, scientists and support staff. I spoke on the history of the NCI, the memorandum of Understanding (MOU) on documentation, and the relationship between NCI and the National Institutes of Health.
In my former position as Executive Assistant to the Office of the Director (OD), I served as the liaison between the support staff  of the OD, the NIH executive support staff, and companies in the private sector. I was responsible for keeping all parties informed about assignments and tasks due to the OD. My ability to communicate this information clearly and succinctly was very important in ensuring that the assigned tasks were fully understood and completed in a timely manner.  
Effective written communications skills are also critical in my current position. I have taken over a number of writing assignments previously completed by my supervisor. For instance, I draft monthly reports that update Division Directors and Institute Administrators on changes in procedures and regulations and their impact on operations. These written reports are concise yet detailed , and they are routinely approved by my supervisor without corrections. In addition, all office correspondence is routed through me to ensure procedural and grammatical accuracy before I give it to the Director for signature.
My experience and skills have been supplemented by several related training courses in oral and written communications that I have completed through the  Graduate School, USDA, and the NIH Training Center. These courses include the following:
Report Writing –June ,1999
Federal Writing Skills –May , 1999
Advanced Briefing Techniques –November ,1998
Talking Clearly and Effectively –April ,1998


















IMPORTANT INFORMATION ON
NEW JOB APPLICANT TOOL

The Wright Patterson Quickhire recruitment tool will be changing soon to USA Staffing. This change will be transparent to current users registered via USAJOBS. For applicants not registered in USAJOBS, you will be required to establish a profile/account through USAJOBS. This change will be effective 27 September 2007.

What does this mean to you?

1.) New users will need to build a profile/account in USAJOBS following the instructions. Applicants currently registered in USAJOBS do not need to re-register. However, ALL applicants will be required toe establish a log-in and answer a secret question to permit access to USA Staffing Application Manager. Application Manager is the automated system that will require you to answer job specific questions, submit your resume, and complete the application process.

2.) Once of the new features provided with USA Staffing is that applicants will now able to attach their  supporting documents ( i.e., DD 214 and other veteran documentation , transcripts ,certifications, etc. ) as part of their profile. Once the supporting documents have been attached, they will saved in a file which can be easily accessed by the applicant for later use.

3.) You will be able to create and store up to five (5) different resumes. This will allow you to target your skills/experience as they relate to specific positions for which you will be applying.

4.) Password assistance will be handled through USAJOBS. Through USAJOBS automated assistance, you will be able to retrieve lost or forgotten passwords.

5.) Your resume will be in one database and you will be able to use it for any vacancy posted on USAJOBS and for use with the USA Staffing program.

Where do I access Wright Patterson external job announcements?

Go to http://www.usajobs.opm.gov/ and follow instructions to view vacancy announcements

How do I build a profile/account?

1.) Click on the Tab “My USAJOBS” to begin the process.
2.) Click on the button “Create your account now”
3.) Fill out the required information and include your resume. Make sure you save the files to complete the process.

Once you have created your new profile account in USAJOBS , you will be ready to apply for positions. If you have any questions, please send them to: flyhire.afc@wpafb.af.mil




