RAO APPLICATION PROCESS
How to Apply for the RAO Program:

The initial application is a fairly simple process.  First you will need to submit a few documents to the RAO office, and at the same time, complete a pre-employment Medical Questionnaire and forward it separately to the contract physician's office in Washington D.C. After your application materials are reviewed, and after the physician's determination on the medical questionnaire is completed, you will be contacted to advise if an offer will be made.  

1)  The forms to be faxed to the RAO Office at Fax 202-761-0378 are:

· Resume - describe your experience, education, training, and any other pertinent information you would like to have considered. 
· Copy of your SF-50 Notification of Personnel Action showing your civil service retirement status.
· Personal data sheet (attached here).
· Conditions of Appointment, Work Schedule and Employment (attached here)
2) The RAO Medical Questionnaire is attached here and also under the "RAO Employee Information – Medical Clearance" section on this website.  See the instructions below on completing this form.   After you complete it, fax it directly to our contract physicians' office at the Washington Occupational Health Associates, Fax: 202-223-6525.  This will ensure that only the physicians' office will see your confidential medical information.  Please do NOT send your medical questionnaire to the RAO Office.

NOTE: as an alternative, you may also apply by submitting a resume to the HECSA Civilian Personnel Advisory Center, for RAO announcements advertised on USAJOBS at www.usajobs.gov
Resume Tips:
· There is no specific format required for the resume.  Resumes are normally 2-3 pages, but this may vary with each individual.  The resume should be detailed enough to provide sufficient information regarding your experience, education, training and skills, to determine if your background meets the needs of the RAO.  Be sure to include information on any certifications, licenses, special computer skills, and specialized knowledge related to Corps of Engineers work. 
· Previous emergency management experience is not required, however, if you have such experience, either as a full-time job, detail, or volunteer work, be sure to describe it, either in the body of your resume or as an attachment.  Include information on any disaster-related special training you have completed.
· Include names of your former supervisors and other work references who have knowledge of your experience and skills, and be sure to include current telephone and/or email contact information.

· Provide current email and telephone contact information for yourself.  If you travel frequently, you may wish to include alternate contact numbers.

· Explain any ACRONYMS, especially if you have experience outside of the Corps of Engineers.

Retirement SF-50 Notification of Personnel Action:

If you don't have a copy of your Retirement Notification of Personnel action, you can obtain a copy from the National Personnel Records Center.  This normally takes about 2 weeks:

·    Website – http://www.archives.gov/st-louis/ 

·    Address – 111 Winnebago Street, St. Louis, MO 63118-4126

·    Phone – 314-801-9250; Fax – 314-801-9269

·    Email: cpr.center@nara.gov
Special Instructions for the Medical Questionnaire:
There are two general categories of Medical Clearance, and you must select which you are applying for, when you fill out the Medical Questionnaire.  The categories are "Field" and "Office-Only" and you must select only one.
"Field" clearance essentially clears you for all types of positions—it includes positions in the field and in office settings and it provides for the most options for deployment.  You should consider that "field" conditions may include work that involves some strenuous activity such as standing for long periods of time, or walking over rough terrain.  It also frequently involves being outside for up to 12 hours at a time, and can include weather extremes of cold, or heat and humidity. QA personnel, construction inspectors, field engineers and many other positions require 'field' clearance.   If you are willing to work in field conditions, and if you feel you are in good physical condition to work in that setting, select "Field".   
"Office-Only" clearance is a more limited clearance.  It means you can only be deployed to positions primarily in indoor office settings.  This somewhat restricts your opportunities for deployment, but you can still be deployed to a variety of office positions.   If you are interested only in indoor office settings, or if your physical condition is such that you could not safely work outside for extended periods of time, then select "Office".
Selection Process:

The RAO office will review your retirement SF-50 and resume, to determine if you are eligible for appointment into the program and if your background and skills could be used in the RAO program.   The Occupational Health physician will review your medical questionnaire to determine if you are able to meet the physical requirements for either field deployment or office-only positions (based on your selection on your medical questionnaire). If both the qualification requirements and medical clearance conditions are met, you will be contacted to make a tentative verbal offer.  The tentative offer will include the position title, grade or pay band, and pay.   If you accept that offer, you will then be given instructions by the servicing Civilian Personnel Advisory Center (CPAC) in Washington DC, to complete the necessary in-processing forms.  
A final offer will be made only after all of the in-processing forms have been received and reviewed by the CPAC.
In-Processing Procedures

The Humphreys Engineer Center Support Activity (HECSA) CPAC in Washington D.C. handles all in-processing and other HR functions for the RAO program.   
Please select the "In-Processing" tab at the left of this webpage for more information and links to in-processing forms.
