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Know edge, Skills, and Abilities
and the Application Process



Candi dat es applying for positions nust include witten responses
to Knowl edge, Skills, and Abilities (KSAs) along with their
resunme, SF-171 or the Optional Application for Federal Enploynent
(OF 612) for General Schedule positions. The KSAs are |isted on
vacancy announcenents and require applicants to describe

experi ence which denonstrates their possession of the respective
KSAs.

What are KSAs?

KSAs are qualities needed by applicants to successfully perform
their job. They are used in the Merit Pronotion process to

di stinguish the "highly qualified candi dates"” from anong the
"qual i fied" candidates. KSAs are defined as:

KNOALEDGE - An organi zed body of information, usually factual or
procedural in nature. For exanple, "Know edge of Contract Law
and Regul ations" could be used as a KSA for a Contract Speciali st
posi tion.

When respondi ng, applicants should indicate what contract |aws
and regul ations they are famliar wth, discuss how they applied
these |l aws and regulations in the work environnent, and descri be
ot her significant situations they were invol ved in.

SKILL - The proficient manual, verbal, or nmental manipul ation of
data or things. For exanple, "Skill in Operating Personal
Conmput ers" coul d be used as a KSA for a Conputer Assistant

posi tion.

When respondi ng, applicants should indicate what type of personal
conputers they have operated, discuss the various types of

sof tware prograns they have used, and descri be how t hese prograns
were applied in their work environment.

ABILITY - The power or capacity to performan activity or task.
For exanple, "Ability to ldentify Signs of Discord, Tension, or
Abnor mal behavi or" could be used as a KSA for a Correctional
Counsel or position.

When respondi ng, applicants should discuss the various signs of
suspi ci ous behavi or they have encountered, how they responded,
and indicate what inpact it had on the work environnent.



Why are KSAs | nportant?

KSAs are EXTREMELY | MPORTANT in the nerit pronotion eval uation
process. Poor responses nmay prevent you, as an applicant, from
bei ng consi dered anong the best qualified group. Renenber, your
score for experience is based solely on your responses to the
KSAs, not the information included in your resune, SF-171 or
Optional Application for Federal Enploynment (OF-612).

How is the Crediting Plan used for Merit Pronotion?

Upon recei pt of your application package and KSA responses, the
Human Resource Managenent staff w |l determ ne whether you neet
the m nimum qualifications for the position. Once m ni mum

qual i fications have been determ ned, the crediting plan is used to
eval uate your responses.

A crediting plan is a three tier rating instrunent. For each KSA
in the crediting plan, scores are assigned for the highly
successful, successful and barely successful level. Each |evel
has a description of bench marks, which are exanples of tasks a
candi date would performat that |evel.

In using the crediting plan, the Hunman Resource Managenent Staff
w Il assign a nunerical score based on your responses to the KSAs.
Once the total score (responses to KSAs, performance appraisal,
training) is determned, you wll be ranked anong ot her
applicants. Those applicants who scored in the range of the

hi ghest scores will have their names included on the Best
Qualified List. The Best Qualified List is forwarded to the
Selecting Oficial, who ultimtely makes the selection for the
vacancy.
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Prepari ng Responses to KSAs

Prior to responding to KSAs, gather and review informati on on
past and present experience. Renenber, you do not have to
restrict your responses to your present position, but can discuss
rel ated past experiences.

Check the follow ng sources that are available to you when
preparing to respond to KSAs:

I Get a copy of the vacancy announcenent and read it
t horoughly. Review the experience requirenents in the vacancy
announcenent to determne if you have rel ated experience.

Pul | out your current SF-171/resune/ Optional Application for
Federal Enploynent (OF-612) and nmake sure it is

updated. You do not want information in your application
package to be in conflict with your responses to the KSAs.

CGet a copy of any docunents which will give you information
that could be included in your KSA responses (i.e., college
transcripts, training records, awards, docunents you have
witten, etc.).

| f you prepare weekly or nonthly status reports regarding the
work you perform gather themto review These reports could
provide information regardi ng past assignnents, projects, or
activities that need to be addressed in your KSA responses.

Revi ew you previ ous performance or progress review

Scan your conputer directories and disks to help you renenber
past work assignnents. Again, there may be a critica
information that could be used in addressing your KSAs.

Consult your servicing Human Resource Managenment O fice if
you need assistance. Human Resource Managenment Staff can

provi de gui dance on responding to KSAs and nove you in the
right direction.

Talk to soneone currently in the position/discipline in which
you're interested if possible. This works especially well for
applicants who are contenplating a career change. In
addition, it may help you determ ne whether there is any
correl ati on between your experience and the position you are
applying for, prior to addressing the KSAs.

Mai ntai n a personal notebook, table, or journal. You can
record your major acconplishnents, projects or activities as
they occur. When it is tinme to respond to KSAs, you w ||
have information at your fingertips.



I Read the instructions on the Suppl enental Application Form
(SAF), which is discussed in detail later in the handbook.
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Devel opi ng KSA Responses

One of the nost common errors made in addressing KSAs is to start
witing randomy or haphazardly. Applicants may jot down

t houghts with no organization and structure, and in sone cases,
no relationship to the KSA. What is witten initially is put on
paper and attached to the application package.

O course, there should be brainstorm ng invol ved when preparing
your responses to KSAs. Prior to responding to each KSA, think
about what type of tasks you perfornmed and why you perfornmed them
inrelationship to the KSA. Think about for whom you perforned
the tasks. Ask yourself whether you nmade any mmj or
acconplishnments. Wen performng these tasks, did a significant

i npact on the work environnment occur?

By aski ng these questions, you think critically and objectively
about the tasks you perforned. |In addition, it will help rem nd
you to think "only" about tasks directly related to the KSA.

O course, there are tines when a particular task performed wll
apply to nore than one KSA. In those situations, you may di scuss
the sane task under different KSAs, but be sure to show the
direct relationship of the task to the additional KSAs.

To reinforce the idea of organizing your thoughts when respondi ng

to KSAs, ask yourself these five standard questions as a
"checklist" regarding individual tasks you perforned.

1. What action was perfornmed?

2. WAY was the action perforned?

3. For whomuwas the action per f or med?
4. what were the acconpl i shnent s-»

5. Did the action produce a significant 1 MPACt on others
or the work environnent?
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When preparing KSA responses, you sonetinmes may wite a long |ist
of exanples of tasks for each KSA. |If the responses becone too
| ong, identify those tasks which are nost critical.

How can you deci de which exanples of tasks to keep in conparison
to those that can be discarded? Use the follow ng type of tasks
to represent your experience, when possible:

LEADERSHI P -

FUNCTI ONI NG -
I N A STRESSFUL
ENVI RONVENT

COVPLEXI TY -
AND/ OR
CREATIVI TY

PERTI NENCE TO -
THE PCSI Tl ON

MAJOR | MPACT -
OR SI GNI FI CANT
OUTCOVE

Use tasks that denonstrate your |eadership,
organi zation, or managenent skills. For
exanpl e, applicants should discuss their

role on commttees/taskforces; discuss how

t hey planned activities and events; or discuss
their responsibilities in nmanagi ng groups of
individuals in various settings (i.e., office,
cl assroom organi zation/club, correctional

envi ronnent).

Use tasks that denmonstrate your ability to
effectively deal with stress rel ated
events/activities. For exanple, applicants
could discuss their responsibility for inmate
work details, describe their counseling
experience, or discuss how they dealt with
critical deadlines.

Use tasks that denonstrate conplexity or
creativity. For exanple, applicants could
descri be how t hey desi gned prograns for
personal conputers, prepared papers on
techni cal subjects, or used formulas to derive
sol uti ons.

Frequently, applicants apply for positions
outside their own discipline. However,
appl i cants who have experience directly
related to the position and include this

in their responses, will usually be awarded
t he hi gher points.

Use tasks where your actions had an inpact on
others or the work environnment. For exanpl e,
applicants coul d di scuss procedures they

devel oped for their office that streanlined
operations; discuss how they negotiated a
contract that resulted in a favorabl e outcone;



or describe how their input on a project mde
a significant inpact on the organization.
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Applicants who respond to KSAs by showing a rel ationship to any
of the above areas are nore likely to receive nore
points for their responses. Place yourself in the panel nmenber's
seat and think about what you would | ook for if making the
sel ection.

O her Tips on Responding to KSAs
Li sted bel ow are additional tips to use when responding to KSAs:

I Express your acconplishnments in specific or nmeasurable terns.
For exanpl e, "devel oped and w ote operating procedures

for....... participated in five programreviews....... provi ded
training once a nonth to groups of 10 to 15 enployees
on...... supervi sed approximately 10 inmates in .....

When descri bi ng work experience, be specific about your role
in conpleting tasks. Sonetinmes it is difficult for reviewers
to determ ne whether the applicant perforned the task al one,
assisted, or participated as part of the group, if not
specifically stated.

Show i ncreases in production over a tine period. For
exanpl e, "devel oped operating procedures used by the division
t hat reduced processing tine by 50%.."

Don't be nobdest in describing your acconplishnents. Those
reviewi ng your application can not assunme any |evel of
experience that is not docunented. |In addition, they will not
assunme you perfornmed certain tasks based on your "job title."

Be honest and consistent in your responses to your KSAs and on
your resunme, SF-171, or Optional Application for Federal

Empl oynent (OF-612). References are checked, so resist the
tenptation to exaggerate the truth. Information in your "KSA
responses"” should not be in conflict with your "resunme, SF-171
or Optional Application for Federal Enploynment (OF-612)"

Use strong action verbs describing your experience. Reviewers
are likely to be inpressed with direct |anguage rather than
vague or flowery prose. Avoid repetitive |anguage and
cliches, such as "I'ma people person.”" See the |listing of
Action Verbs.



Don't try to "snow' the Human Resource Managenent Staff

and panel nenbers by passing off a "philosophy" for know edge
or experience. Wen you |ack certain experience, indicate any
rel evant training or academ c course work. Use exanpl es of

vol unteer work experience. Both volunteer and paid work
experience are acceptable.
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Proof read! Proof read! Proof read! Get a coworker
supervisor, or other associate to help you proof your
responses. Lack of attention to your grammar and
spelling may di mi nish your witten responses and | eave a
| asting i npression on the rating panel.

Don't borrow | anguage from your position description when
witing your responses. Renenber, nmanagers and supervisors
hel p prepare position descriptions and are famliar with its
content. Paraphrase and nake the | anguage in the response
your own.

Renmenber to include all training/education related to the KSAs
in your responses --- including job-related cross devel opnent
courses. Do not expect the Human Resource Managenent Staff or
panel nenbers to guess what training mght be applicable to the
KSA by referring to your training record. It is your
responsibility and failure to do so may cost you val uabl e

poi nts.

Type your responses. Wiy? It |ooks nore professional and is
easier to read and under st and.

Keep your responses no |longer than 1 and % pages. Renenber,
get to the point and avoid including insignificant information.

For each KSA, use either bullets "!" at the begi nning of each
response OR a paragraph format. |f you use paragraphs, be sure
to limt your paragraph size.

Spell out all terms prior to using acronynms. Human Resource
Managenment Staff and panel nenbers may not al ways be famliar
wi th abbreviated terns used in various disciplines.

Do not refer reviewers to other parts of your application
(i.e., SEE Block A of ny SF-171) as a response to your KSAs.
Your witten response should be on the SAF or bond paper.

One of the nost common errors applicants conmt fromthe above
list deals with using flowery or subjective | anguage in KSA
responses. Be objective by stating the facts and avoid



subj ective comments about yourself as nuch as possible.

Let's ook at responses to the KSA "Ability to comrunicate
orally" from Applicant X who is applying for an Enpl oyee
Devel opnent Manager position.

&&E&&EELEEEEEEEEEEEEEEEEEEEEEEEEEEEELEEEEEEEEEEEEEEEEEEEEEEEEEESLEEEE

Ability to conmmunicate orally.

As an Enpl oyee Devel opnment Specialist, | interact with a variety
of people, fromstaff to managers regarding training needs. |
provide training to staff on a variety of topics. | set up
training for staff. | neet with vendors. | have had many

enpl oyees thank nme for providing themw th a better understandi ng
of their training needs. M supervisor told ne | was doing a
great job and .....

&&E&&EELEEEEEEEEEEEEEEEEEEEEEEEEEEEELEEESEEEEEEEEEEEEEEEEEEEESEEELEEEEE

Applicant X provides Ilimted detail regarding the tasks being
performed. |In addition, subjective information regardi ng how
others feel about himis included.

Applicant X was given the task of rewiting his response based on
KSA tips previously discussed. |In addition, Applicant X revi ewed
the instructions on the Suppl emental Application Form (SAF) for
the KSA, "Ability to communicate orally. The SAF, which is

devel oped for each KSA used in Merit Pronotion Announcenents in

t he Bureau of Prisons, provides hints on how to respond to the
KSA. Now, let's ook at Applicant X' s final response on the SAF
after thinking nore about the tasks he perforned.



* NOTE 1: You nay place your witten responses directly on the

SAFs or on plain bond paper. |If you use bond paper, include the
vacancy announcenent nunber and KSA you are addressing at the top
of the page and your nane and date at the bottom of the page. |If

you use SAFs, you can pick up copies fromyour servicing Human
Resour ce Managenent O fi ce.

* NOTE 2: Although not shown in the exanple of the witten
response in this handbook, renenber to include the name and
t el ephone nunber of individuals who can verify your experience.
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001 SUPPLEMENTAL APPLI CATI ON FORM
For: _96-TYC-0025___  _Enpl oyee Devel opnent Manager _GS-235-12
Announcenent No. Posi tion Series - G ade
Nane of Applicant: _ M. X Date: 03 /20 /95

| NSTRUCTI ONS:  Prepare a brief response on how your experience, education
and/or training satisfies the el enent below. Please specify the variety of
peopl e you dealt with while perforning your job, any personal contacts you
establ i shed, the type(s) of information you conmuni cated, the type(s) of
interaction (e.g., phone conversation, interview, neeting, presentation
briefing, negotiation), and any other pertinent characteristics, such as
setting (e.g., formal, stressful, correctional). Be sure to describe

trai ning, academ c courses, cash awards, and letters of comrendation directly
related to the elenent. Include the grade received for academnic course(s) and
t he nane, address, and phone nunber of person(s) who can verify your

experi ence.

ELEMENT: ABILITY TO COWUN CATE ORALLY. (001)

As a Supervisory Enpl oyee Devel opnent Specialist, | interact with staff, managers
and supervisors on a daily basis to convey information on training prograns, provide
gui dance on training needs, and supervi se enpl oyee devel opment staff. Specifically,

performthe foll owi ng tasks:

Conduct numerous training classes, both formal and informal, to groups of 15
to 35 individuals on such topics as "Instructors Skills", "Planning for Your
Future", "Career Gowh", "Using Lotus-1-2-3", "Providing Guidance to Your
Enpl oyees" and "Basi c Functions of the PC'

Meet with managers, supervisors, and vendors to discuss training that is needed
for specific groups, divisions, or sections. For exanple, the agency's

Admi ni strative Division had an influx of new secretaries who |acked Lotus 1-2-3
experi ence, which was now needed for a najor long termproject in the Division
After determining the Division's training needs and nEetin% wi th nanagers, |
provided training to all secretaries. This training contributed to the Division
neeting projected deadlines for work output.

Bri ef upper managenent on specific budget needs and operating costs for

enpl oyee training. In addition, | gave a formal presentation to upper
managenment for an agency wi de training program Although the agency was facing
cuts in other program areas, | was able to persuade nanagenment to approve this
traini ng.

Supervi se and provide gui dance to 5 enployees in the Enpl oyee Devel opnent
Division. In addition, | meet with subordinates several tines during the
rating period to discuss enpl oyee concerns, goals, progress reviews, and the
final performance rating. This past rating period, | devel oped an "I nprovenent

Pl an" that enconpassed additional on-the-job training and formal training
cl asses for enployees who were weak in specific areas. | guided themin



neeting established goals. Due to the positive turn-around in enployee

performance, this "Inprovenment Plan" has been deenmed a success by upper
managemnent .

| have conpleted the followi ng training courses: 1) Effective Comunication

1/95; 2) Inproving Supervisory Skills, 4/95; and 3) Negotiation with O hers,
9/ 95.

| was selected as "Supervisor for the Quarter" 4/95 to 6/95 by staff due to

nmy concerns, interests, and efforts in hel ping subordinates to inprove their
per f or mance. 9

In the second KSA response, the applicant specifically discusses

the type of people he interacts wth, the purpose of those
contacts, and what acconplishnents have been achi eved.

| f you can renenber to:

I prepare,

ask the five standard questi ons;

I avoid including subjective remarks in
your KSA statenents as much as possi bl e;

I and keep in mnd the additional tips given
on witing responses to KSAs;

you shoul d be able to i nprove your KSA responses and subsequently,
your scores. Good Luck
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Action Verbs

Below isalisting of action verbs that you may wish to use when preparing your written responses to KSAs.

accelerated
accomplished
acquired
adapted
administered
advanced
anayzed
anticipated
applied
appointed
appraised
approved
arranged
assessed
assisted
assumed
assured
audited
awarded
briefed
budgeted
built
cataloged
caused
changed
classfied
collected
commanded
competed
compiled
completed
composed
computer
conceived
conceptualized facilitated
conducted
constructed
contracted
controlled
convened
convinced

counseled
created

cut

dealt
decided
delivered
demonstrated
designed
detailed
determined
devel oped
devised
diagnosed
directed

discovered
displayed
disseminated
distributed
documented
doubled
drafted
earned
edited
educated
effected
elevated
eliminated
employed
enabled
encouraged
enforced
engineered
enlarged
enlisted
ensured
equipped
established
estimated
evauated
exceeded
excelled
executed
exhibited
expanded
expedited
explained
extended
faced
keynoted
fashioned
filled
filmed
financed
finished
focused
forecast
forged
formalized
formed
formulated
fostered
fought
found
fulfilled
functioned
furthered
gained
garnered
generated
governed

granted ordered specified
guaranteed organized spoke
guided originated staffed
halved overcome started
headed supervised stimulated
hel ped paid strengthened
hired participated structured
hosted performed studied
illustrated persuaded submitted
implemented piloted substituted
improved pioneered succeeded
improvised placed suggested
incorporated planned summarized
increased prepared supervised
informed presented surveyed
influenced prevented synthesized
initiated procured tackled
innovated professed tapped
inspired profited targeted
instructed programmed taught
insured prohibited tested
integrated projected traced
intensified provided trained
interacted published transformed
interpreted qualified trandated
interviewed ranked traveled
introduced received treated
invented recognized trebled
invested recommended  triggered
investigated reconciled tripled
issued recruited turned
joined reduced unified
justified regulated updated
kept renegotiated upgraded
reorganized used
launched replaced verified
learned replied volunteered
led reported won
located represented worked
maintained researched wrote
managed resolved coordinated
mandated responded
marketed revamped
mastered reviewed
mediated revised
modeled satisfied
monitored saved
motivated scheduled
moved screened
named secured
negotiated selected
obtained Settled
offered simplified
officiated solved
opened sought
operated sparked
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