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  DEPARTMENT OF THE NAVY  

HUMAN RESOURCES SERVICE CENTER, SOUTHWEST


525 B STREET, SUITE 600


SAN DIEGO, CA  92101-4418

STUDENT EDUCATIONAL EMPLOYMENT PROGRAM

Student Temporary Experience Program (STEP)

The Human Resources Service Center, Southwest (HRSC-SW) provides centralized personnel management services to all Navy and Marine Corps commands and activities located primarily throughout southern and central California.

The STEP provides temporary, paid employment opportunities to students while they complete their education.  Job duties vary and do not have to be related to the student’s academic field of study.  Employment is typically in one-year increments and may be extended as long as the student meets all academic eligibility requirements and maintains acceptable work performance standards; however, extensions are neither promised nor guaranteed.

ELIGIBILITY REQUIREMENTS: 
· U.S. Citizenship (A non-citizen who is lawfully admitted to the United States as a permanent resident or who is otherwise authorized to be employed may be considered for the STEP)  

· Enrolled, or accepted for enrollment, as a degree (or certificate/diploma) seeking student in an accredited high school, technical or vocational school, two- or four-year college/university, or graduate or professional school

· Enrolled for at least a half-time academic course 

WORK SCHEDULE:

· May work full time or part time

· Number of hours a student can work per week are flexible, as long as the work schedule does not interfere with academic requirements

BENEFITS:
· Supplemental income, paid holidays, vacation and sick leave, salary increases, promotional opportunities 

· Gain on-the-job experience in field of study and realistic exposure to career opportunities  

APPLICATION PROCESS:
A typewritten or computer-generated resume is the only acceptable application format.  Address past experience that prepared you for the work for which you wish consideration.  The HRSW-SW Application Kit contains specific information on how to apply and tips to assist you in preparing your resume.  To request a faxed copy of the Application Kit, call 1-800-831-0622 (press option 7 at the main menu, then option 1, and request document 

No. 1050).  You must respond to the questions on the Additional Data Sheet (ADS) provided in the Application Kit when applying for a position with the Department of the Navy.  You must indicate at least one series in which you are interested.  You may submit your resume and ADS via the Department of the Navy’s Resume Builder located at www.donhr.navy.mil (preferred method).  You may also submit your resume via e-mail to wantajob@sw.hroc.navy.mil. Prepare your resume as part of the e-mail message.  E-mail attachments CANNOT be accepted.  If you do not have access to a computer, you may send a typewritten hardcopy resume to: HUMAN RESOURCES SERVICE CENTER, SOUTHWEST, 525 B STREET, SUITE 600, ATTN: CODE 53 – RESUME INTAKE UNIT, SAN DIEGO, CA 92101-4418

More Information:  www.usajobs.opm.gov

HRSC SW general job information telephone:
(619) 615-5598

THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER.

ALL QUALIFIED CANDIDATES WILL RECEIVE CONSIDERATION WITHOUT REGARD TO RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN, AGE, DISABILITY, MARITAL STATUS, POLITICAL AFFILIATION, SEXUAL ORIENTATION, 

OR ANY OTHER NON-MERIT FACTOR. 

TO PROTECT OUR EMPLOYEES AND THE PUBLIC, THE DEPARTMENT OF THE NAVY IS A DRUG-FREE WORKPLACE.
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