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Welcome 

Welcome to the TSA Career Portal User Guide. The TSA Career Portal is a robust, online career 
development system that reflects a strategic approach to talent management by featuring both 
Career Mapping and Leadership Succession Planning components.  

The Career Mapping (CMS) component enables you to view, compare, and create career maps; 
assess and develop your skills and competencies; and create both short- and long-term career 
goals. In addition, the site provides a wide range of resources to support your professional 
development and growth.  

The Leadership Succession Planning (LSP) component is designed to strengthen and retain 
current leaders, while ensuring valuable knowledge is captured and conveyed to future leaders. 
Through this site, you will be able to access to a wide range of leadership tools and resources, 
nominate yourself for talent pools, explore leadership roles, and develop your Executive Core 
Qualifications (ECQs).  

Accessing CMS Functions 

Review the location and function of the main Career Mapping tools: 

 View Career Maps

• Position Descriptions
• Competency Self-Assessment

 Compare Maps
 Create Career Maps
 Activities
 Information

• Mission Critical Career Progressions Overviews
• TSA Competency Dictionary

 Tools

• Career Tool Kit
• Skills Self-Assessment
• TSA Resume Builder
• Leadership Competency Self-Assessment
• LinkedIn Learning
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Accessing LSP Functions 

Review the location and function of the main Leadership Succession Planning tools: 

 Job Success Profiles
 Join a Talent Pool
 Talent Matrix
 Executive Development Plan
 Interview Preparation
 Executive Assessment Tools
 Executive Core Qualifications
 Leadership Resources
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Navigating the CMS 

You can navigate to the main functions of the CMS using the links in the site header, or in the 
center content areas of the CMS Home page: Activities, Information, and Tools.  
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View Career Maps  
Select the View Career Maps on 
the Home page. On the View 
Career Maps page, you will see 
a list of job series within TSA. 
Select a job series to open the 
complete career map for that 
particular series. 

Selecting a position in the career map will display a Position 
Summary of the job duties and responsibilities. Within each 
position summary, there are links to view the full Position 
Description and to open a Competency Self-Assessment for 
that position. 

Position Descriptions 
The position descriptions contain the job 

duties, responsibilities, core competencies, 
technical competencies, critical development 

activities, training, and special conditions 
associated with the position. 
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 Competency Self-
Assessment 
The Competency Self-Assessment 
will enable you to identify your 
level of proficiency in each of the 
competencies required to 
advance to the selected position. 
After submitting your proficiency 
ratings, you can compare your 
rating to the “goal” or 
recommended proficiency rating 
for each of the competencies.  

Compare Maps 
Select the Compare Maps link on 

the home page or from the 
dropdown menu. On the 

Compare Maps page, you will 
need to select a functional area 

and job series to begin comparing 
career maps. Follow the 

instructions on the page to 
compare the career path of the 

selected job series to one that is 
familiar or of interest to you. 

Create Career Map 
Select the Create Career Map link 
on the home page. On the Create 
Career Map page, select a functional 
area, job series, and starting job title 
to view the available options. Select 
one of the options to advance your 
map. As you progress, you can select 
a position a second time to remove 
it from your map.   
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Activities 
Select one of the three self-reflection 
activities found under Activities on the 
home page. These activities are designed 
to help you develop potential for career 
development and set goals.  

Information 
For more valuable career information, 

select one of the links found under 
Information on the home page. 

This guide will highlight two helpful 
resources: Mission Critical Career 

Progression Overviews and the TSA 
Competency Dictionary. 

Mission Critical 
Career Progression 
Overviews 
Select the Mission Critical Career 
Progression Overviews link on the 
home page.  

On the Mission Critical Career Progression 
Overviews page, select one of the four 
functional tasks to view the related career 
progressions. 
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TSA Competency 
Dictionary 
Select the TSA Competency 
Dictionary link on the home 
page. The TSA Competency 
Dictionary lists 
competencies and their 
definitions; each 
competency can be selected 
to view a list of associated 
training resources. 

Tools 
Select one of the resources found under Tools 

on the home page. All these tools, and more, 
can also be found in the Career Tool Kit. 

This guide will highlight all five of these 
valuable tools. 

Career Tool Kit 
Select the Career Tool Kit link on the 
home page. The Career Tool Kit 
contains links to information and 
tools, organized by category. Select a 
category to view the associated 
resources. 
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Skills Self-
Assessment 
Select the Skills Self-
Assessment link from the 
home page or the 
Assessments category in the 
Career Tool Kit. The Skills 
Self-Assessment will enable 
you to identify your level of 
proficiency in each of the 
skills required to advance to the 
selected position. 

TSA Resume Builder 
Select the TSA Resume Builder 
link from the home page or the 
Resumes category in the Career 

Tool Kit. Fill in the requested 
information to build a 

professional competitive resume 
that you can use to apply for 

other positions within the TSA. 

Leadership Competency 
Self-Assessment 
Select the Leadership Competency 
Self-Assessment from the home 
page or the Assessments category 
in the Career Tool Kit. 

Select one of the three leadership 
assessments to help identify your 
strengths and areas to target for 
improvement. 
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LinkedIn Learning 
Select LinkedIn Learning from the 
home page to log into your 
LinkedIn Learning account.   

This feature is not available to all 
users yet. 

Users with LinkedIn Learning 
access will be directed to their 
LinkedIn Learning account. 

Users without access, will be 
prompted to email 
mailto:careermangement@tsa.dhs.gov
to express interest in obtaining 
LinkedIn Learning through TSA. 

mailto:careermangement@tsa.dhs.gov
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Navigating the LSP 

You can navigate to the main functions of the LSP by selecting one of the tabs along the left 
side of the page. Select any of the tabs to quickly access the different resources and functions 
of the LSP. 
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Job Success Profiles 
Select the Job Success Profiles 
link from the list of tabs. Job 
Success Profiles (JSP) provide a 
snapshot of the job overview, 
responsibilities, knowledge, 
skills, and Executive Core 
Qualifications and/or 
competencies required for 
effective performance. 

Find a specific JSP by either 
using the filter or search 
functions, or by selecting from 
the list. 

Join a Talent Pool 
Select the Join a Talent Pool 

link from the list of tabs. Read 
the information provided 

pertaining to Talent Pools and 
how you can join one. 

Complete the Talent Pool 
Applicant Profile and click the 

link to email your completed 
form to the Executive 

Resources Division (ERD). 



User Guide 

TSA | October 2022 13 | P a g e  

Talent Matrix 
Select the Talent Matrix link 
from the list of tabs. Use this 
Talent Matrix to help develop 
your Executive Development 
Plan (EDP). 

Determine where you fall in 
this matrix by selecting each 
box and reading what this 
level of performance and 
potential looks like. 

Executive 
Development Plan 

Select the Executive Development 
Plan link from the list of tabs. Read 
up on the best practices for writing 

your Executive Development Plan 
(EDP). 

Download the SES EDP Template to 
complete your EDP. Consult the 

accompanying guide and sample 
SES EDP for additional help. 
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 Interview Preparation 
Select the Preparing for 
Interviews link from the list of 
tabs. Review various preparation 
resources for three different 
types of interviews: Traditional 
Job, Stay, and Transition. 

Executive Assessment 
Tools 

Select the Executive Assessment 
Tools link from the list of tabs. 

Select one of two assessments to 
use as a foundation for your 

development as an executive. 

You can use the results of these 
self-assessments to help develop 

your EDP. 
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Executive Core 
Qualifications 
Select the Executive Core 
Qualifications link from the 
list of tabs. Read up on the 
five Executive Core 
Qualifications (ECQ) and 
consult the various guides and 
resources to develop your 
ECQs. 

Leadership Resources 
Select the Leadership Resources 
link from the list of tabs. Review 

the DHS Leader Development 
Program, Executive Development 

Programs, and additional resources 
to see how they can help you 

develop as a leader. 
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