
    

 Hiring Process Guidance 

For External Candidates 

Human Resources Office of Diversity and Strategic Staffing 

Operated by Los Alamos National Security, LLC for the U.S. Department of Energy's NNSA 



 

 

  

2 

Agenda 

 Should I Apply? 

 Better-Practice Resumes 

 LANL-Specific Cover Letter Technique 

 Preparing for an Interview 

 How to Apply (navigating the LANL applicant system) 

 Effective Profiles and Use of LinkedIn 
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Before We Begin… 

The hiring process is a comparative process.  In this process you 

will be compared to: 

 The minimum requirements and desired skills noted in the job 

posting 

 The strengths of the other candidates in the applicant pool 

It is possible to be a well-qualified candidate, but not the best 

qualified candidate in the applicant pool. 

Following the guidance set forth in this presentation is not a 

guarantee that your candidacy will result in an interview or 

selection for a position, but it could increase your chances. 
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Should I apply? 

The choice is yours and you should consider the following: 

 Are you truly interested? 

 Can you reasonably respond to all of the minimum requirements 

noted in the job posting with specific examples from your past? 

Many employers—including LANL—will require that you meet all of the 

minimum requirements to be officially considered for the job. 

 Can you reasonably respond to at least some of the desired skills 

noted in the job posting with specific examples from your past? 

Candidates who receive offers not only meet all of the minimum requirements, 

but frequently meet some—if not all—of the desired skills. 

LANL is a Government Contractor and follows OFCCP hiring guidelines; 

candidates not meeting all of the minimum requirements noted in the job 

posting  cannot be considered applicants for the position. 
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Good resumes typically include six key areas 

 Name and contact information 

 Professional summary or 

objective 

 Summary of skills or key 

competencies 

 Work history and experience 

 Education 

 Additional information 

(publications, presentations, 

awards, recognition, etc.) 
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Tailor your resume to the specific opportunity 

 Ensure the professional 

summary or objective sounds 

like the job you are applying for 

 Ensure the summary of skills or 

key competencies match the 

language used in the job posting 

(also assists with key word 

searches) 

 Ensure work experience 

descriptions positively address 

the requirements noted in the job 

posting 

While tailoring your background and experience to sound more like the 

specific opportunity you are applying to is acceptable, never lie or 

intentionally misrepresent yourself. 
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Sell!  Sell!  Sell! 

It’s not only about what you did, but how well you did it. 

Quantify and qualify your results. 

Meh. 

Conducted audits and implemented process improvements 

Wow! 

Conducted audits and implemented process improvements that resulted in a 

$540,000 savings and increased customer service ratings; initiative was 

nominated for a Best Practice Award by the National Quality Society 

Demonstrating positive results with meaningful impact can separate you 

from other candidates with similar backgrounds and experience. 
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Additional Resume Tips 

 Ensure the summary of skills section is to-the-point (think “Executive 
Summary”) and that words match phrases used in the job posting 

 In the work history and experience section use action verbs and keep phrasing 

in the past-tense 

 If the position you are applying for requires “the ability to obtain a clearance,” 

note in your resume if you have/had a clearance and/or are a U.S. Citizen 

(U.S. Citizenship is typically required to obtain a clearance) 

 If applying for a student internship, ensure you include your GPA (GPA is a 

minimum requirement for student internships at LANL:  Undergraduate—3.0; 

Graduate—3.2) 

 Save your resume as a PDF to protect formatting 

 Label your saved resume with your last name, job posting number or job title, 

and “resume” or “cover letter”  

For more resume tips, visit www.lanl.gov/careers/diversity-

inclusion/resume-cover-letter-tips 

   

   

  

    

       

    

      

  

http://www.lanl.gov/careers/diversity-inclusion/resume-cover-letter-tips
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Successfully Applying for a Job at LANL: 

The Importance of a Cover Letter 

 To be considered for a position applicants must apply online (unsolicited 

cover letters and resumes are not accepted) 

 The Laboratory typically uses selection committees with scoring matrixes 

based on the minimum requirements and desired skills noted in the job 

posting 

 To increase their chances of being selected for an interview, candidates 

should include a cover letter that addresses each of the minimum and as 

many of the desired skills as possible individually (i.e. “copy-and-paste” 

and address each requirement with a few bullets or a small paragraph) 

 Cover letters may be longer in length than resume/CV, which is typical and 

expected (LANL-centric practice; may not be advisable for other employers) 
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The LANL Cover Letter includes three key areas 

 Brief introduction. Explain why 

you are interested in the position. 

 Your responses to each of the 

requirements noted in the job 

posting. Requirements are 

copied and pasted from the job 

posting. Responses are a few 

bullets or a small paragraph. 

 Brief closing. Thank the hiring 

official for their consideration 

and request an interview. 



 

   

 

     

  

  

   

  

 

     

     

11Identify common skills, knowledge, and abilities in your 

cover letter responses if requirements are not specifically 

detailed 

Example: 

If the requirement is “Demonstrated management experience,” and you 
have never served in an official capacity as a “Manager,” you might write: 

I have successfully mentored nine students and served as a Project Leader, 

including oversight of budgets and participating in the selection and 

performance management of team members. Additionally, I will be completing 

a Master’s in Business Administration in early May with an emphasis in 
Organizational Development (current GPA is 3.85/4.0). 

Some requirements can be intentionally broad to allow hiring officials the 

flexibility to gauge responses. Always appropriately measure responses to 

requirements.  Never lie or over-exaggerate your experience. 
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If you are selected for an interview, be prepared to: 

 Learn about LANL and the specific hiring organization 
Leverage this information throughout the interview. 

 Talk about previous experiences as they relate to the 

minimum requirements and the desired skills noted in 

the job posting 

Similar to your cover letter, prepare an example from the past that 

demonstrates how you meet each requirement individually. 

 Express why you want the job 
Why is LANL’s mission important to you and how does this 

opportunity fit into your overall career objectives? Avoid 

statements like “I really need a job” or “LANL has excellent 

compensation and benefits.” 



 

    

   

 

                                     

 

 

 
 

13 

If you are selected for an interview, be prepared to: 

 Honestly discuss your strengths and developmental 

needs 
Avoid developmental clichés like “I’m a perfectionist.” Instead, 

transparently discuss your developmental areas and what you’ve 

done to address them. 

 Ask questions related to the job’s duties and 
responsibilities at the end of the interview 

Always begin with something similar to: “Is there anything I haven’t 

answered to your satisfaction that you’d like me to revisit?” 

 Express interest and passion 
Avoid appearing aloof or above the opportunity (this tactic typically 

sinks candidates). 
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HOW TO APPLY 
External Candidates 

For more information: 

http://www.lanl.gov/careers/career-

options/jobs/index.php 

http://www.lanl.gov/careers/career-options/jobs/index.php
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Applying To LANL: WWW.LANL.GOV 



16 

Click “Open Positions” 
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Search for jobs using key words or filters 



 

18 

Click “Apply Now” 
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This is the LANL internal applicant tracking system: 

Click “Apply Now” 



   

    

  

   

  

20 

Register (new) or Login (existing) 

Note: If you are not already registered you will be asked to 

complete a quick profile before you are applied to the 

position. You will also be able to establish preferences 

if you would like to receive information about future 

LANL opportunities. 
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For those who are already registered, attach files and 

complete process 

   



 

     

    

  

      

    

        

    

       

         

   

   

  

 

22 

Apply Help and EEO Reminder 

 How to get help with the LANL online application process 

Send an email to applyhelp@lanl.gov or call 1-505-665-4444 option 1 

 LANL is an Equal Opportunity Employer 

Los Alamos National Laboratory is an equal opportunity employer and supports a diverse and 

inclusive workforce. All employment practices are based on qualification and merit, without 

regards to race, color, national origin, ancestry, religion, age, sex, gender identity, sexual 

orientation or preference, marital status or spousal affiliation, physical or mental disability, 

medical conditions, pregnancy, status as a protected veteran, genetic information, or citizenship 

within the limits imposed by federal laws and regulations. The Laboratory is also committed to 

making our workplace accessible to individuals with disabilities and will provide reasonable 

accommodations, upon request, for individuals to participate in the application and hiring 

process. To request such an accommodation, please send an email to applyhelp@lanl.gov or 

call 1-505-665-4444 option 1. 

mailto:applyhelp@lanl.gov
mailto:applyhelp@lanl.gov
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Your LinkedIn Profile is your brand to build and nurture 

1 Profile Picture 

Include a professional image of yourself 

that would be worthy of a business card. 

Profiles with photos receive a 40% higher 

InMail response rate because people like 

to see who they’re speaking to. 

 Name2

If you add initials, acronyms, or titles to 

your name, other members will have a 

harder time finding you in search results. 


3 Headline 

Instead of simply entering your job title in 

the headline, think about how you can 

creatively explain what you do. 

4 Vanity URL 
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Your vanity URL is a great addition to 

signatures and business cards, and will 

make you more easily found in search 

results. 
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Your LinkedIn Profile is your brand to build and nurture 

5 Summary and Experience 

LinkedIn is not a job board, so your 

profile doesn’t have to read like a 

resume. Use these fields to tell your 

story. Focus on how you can add value, 

and how you’ve brought value to 

organizations you’ve worked with. 

6 Recommendations 

Recommendations on LinkedIn help you 

find new opportunities and reinforce your 

professional identity online.  It’s easy to 

request recommendations from 

colleagues and clients and choose which 

to show on your profile. 


7

Additional Links 

Make it easy for members to continue 

browsing your brand by adding relevant 

links to your profile, such as company’s 

web page and career page. 
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Effective Use of LinkedIn 

For more LinkedIn Learning: 

https://www.linkedin.com/learning/learning-

linkedin-3/welcome?u=104 

 Ensure your profile is complete, including a 

professional-looking photo and engaging summary 

(summary examples at www.linkedinsights.com/3-

stunningly-good-linkedin-profile-summaries ) 

 Include multimedia in your profile (photos, videos, 

presentations, links, etc.) 

 Research and request connections with others 

practicing in your field and/or working with 

companies you are interested in 

 Join LinkedIn groups relevant to your 

interests/industry and share information 

 Join your alma mater’s groups (for sure) 

 “Like” and “Share” information from your current 

employer 

 Give and ask for recommendations and 

endorsements from others 

Remember that LinkedIn is a powerful recruiter’s tool (including a 

recruiting tool used by LANL). Ensure your profile has all the words, 

phrases, and affiliations you would want to be “discovered” for. 

http://www.linkedinsights.com/3-stunningly-good-linkedin-profile-summaries
https://www.linkedin.com/learning/learning-linkedin-3/welcome?u=104
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