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SETTING UP ACCOUNT

1. Go to www.dfpcareerportal.org and click Register 4
DFP CAREER Candidate Database Placement Opportunities FAQS Portal Guidance & Hiring Guidance Register Sign In
4ddo PORTAL

Welcome to the &/ '
DFP Career Portql -

For Candidates and Hiring Managers, Please Sig::l.‘\\__

& SIGNIN

Connecting candidates from the Directorate Fellows Program
who have acquired Direct Hire Authority status to hiring
managers at the U.S. Fish and Wildlife Service.



2. Click ‘Hiring Manager’ and fill out fields

DFP CAREER Candidate Database Placement Opportunities FAQS Portal Guidance & Hiring Guidance Register Signin
4, PORTAL

Login to our site Sign up now

Hiring Managers,

Usen

3! Candidate ] Hiring Manager
First Name
LOGIN it Ok DT

Last Name *

Usemame *
Email *

Legacy Regions (LR):*

Confirm Password *

I'mnotarobot & Reload e

reCAPTCHA
Privacy - Tems



3. Fill out ‘Post a New Job’

DFP CAREER
4Af PORTAL

Candidate Database Placement Opportunities FAQs Portal Guidance & Hiring Guidance Register Signn

Post a New Job

e o

y e
Details Confimation. Title MUST include OPM

Job Title * i

Job Description *

500 words or less;
2000 character limit.

Al Applicants

Saved Candidates ’

Changs Password a

Please include
location information.

e |

Logout

AppllcsionDesdine* ________________
1 . 1

1 Posting can last up to 1

1 1

\ . 4 weeks. |

1 1

1 . 1
Select all applicable ; 1 . 1
1 Selec PP : Other Information | Select known job |
filtering options i - .
1 1 , requirements (e.g., |
e it ! Arsas of Knowledge Geographic Area 1 uniform driver,s 1
1 ’ 1
Pl=aze select Pimase select 1 I|cense’ etc') 1
1

This FWS permanent position will be in the followin
geographic Iocation[sg. (Flease select all that applr?




4. Select ‘Manage Jobs’ to view all of your posted jobs.

DFP CAREER
4Afha PORTAL

Candidate Database Placernent Opportunities FAQS Portal Guidance & Hiring Guidance Register Sign In

U.S.
FISH & WILDLIFE '
SERVICE Mﬂl’lﬂge Jobs Job Statis w
Job Title Status Applicants Featurad Fill Job

Administrative Officer

ot July 19, i ey August 4, Approeed 1 Applcant
John Doe Cem Daadiar -
o y P, " A
Dashboard Total apglicants Tofal vistts Expiry Data 1 You can view, edlt,
1 21 September 17, 2024 X
= 1 duplicate, or delete
Ppst & Mew Job 1

, the posting.

Manage Jobs Grants Management Specialist

July 18, .. Augustd, ARpRCEd 1 Appicam
T==ElED -EaDTa
All Applicants s s
Seived Candidtes Tutal applicants Total visits Expiry Date
S e 1 21 September 16, 2024

Change Password

Logout

Delete Profile

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



EXAMPLE ‘Post a New Job’

Post a New Job

=

Details Confirmation
John Doe
Job Title *
Dashboard
Fellowship Program Coordinator G5-301-3/11/12
- Job Description *
Manage Jobs Wisual || Text

BElzrTuEes=erRocC

Position is a Fellowship Program Coordinator, GS-301-9/11/12, working at the National Conservation
Saved Candidates Training Center in Shepherdstown, West Virginia. As the Coordinator for a nationwide fellowship program,
vour duties will include, but are not limited to:

All Applicants

Change Passward » Program administration, including management of the application and selection process, tracking

participant progress, and reporting to senior management.

> Logout « Consultation with partner organizations to ensure compliance with program goals and objectives.
» Familiarity with hiring policies, regulatory compliance, and the ability to navigate legal requirements.
« Budget operations including reporting on resource allocation, managing grant and fellowship funding,
and forecasting expenses.
» Development and presentation of program-related materials, including outreach documents and
presentations.
L= L

Application Deadline *

01-08-2024

Other Information

Areas of Knowledge Geographic Area

Qutreach f Education / Training / Visitor Services / Park = MCTC (National Conservation Training Cemter),
Ranger Shepherdstown WY

Project Management / Coordination / Partnerships  x

Business Management and Administration =

This FWS permanent position will be in the followin Position Requirements (Flease select all that apply) *
geographic !ocatlm(sgP?Please select all that apply?

Location Negotiable =

Valid Drivers license required =




SEARCHING FOR CANDIDATES

1. Click “Candidate Database’ and review Fellow profiles

DFP CAREER
e PORTAL

Candidate Database Placement Opportunities FAQS Portal Guidance & Hiring Guidance My Account

64 Candidates Found
Date Posted i Displayed Here: 1 - 10 Candidates
Last Hour
Last 24 hours
Candidate 1

Lazt week

Last 2 weeks

Save candidates to
your favorites by
clicking here.

Last month

[ Al

Candidate 2 ,

: ’ NOTE: The candidate
Geographic areas of interest " . 3 ,
- Click here for Geographic Is not notified of this
Map of FWS Regions (You action.

may select multiple regions)

Candidate 3
Degrees Received (Select all
that apply)

Languages Spoken

Major or Area of
Concentration?

You can filter Fellows
based on several
categories.

Areas of Knowledge and
Skills (Limit to 5)

I am interested ina
placement in the following
U.5. States and Territories

Direct Hire Eligibility End
Date (2 yrs. from graduation
date on transcripts)

NOTE: You can enter the
date as YYYY to show
candidates expiring that
year.



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

DFP RE ER Candidate Database Placement Opportunities FAQS Portal Guidance & Hiring Guidance . My Account
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Notifications |
= Notifications 4 ~~°°°°°°°77 '
FISH & WILDLIFE
SERVICE

‘ @  Anew application has been submitted. auy19,2022 R

application has been submitted... Juiy19.2008 X

\ John Doe
Post a Mew Job Dashboard

kanage Jobs
Job Title: Administrative Officer

All Applicants Total applicants Total visits Expiry Date
1 22 September 17, 2024

) Saved Candidates
el 1
1
1

e Candidate 1 h Select name to
kel Cani@gmailcom I view their profile.
1

s Logout

Job Title: Grants Management Specialist
R Tatal applicarts Total visits Expiry Dat=
1 22 September 16, 2024

----------- 1
° Candidafce1 : You may also !

Can1@aqmail.com 1 . !

, email them !

1

| directly.

3. Review the Joint Administrative Operations (JAO) webpage for more
information about DFP Hiring Consideration Process.

Once you have identified a Fellow, or they have expressed interest in
your job posting, contact the DFP Human Resources Point of Contact,
Matthew Kauffman, at hr_dfp@fws.gov! Provide the candidate’s name
and a classified position description (PD):

8


https://doimspp.sharepoint.com/sites/fws-FF10G22100/SitePages/DFP.aspx
mailto:hr_dfp@fws.gov
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