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SETTING UP ACCOUNT 
1. Go to www.dfpcareerportal.org and click Register 
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2. Click ‘Hiring Manager’ and fill out fields 
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3. Fill out ‘Post a New Job’ 

 

 

 

 

 

 

Posting can last up to 
4 weeks.  

500 words or less; 
2000 character limit. 

 Please include 
location information. 

Title MUST include OPM 
Series and Grade level 

Select all applicable 
filtering options 

Select known job 
requirements (e.g., 
uniform, driver’s 
license, etc.) 
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4. Select ‘Manage Jobs’ to view all of your posted jobs.  

 

 
 

Job Postings will be displayed until the specified Application Deadline/Expiry 
Date. Hiring Managers may re-post positions! 

 

 

 

 

 

 

 

 

 

 

You can view, edit, 
duplicate, or delete 
the posting. 



6 
 

EXAMPLE ‘Post a New Job’ 
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SEARCHING FOR CANDIDATES  
1. Click ‘Candidate Database’ and review Fellow profiles 

 

 

 

 

 

 

 

Indicate your interest 
in candidates by 
clicking here. 

Candidate 1 

You can filter Fellows 
based on several 
categories. 

Candidate 2 

Candidate 3 
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2. Under ‘Dashboard’ you will see all Notifications from applicants. You will also 
be able to view and contact interested Candidates. 

 

 

 

 

3. Review Office of Personnel Management (OPM) webpage for more information 
about FWS position qualifications. 

 

 

Once you have identified a Fellow, or they have expressed interest in 
your job posting, contact the DFP HR Point of Contact, Matthew 

Kauffman at hr_dfp@fws.gov! Provide the candidate’s name and a 
classified position description (PD)! 

Candidate 1 
Can1@gmail.com 

Candidate 1 
Can1@gmail.com 

 

 

Notifications 

Select name to 
view their profile.  

You may also 
email them 
directly. 

mailto:hr_dfp@fws.gov
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