
Summary of Comments on hiring_temp.pdf
This page contains no comments



This page contains no comments



This page contains no comments



This page contains no comments



This page contains no comments



Page: 15
Author: Army Management Staff College Subject: Sticky Note Date: 6/30/2011 1:32:17 PM 
Merit System Requirements - 5 USC 2301 (the law) 
Competitive service positions must be filled solely on the basis of merit 
Selections must be made from the best-qualified candidates available 
Selecting officials must be provided a reasonable choice from among highly qualified candidates 
Evaluation and selection be free of discrimination for any non-merit reason 
 
Uniform Guidelines on Employee Selection Procedures (1978) and Court Decisions – Requires that any 
criteria used to evaluate candidates must be job related (AR 690-335-1) 
 
5 CFR, Parts 300 and 335 
(300) Requires a Job Analysis to be performed that identifies basic duties and responsibilities; and identifies 
the knowledge, skills and abilities required to perform the duties and responsibilities.  A Subject Matter 
Expert (SME) is involved in this process.  
(335) Identifies Merit Promotion requirements 
 
AR 690-335-1 The Army regulation (AR 690-335-1) contains rather extensive documentation requirements. 
Army’s candidate evaluation requirements (done by HR specialists) is under review for possible revision. 
http://armypubs.army.mil/epubs/pdf/R690_335_1.pdf
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Competitive Service  
Most Federal Government civilian positions are part of the competitive civil service. To obtain a Federal job, 
you must compete with other applicants in open competition. Some agencies are excluded from the 
competitive civil service procedures. This means that these agencies have their own hiring system which 
establishes the evaluation criteria they use in filling their internal vacancies.  
 
Competitive service jobs are under OPM's jurisdiction and subject to the civil service laws passed by 
Congress to ensure that applicants and employees receive fair and equal treatment in the hiring process. 
These laws give selecting officials broad authority to review more than one applicant source before 
determining the best-qualified candidate based on job-related criteria. A basic principle of Federal 
employment is that all candidates must meet the qualification requirements for the position for which they 
receive an appointment.
 
Author: Army Management Staff College Subject: Sticky Note Date: 6/30/2011 1:32:17 PM 
Excepted Service 
Excepted service agencies set their own qualification requirements and are not subject to the appointment, 
pay, and classification rules in title 5, United States Code. However, they are subject to veterans' preference. 
Some Federal agencies, the Federal Bureau of Investigations (FBI) and the Central Intelligence Agency (CIA) 
have only excepted service positions. In other instances, certain organizations within an agency or even 
specific jobs may be excepted from civil service procedures. Within the Army, excepted positions are 
normally found in the professional sciences and also in the security and intelligence fields.  Positions may be
in the excepted service by law, by executive order, or by action of OPM.
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Career-Conditional Appointment  
The first year of service of an employee who is given a career-conditional appointment is considered a 
probationary period. The probationary period is important as it affords the supervisor an opportunity to 
evaluate the employee's performance and conduct on the job, and to remove the person without undue 
formality, if necessary. A person who is transferred, promoted, demoted, or reassigned before completing 
probation is required to complete the probationary period in the new position. Prior Federal civilian service 
counts toward completion of probation, if it is in the same agency, same line of work, and without a break 
in service. 
 
More information on career and career-conditional appointments, probationary period, tenure, and 
competitive status can be found in Title 5 of the Code of Federal Regulations (CFR), 5 CFR Part 315.  
 
Temporary Appointment 
Temporary and term appointments are used to fill positions when there is not a continuing need for the 
employees' services. Neither type of appointment is a permanent one, so they do not give the employee 
competitive status or reinstatement eligibility.  A temporary appointment is an appointment lasting one 
year or less, with a specific expiration date. It is appropriate when an agency expects there will be no 
permanent need for the employee. An agency may make a temporary appointment to:  fill a short-term 
position that is not expected to last more than one year; or, meet an employment need that is scheduled to 
be terminated within one or two years for reasons such as reorganization, abolishment, or the completion 
of a specific project or peak workload; or, fill positions that involve intermittent (irregular) or seasonal 
(recurring annually) work schedules.   A temporary employee does not serve a probationary period and is 
not eligible for promotion, reassignment, or transfer to other jobs.  
 
Generally, an agency may make a temporary appointment for a specified period not to exceed one year. 
The appointment may be extended up to a maximum of one additional year. Appointments involved with 
intermittent or seasonal work may be extended indefinitely if extensions are made in increments of one year
or less and the employment totals less than six months (1,040 hours) in a service year.  
 
Most vacancies are filled through open competitive examination procedures. However, an agency may give 
a temporary appointment noncompetitively to certain individuals, e.g., a reinstatement eligible, certain 
present and former Peace Corps employees, a 30% disabled veteran, and veterans eligible for a veterans 
recruitment appointment. 
 
Temporary employees are eligible to earn leave and are covered by Social Security and unemployment 
compensation, but do not receive the other fringe benefits provided to career civil service employees. 
Current law allows temporary employees to purchase health insurance after they have one year of 
temporary service, but the employee must pay the full cost with no Government contribution. Employees 
are not eligible for coverage under the Federal Government Life Insurance program or the Federal 
Employees Retirement System.  
 
Term Appointment 
Under term employment, the employing agency hires the term appointee for work of a project or non-
permanent nature and for a limited period of time, lasting for more than one year but not to exceed four 
years. Reasons for making a term appointment may include:  project work; extraordinary workload; 
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scheduled abolishment of a position; reorganization; uncertainty of future funding; contracting out of the 
function.  
 
The employment of a term employee ends automatically on the expiration of their term appointment. The 
first year of service is considered a trial period and the agency may terminate a term employee at any time 
during the trial period.  
 
Most term vacancies are filled through open competitive examination procedures. However, an agency may 
give a term appointment noncompetitively to certain individuals, e.g., reinstatement eligibles, veterans 
eligible for a Veterans' Recruitment Appointment, and 30% disabled veterans.  
 
Term employees are eligible to earn leave and generally have the same benefits as permanent employees 
including health and life insurance, within-grade increases and Federal Employees Retirement System and 
Thrift Savings Plan coverage. 
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Step 1 -- Preparing to Hire 
A position is vacant or newly established and a position description has been validated. 
 
Step 2 -- Recruitment 
Personnel receives permission to announce a position and advertises a vacancy. Candidates qualifications 
are not formally assessed at this stage. 
 
Step 3 -- Screening 
Personnel sort applicants into two groups: ineligible and eligible. Applicants who do not meet basic 
requirements, such as minimum qualifications, are ineligible and thus screened out.  Applicants meeting 
basic requirements are eligible for further consideration. Common assessments used to screen candidates 
include evaluation of training and experience (usually through review of a written application). 
 
Step 4 -- Ranking 
This is the next hurdle in the selection process, in which Personnel makes quality distinctions among the 
eligible candidates. The distinction may be simple sorting (such as assigning candidates into a qualified or 
highly qualified group) or a rank ordering of candidates.  The candidates in the highest group (or the top-
ranked candidates) are then referred to the selecting official. The assessment tool used to make these 
distinction may be the same one used for screening, or it may be different. Common assessments used to 
rank applicants include ratings of training and experience (such as assigning scores to written descriptions 
of desired knowledge, skills, and abilities), and interviews. 
 
Step 5 -- Selection 
This is the final major hurdle in the selection process.  The selecting official typically assesses some or all of 
the referred candidates through resume reviews and, usually, interviews (frequently supplemented by 
reference checks) and chooses an applicant from among the referred  candidates.
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http://www.opm.gov/hiringtoolkit/docs_508/hiring_timeline_tool.htm
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While dividing up the responsibilities and tasks among a group of employees is an option, there are several 
ramifications to this choice that must be considered.  First, it will likely require more significant oversight on 
your part to ensure that the specific job functions are carried out.  Secondly, these job functions cannot be 
significantly different than what the group of employees currently accomplish, otherwise changes in job 
descriptions may be warranted.  Third, these essential job functions cannot require more of an employees’ 
time and thus be considered “additional duties”, since only “other duties” would be authorized in this 
situation.  If the vacant position is supervisory in nature, it is not prudent or functional to divide major job 
functions. 
 
Oftentimes, supervisors either detail, reassign or temporarily promote another employee into the position. A
detail is a temporary assignment to a set of duties or to a position at the same, lower, or higher grade.  
There is NO change in pay and employees do not need to be qualified to be detailed.  Details may be done 
in 120-day increments up to one year.  Details to higher graded duties may be made without competition 
up to 120 days. 
 
A reassignment is a temporary or permanent assignment to a position at the same grade.  When the 
position has promotion potential to a higher level, competition may be required if the temporary 
reassignment is longer than 120 days.   
 
A temporary assignment to a position at a higher level that results in an increase of pay.  Temporary 
promotions may be made without competition up to 120 days.
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There are several pitfalls that a supervisor can experience while waiting for the hiring process to formally 
begin.  If an interim employee has been detailed/reassigned/temporarily promoted into the position, what 
can often occur is that there is an assumption that the individual can carry on the major duties without any 
training or development opportunities or direct guidance or supervision.  If this is the case, the interim 
employee has truly been set up for failure. 
 
Another common error that occurs during the hire lag time is that interim employees are unofficially 
detailed into the new/vacated position.  It is necessary that whatever formal paperwork involved to detail/
reassign/or temporarily promote has been accomplished, in a timely manner.  The proper paperwork 
protects both you and the organization.  
 
Informing the interim employee that you really want them to get the position permanently or offer to help 
with their resume are just two ways that you can violate federal Merit Systems Principles.  Be clear and up 
front about how your organization goes through the formal hiring process and do so with integrity. 
 
While it is often easy to blame the myriad of functions that occur in the hiring process on OPM, CPAC, 
CPOC and the HR Representative, do your part to ensure that deadlines are met and submissions are 
tracked.  
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Workforce planning is an essential part of the hiring process.  If the position you need to hire for is new, 
then chances are this position is the result of a new requirement or significantly increased mission.  It 
becomes necessary to review your workforce plan and ensure that you have identified this new 
requirement/mission as you look towards the future.  If the position is vacant due to another employee 
leaving, workforce planning becomes even more critical as you identify your immediate succession plan for 
ensuring work coverage.  An effective workforce plan should help you decide whether you will divide up the
responsibilities or officially detail, reassign, or temporarily promote another employee into the position.  
 
Part of the preparation for hiring involves a job analysis. If you are creating a new position, this is an 
extensive step.  A job analysis requires you to review the position description and identify the essential 
functions of the position and submit information to the CPAC specialist.  As part of the workforce planning 
process, it is imperative that you  are familiar with the position descriptions for all of your employees and 
also understand the essential functions of the position you need to recruit for.  This is also a key 
opportunity to have a strategic conversation with the HR specialist.  An example of what information might 
be conveyed in this conversation can be found under the Reference tool. Look for “Strategic Conversation 
Questions” under this lesson. Brian, save the document on the following link to the Reference section for 
this lesson. Give it the name above and be sure to put the revision number/ date next to it.  “http://
www.opm.gov/hiringtoolkit/docs/Strategic_Conversation_Questions.pdf   
 
The Strategic Recruitment Discussion. CHRA Guidance Memorandum No 01-10, establishes the standard 
operating procedures (SOP) for implementation of Standard Recruitment Procedures by the CPAC.  This 
guidance should be reviewed to familiarize the Supervisor with recruitment strategies available and to 
better assist them with the strategic discussion they will have with their servicing CPAC HR Specialist/
Technician. 
 
Additionally,  an effective job analysis can work in tandem with an organization’s future-casting. By 
identifying the duties and responsibilities of various job titles, supervisors can match the needs of their 
organization with the talent of their current and future workforce.
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Minimizing the importance of the workforce plan is one common mistake supervisors make in preparing to 
hire.  Workforce planning can be time consuming, but, if done correctly, can be a significant asset to you in 
managing your resources and forecasting for future needs. 
 
The succession plan is key to effective workforce planning and will help you determine how to ensure how 
the organizational mission(s) will be accomplished. 
 
As a supervisor, it is imperative that you are familiar with the position descriptions and major job duties of 
those individuals you supervise. 
 
The process for finding employees who have the right skills, experiences and competencies is difficult 
enough without having a selecting official who is unsure of the key requirements.  This lack of information 
normally leads supervisors to wrongly assume that the job analysis will be done solely by the HR specialist.
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(Bullet 1) 
Identifying  required knowledge and skills of the position you want to fill may be the most important task 
because it establishes the foundation for producing a quality referral list.  It is also necessary for the HR 
Specialist in rating and qualifying.  
 
During this process, there are two types of skills to identify, required and desirable skills.  The process of 
identifying “Required” and “Desired” skills is RESUMIX-specific.  Army Civilian Personnel is in the process of 
transitioning from RESUMIX to USA Staffing.  Once the transition is complete, the focus will be on 
identifying Knowledge, Skills, Abilities and/or Competencies (KSACs) and developing the tasks that define 
the job.  This process requires the applicant to answer assessment questions and rating/ranking will be 
based on answers to those questions instead of the number of “Required” and/or “Desired” skills the 
applicant matches and the screening of those applicants who hit those skills.  Currently, required skills are 
those that you have determined the applicants MUST possess in order to be referred for the position.  
These must be brought to the position and are such that they could not be learned readily during the 
normal orientation period.  Desirable skills are those that you determine would make the applicant better 
able to perform the job.  How many required and desired skills should you incorporate?  It depends.  All 
skills listed must be supported by the duties and responsibilities listed in the position description, be 
commensurate with the position, and may not be so restrictive that only Army applicants will possess the 
identified skills.  The skills will be determined through the joint efforts of the selecting official and the CPAC.
 
(Bullet 2) 
At this point you can also determine the recruitment sources area from which applications will be accepted. 
Internal sources consist of current federal employees and can include VEOA, Rainstatements, DoD 
Interchange Agreement Eligibles, Military Spouse, etc. if included in the area of consideration for a Merit 
Promotion announcement.  External sources could be applicants from the general public, former military, 
former federal employees, a spouse of a military member or DoD civilian. Selecting officials have the right 
to select from different recruitment sources (e.g. In-service, Family Members, Transfer, NAF/CIPS 
Interchange, Reinstatement, 30% Disabled Veteran, VRA, or applicants filing under a Delegated Examining 
Authority).  You must indicated the source(s) desired on the recruitment request. As the selecting official, it 
is best to discuss your hiring needs with you HR specialist to determine the best method of filling job 
vacancies. Whatever decision you make regarding recruitment sources must be reasonable and justifiable 
and not be a violation of Merit Systems Principles. 
 
The area of consideration from which applications will be accepted is very similar to the recruitment source, 
but is sometimes much more specific. The agency may designate whatever area of consideration it 
considers appropriate. A candidate who is outside the area of consideration will not be considered.  
 
For example, if the area of consideration is All US Citizens—then all US Citizens are eligible to apply.  If the 
area of consideration is all US Citizens in the local commuting area—then only US Citizens within the 
particular commuting area would be considered.  If the area of consideration is Status Applicants only, then 
only current Federal employees may apply.  Always keep in mind that whatever recruitment source/area of 
consideration is used, it must be both reasonable and justifiable and not violate any of the Merit Systems 
Principles. 
 
(Bullet 3) 
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As part of the area of consideration, it is possible to incorporate a “by name request” as part of the hiring 
action.  This special request normally occurs when a supervisor is interested in having an individual, or 
individuals referred for consideration on the referral list.  A "by name request" does not automatically 
guarantee that a person will automatically be on the referral list, it is simply a way for the selection official to
ask CPAC to identify whether a person is qualified for the position.  Additionally, it does not give a person 
any special or extra priority, as this would indicate a violation of Merit Systems Principles and appear like 
"pre-selection".  A name request cannot give someone eligibility for consideration where they don't already 
have it.  For example, if a supervisor was interested to see if a particular external source person (without 
priority) qualified for an administrative position, they could submit a "by name request".  However, if there 
were other veterans or other priority candidates who were also rated highly qualified, then, chances are, the 
person whose name you requested, would likely not be able to be hired. 
 
(Bullet 4) 
How long should the position you are hiring for be advertised?  Generally organizations request 
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Some common mistakes supervisors make during the first two tasks in the hiring process include not 
understanding how the key skills and competencies identified by the supervisor during the job analysis 
directly impact how applications are rated and candidates are qualified.  This has significant implications for 
the rest of the hiring process.  
 
Supervisors sometimes open a recruiting announcement to all sources, worldwide, and yet have no 
intention of paying relocation costs or other means of actually hiring someone outside of the area.  
Similarly, selecting officials may limit the area of consideration so severely that it is unlikely that the pool of 
qualified applicants will be sufficient. 
 
A “by name request” only guarantees that the person’s application will be reviewed, not that they will be 
automatically qualified.  Supervisors are in violation of specific Merit Systems Principles and confidentiality if
they inform the applicant that they submitted their name for consideration and the supervisor is confident 
that the applicant will be selected.  
 
Not being familiar with the multiple electronic tools available to supervisors is another common mistake 
supervisors make.  The OPM website is a wealth of knowledge on how to effectively hire federal workers 
and CPOL and FASCLASS have specific information designed to help both experienced and less-experienced
supervisors.  The CPOL website contains guidance and information on all areas of Army Civilian Personnel 
Management as well as articles that provide specific advice on a variety of personnel management 
responsibilities.  Fully-Automated System for Classification (FASCLASS) is a web-based position classification
records system.  The application automates position descriptions (PDs) and provides a searchable 
automated master file of them.  Over 163,640 PD’s are currently available in FASCLASS. 
 
Keeping the lines of communication open with the CPAC and HR representatives is integral throughout the 
hiring process.
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First, it is essential that you work closely with your HR advisor to review the announcement before it is 
publicized.  Pay close attention to ensuring that the length of time the position is advertised is correct, as 
well as recruitment sources/area(s) of consideration.  More importantly, ensure that there are no errors in 
the key knowledge and skill areas contained in the body of the announcement. 
 
In Task 1, you initiated the job analysis.  The job analysis requires you to review the position description and 
identify the essential functions of the position and submit information to the CPAC specialist.  Using this job
analysis and these essential functions, you need to select the critical skills that will be used to help 
differentiate between candidates.  How many critical skills should you identify?  Your CPAC representative is 
there to advise you through this step.  Most would recommend that you identify as many as needed to 
define the job, but not too many as to eliminate the majority of candidates.  Generally, you will be asked to 
provide 4-10 skills.  Remember, these skills should align with the job description, and are used to help 
match the needs of the organization with the talent of the current and future workforce.  Again, the skills 
selection process is RESUMIX-specific and once the transition to USA Staffing has been made, the process 
will change to incorporate task statements that define the job and assessment questions that the applicants 
will answer for rating/ranking purposes. 
 
Regularly monitoring the status of the RPA in DCPDS is also important in order to minimize any delay that 
could arise in the hiring process.  RPAs are monitored on the CPOL Portal under RPA Tracker and/or Inbox 
Statistics.  Supervisors cannot monitor actions in DCPDS unless they are actions directly in their specific 
inbox. 
 
You should give careful consideration to developing a plan for employee selection including identifying 
members of the selection panel, how you will go about screening candidates on a referral list and if and 
how you go about the interview process: 
Identify the number of individuals on the screening panel 
Select panel members with a range of experience and background to maximize fairness  
Appoint a panel ‘chair’ or someone to lead the group through the process.  If the selecting official/
supervisor is also the panel chair, consider the impact on the group’s subjectivity.  If the selecting official/
supervisor removes themselves from the process, the subjectivity is increased, but then a ‘disinterested’ 3rd 
party is making the decision, minimizing the input of the person who is likely most impacted by the hiring 
decision. 
Using the identified essential functions and duties of the position along with key skills and competencies, 
prioritize a matrix to screen candidates for interviewing.  Some organizations require a standardized matrix, 
so check with your HR representative for more information.  Your HR representative can also advise you on 
screening methods that have been validated and approved through legal channels.
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In order to submit an RPA, the selecting official must have a managers account on Defense Civilian 
Personnel Data System (DCPDS).  Training on this system is offered regularly and can help to build 
proficiency and cut down on processing time for recruitment actions. 
 
The selecting official will normally be sent the Job Announcement through the HR channels before it is 
publicized.  A thorough review is needed to ensure that there are no errors or omissions. 
 
After an RPA for recruitment is submitted, regular monitoring of the action is required. 
 
A common error supervisors make is that while waiting for the referral list, they hesitate to begin the plan 
for interviewing and selection.  Significant thought and effort should be taken in identifying the selection 
panel, compiling a screening matrix and planning for the interview process.
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The CPAC representative can help supervisors make informed decisions on recruitment strategies, and 
which method will be most efficient and effective for their organization.  Additionally, they can assist in 
identifying staffing requirements and needs.  They are a supervisor’s resource to assist in strategic planning 
and staffing the organization. 
 
The organization’s human resource specialist also works closely with managers to identify staffing 
requirements and needs.  Sometimes they are the ‘go-between’ in providing HR guidance for the selecting 
official and the CPAC.   The specific roles these individuals play is determined by organizational policy and 
local procedures. 
 
Keeping supervisors informed on a variety of recruitment incentives that may be available in hiring (e.g. 
relocation and recruitment bonuses, re-payment of student loans) is another important role filled by the 
CPAC representative. 
 
The CPAC representative can also advise on employee compensation programs, even though most external 
and internal placement actions will follow standard paysetting procedures.  There are a few flexibilities, 
however,  such as offering advanced in-hire rates if the selectee meets the requirements. 
   
Particularly during periods of significant organizational change (BRAC, RIF), your CPAC representative can 
also outline plans for shaping the workforce.
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Work closely with supervisor to ensure announcement contains appropriate specialized knowledge to 
provide a quality referral list. 
 
Ensure the AOC is sufficiently broad enough to provide a reasonable candidate pool.  Post job ad. 
 
Clear priority placement programs on all recruitment actions. 
 
Initiate resume search.  Receive and track self-nominations from applicants electronically (RESUMIX, 
USAJobs). 
 
Review candidates for qualifications prior to generating a referral list. 
 
E-mail referral list with resumes to supervisor/selecting official.  
 
Ensure regulatory compliance in all areas (PPP clearance, rule of 3, etc).  The selecting official is held 
accountable for the selection, but the CPAC ensures the selection is legal. 
 
Process selection and complete data on the RPA . 
 
Forwards RPA for completion of all remaining DCPDS data elements.
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(Bullet 1) 
 
If there is no Priority Placement candidate who is eligible for the position, you will receive the listing of 
referrals containing the “best” qualified candidates.   
 
 
 
A referral list or “certificate of eligibles” as it is sometimes called is a list of eligible candidates provided to 
the selection official from which they may make a selection.  This listing  is developed based on the number 
of individuals who have applied for the vacancy and who have been evaluated based upon the required and
desirable skills you identified back in Tasks 2 and 5.  These required and desirable skills are used to 
distinguish those individuals who meet the basic requirements for the position from those who are more 
highly qualified. 
 
 
 
How many referral lists will I receive?  It depends upon the type of eligible candidates who have applied for 
the position.  In filling competitive service jobs, there are generally three types of eligible candidates: 
 
 
 
1) A competitive list of eligibles.  This list consists of applicants who have applied and met the qualification 
requirements for a specific vacancy announcement. It is the most common method of entry for new 
employees. 
 
2) A list of eligibles who have civil service status consist of applicants who are eligible for noncompetitive 
movement within the competitive service because they either now are or were serving under career-type 
appointments in the competitive service. These individuals are selected under agency merit promotion 
procedures and can receive an appointment by promotion, reassignment, transfer, or reinstatement.   
 
3) A list of eligibles that qualify for a special noncompetitive appointing authority established by law or 
executive order. Examples of special noncompetitive appointing authorities include the Veterans' 
Recruitment Appointment (VRA) and Peace Corps. 
 
 
 
(Bullet 2) 
 
As you review the information received from the CPAC, you might find multiple referral lists, depending 
upon the status of the candidates who have been identified as best qualified and a candidate’s name may 
appear on more than one of these lists.  It is critical that you understand the different categories of 
eligibility in hiring. Work closely with your CPAC representative to clarify how these priorities affect the 
hiring eligibility of the candidates on the referral list. 
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How many names will normally appear on a referral list?  It depends. There are no averages to speak of - 
each announcement produces different results.  Ideally, you want enough candidates to actually make an 
informed choice but not so many to cause a significant delay in the process.   
 
 
 
(Bullet 3) 
 
Oftentimes you can impact the number of candidates on the referral list.  Because candidates are rated 
based upon those critical skills you have identified, if you choose many required and desirable skills, you 
could severely limit the number of eligible candidates.  Conversely, if you indicate only a few required skills, 
you could end up with a referral list with more than 100 eligible candidates.  Neither situation is desirable.  
Again, the ‘required’ and ‘desired’ skills are RESUMIX specific and will change as USA Staffing is 
implemented.  Once this change is made, it will be equally as important to ensure that task statements are 
valid so that there is not a mismatched list of candidates sent on the referral list.  
 
 
 
Working with your CPAC representative, identify required skills as well as desirable skills, but also indicate 
how many of the desirable skills you want to be matched in order for someone to reach the referral list.  
This way, you can target the required skills as well as those skills that would be beneficial, without overly 
limiting the pool of candidates.  Since the size of the candidate pool is unknown, you can realistically receive
a referral list of candidates that meet most of the required and desirable skills (e.g. 10 out of 10 required, 
and 8 out of 10 desirable) if the pool happens to be very large.  If the pool is very small, then perhaps the 
candidates meet only some of the desirable skills (e.g. 3 out of 10).  By identifying this information with your
CPAC representative, and working closely with them, you can ensure that you receive a referral list that 
contains enough candidates in order to fulfill your role as a selecting official.  
 
 
 
Is everyone on a referral list eligible to be selected?  It depends upon the various priorities that are 
mandated by law and held by certain candidates based upon their status.  The following slides identify the 
numerous sources of external hires as well as the most common priorities (veteran’s preference).  If you are 
unsure about the priorities, contact your CPAC representative for clarification.
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Reinstatement Eligible—refers to individuals who have previously been employed by the federal 
government and may be non-competitively placed in positions at grades equal to or lower than previously 
held.  
Reemployed Annuitants—individuals who have retired from the federal government either through the Civil
Service Retirement System (CSRS)or Federal Employees Retirement System (FERS) may be employed in any 
position for which they are qualified.  A non-disability annuitant will continue to receive their full retirement 
annuity and salary during re-employment.  
 
Veteran’s Employment Opportunity Act (VEOA)—Established in 1998, it allows eligible veterans to compete 
for vacancies under merit promotion procedures when an agency accepts applications from outside the 
Department of Defense (DoD).   
   
Veterans Recruitment Appointment (VRA)—Special authority where agencies can appoint an eligible 
veteran in an excepted position without competition.  The candidate does not have to be on the referral list,
but must meet the basic qualification requirements for the position.  See next section on Veteran’s 
Preference for more specific information. 
 
30% Compensable Disabled Veterans—Veterans who have a current notice of a service connected 
compensable disability of 30% or more from the Veteran’s Administration may be appointed at any level 
and without competition.  See next section on Veteran’s Preference for more information. 
 
Operation Warfighter—Aligns wounded warriors to internship opportunities at federal agencies.  The 
program provides participating servicemembers with meaningful activity and offers a formal means of 
transition to return to duty or enter the civilian workforce. 
 
Military Spouse Non-Competitive Hiring Authority/Preference—A military spouse may be noncompetitively 
appointed to a temporary, term, or permanent position providing they meet certain eligibility criteria.  
Eligibility is limited to a maximum of 2 years from the date of documented eligibility.  Other criteria may be 
required, to learn more, go to: http://www.chra.army.mil/Talent_Acquisition/Military_Spouse/
military_spouse.htm#non-competitive   or see the FAQ sheet here: http://www.chra.army.mil/
Military_Spouse_HR_Information/MS%20FAQs.pdf;  
 
Delegated Examining or OPM Certificates—allows you to fill temporary, term or permanent vacancies with 
candidates who are non-Federal or not appointable under any other method.  Candidates are certified in 
order or by category of qualification (highly vs. qualified), with veterans preference in place. Contact your 
HR specialist for specifics on this special hiring authority. 
 
Direct Hire Authority (DHA)—When there is a severe shortage of candidates or a critical hiring need, OPM 
may approve specific direct hire authorities for filling temporary, term or permanent positions.  Using a 
direct hire authority expedites the recruitment process by enabling a job offer to be made to a qualified 
candidate at a recruitment event, such as a job fair, as long as there is an open vacancy announcement and 
there are no candidates under a mandatory placement program. 
 
Expedited Hiring Authority (EHA)—Differs from Direct Hire Authority (DHA) in that candidates need to meet 
Highly Qualifying Criteria (which is not the case in DHA) and is meant only for critical acquisition category 
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positions.  This is an external hiring source separate from DHA and currently is available through FY 2012.  
 
Transfers from other Agencies—agreements exist between agencies to allow employees to move from the 
excepted service to the competitive service.  Some examples of these interchange agreements are with DoD
Non-Appropriated Fund, Defense Civilian Intelligence Personnel System (DCIPS),  Department of Homeland 
Security, Transportation and Security Administration, Federal Aviation Administration, and Nuclear 
Regulatory Commission. 
Non-citizen—With OPM approval, agencies are permitted to hire non-citizens when there are no qualified 
citizens available. A non-citizen hired in the absence of qualified citizens may only be given an excepted 
appointment, and does not acquire competitive civil service status. He or she may not be promoted or 
reassigned to another position in the competitive service, except in situations where a qualified citizen is not
available. The non-citizen may be hired only if permitted by the appropriations act and the immigration law.
Some types of positions (for example, lawyers and chaplains) are exempt from competitive civil service 
hiring requirements. An agency may hire a qualified non-citizen in the excepted service or Senior Executive 
Service, if it is permitted to do so by the annual appropriations act and the immigration law and the 
agency's specific laws and internal policies.  
Volunteers—Certain returned Peace Corps Volunteers and AmeriCorps Volunteers In Service To America 
(VISTA) are awarded one year of non-competitive eligibility for Federal employment. This eligibility can be 
extended for 2 more years for 
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(Bullet 1) 
 
One of the most common external hire priorities is designed for veterans.  In fact, over _____% of current 
federal employees were hired under Veteran’s Preference. Therefore, it is critical that the selection official 
(supervisor) understand how this priority category works and it’s impact on hiring. 
 
 
 
(Bullet 2) 
 
These veteran’s hiring initiatives include: 
 
 
 
Veteran’s Employment Opportunity Act (VEOA)—When an agency accepts applications from outside the 
Department of Defense, the Veterans' Employment Opportunity Act of 1998 (VEOA) allows eligible veterans 
to compete for these vacancies under merit promotion procedures. Veterans who are selected may be 
appointed at any level and are given career or career conditional appointments in the competitive service.  
 
 
 
Veterans Recruitment Appointment (VRA)—applies to all disabled veterans, veterans who served during a 
war or campaign, veterans who were on active duty serving in an operation where the Armed Forces Service
Medal was awarded, or recently separated (within 3 years of an honorable discharge).  THE VRA gives an 
agency authority to appoint a veteran for a job without competition, with a conversion to career-conditional
in competitive service after two years.  VRA authority can be used to fill white collar positions up through 
GS-11 and equivalent jobs under other pay systems. 
 
 
 
30% Compensable Disabled Veterans—Veterans who have a current notice of a service connected 
compensable disability of 30% or more from the Veteran’s Administration may be appointed at any level 
and without competition. The disabled veteran is appointed to a temporary position lasting longer than 60 
days or to a term position. The employee may then be converted without competition to a career or career 
conditional appointment at any time during their temporary or term appointment.  
 
 
 
Operation Warfighter (OPW)—Aligns wounded warriors with internship opportunities at federal agencies.  
The program provides participating servicemembers with meaningful activity and offers a formal means of 
transition to return to duty or enter the civilian workforce.  Service members augment their employment 
readiness by building their resumes, exploring employment interests, developing job skills, benefiting from 
both formal and on-the-job training opportunities, and gaining valuable federal government work 
experience that will prepare them for the future.   OPW demonstrates to participants that skills obtained in 
the military are valued and transferable into civilian employment or enables Service members who will 
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return to duty to maintain their skills and provides the opportunity for additional training and experience 
that can subsequently benefit the military.  The program is open to recovering Service members in Military 
Treatment Facilities or enrolled in any of the Military Services’ wounded warrior programs. Service members’
medical conditions must be conducive to participation. 
 
 
 
(Bullet 3) 
 
What is the purpose of these programs?   
 
 
 
Congress enacted laws to prevent veterans seeking Federal employment from being penalized because of 
time spent in military service, in recognition of the sacrifices made through their service. 
 
 
 
The goal of the Veteran's Preference is not to the place a veteran in every vacant Federal job. However, 
preference does provide a uniform method by which special consideration is given to qualified veterans 
seeking Federal employment.
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(Bullet 1) 
Special consideration in hiring veterans primarily for vacancies filled from outside Federal service 
 
Based upon periods of military service or service connected disability 
 
(Bullet 2) 
New appointments from OPM / DEU lists 
Permanent 
Terms 
Temporary 
Some VRA appointments 
Most excepted service appointments 
 
(Bullet 3) 
Merit promotion, VEOA, Reinstatement, Transfer, Employment of Family Members, Direct Hire Authority
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(Bullet 1) 
Keep in mind that there are limits to applying veterans preference in hiring.  Military retirees at the rank of 
major, lieutenant commander, or higher are not eligible for preference unless they are disabled veterans 
and National Guard and Reservists on active duty for training purposes do not meet the qualification 
standards unless they are disabled veterans.  
 
(Bullet 2) 
As applications are received, all applicants who meet the basic qualification requirements are ranked by 
being assigned to an appropriate quality category (highly qualified and qualified or highly qualified, well-
qualified and qualified) based upon their skills, experience and competencies. Candidates who meet the 
criteria for veterans preference are designated by special codes (i.e.  CPS, CP, XP, and TP) on the referral list 
and are placed above non-preference eligibles within their respective quality category. 
 
Qualified preference eligibles with a compensable service-connected disability of 30% or more (CPS) and 
those with a compensable service-connected disability of more than 10% but less than 30% (CP) are plated 
at the top of the highest quality category (except for scientific or professional positions at the GS-9 level or 
higher). 
 
Contact your HR representative for clarification on how veterans preference points are assessed. 
 
(Bullet 3) 
When receiving a referral list of external recruitment sources, candidates are coded and referred in veterans 
preference order. This order of referral often restricts the supervisor's ability to select. Normally, veterans 
preference eligibles listed above non-preference eligibles on a referral list must be selected before any non-
preference eligibles can be selected.  For example, if you received a referral list with three highly qualified  
candidates coded CPS or CP, but were interested in hiring the qualified candidate with lesser preference 
(XP), it is highly unlikely you would be able to hire candidate with the lesser preference.
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If you have excessively limited the number of critical skills and competencies you submitted the RPA for 
recruitment, you may discover that the referral list you receive has either very few or significantly too many 
candidates who possess those skills.  Coordination and communicating your expectations and delineating a 
skill cut-off line are essential in working with your CPAC advisor.  Again, the use of these skills is RESUMIX-
specific.  USA Staffing will be completely implemented in FY 2012.  Once fully transitioned, the way of 
RESUMIX will be obsolete. 
 
Another all too common mistake selecting officials make is that they are unfamiliar with the specifics of 
Veterans Preference and believe they must hire a 30% compensable veteran over an internal candidate or 
purposely try and work the critical skills and competencies to ensure a veteran cannot meet the position 
qualifications.  
 
There are numerous special programs and hiring authorities that all too often, selecting officials are 
completely unaware.  These programs and authorities can increase the available pool of candidates and are 
designed to assist organizations who may have difficulty hiring individuals with particular competencies and
experiences.  Oftentimes using these special hiring authorities can significantly decrease the amount of time
it takes to bring an employee into the organization.
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Bullet 1 
Now that you have reviewed the referral list(s) and understand how the candidate qualifications and 
priorities work, it’s time to begin the important work of what was started in Task 5—implementing your plan
for employee selection.  In the initial plan, you should have: 
Identified the number of individuals on the screening panel 
Selected panel members with a range of experience and background to maximize fairness 
Appointed a panel ‘chair’ or someone to lead the group through the process 
Using the identified essential functions and duties of the position along with key skills and competencies, 
developed a matrix to screen candidates or plan to use a standard matrix (when required by your 
organization) 
 
Bullet 2 
Once identified, be sure to gather the screening panel together,  review rules of confidentiality , and discuss 
how the process will evolve through employee selection as well as an approximate timeline. Capture any 
group rules or notes that are discussed at this meeting to ‘set the stage’ and ensure that proper 
documentation is made of group decisions and processes.  Ensure all panel members understand the 
candidate screening matrix and its intent and purpose. 
 
How you maintain the confidentiality of the process, the panel and individual candidates is particularly 
critical.   Each panel member should sign a non-disclosure statement and this documentation should be 
kept with the other notes and paperwork the panel receives.  Some experts recommend that candidate 
names and other personal information be hidden (or marked out) on the individual applications/resumes in 
order to prevent bias or discrimination during the screening process.  As the selecting official, you must 
ensure confidentiality throughout the hiring process and establishing these expectations with the selection 
panel can help ensure that the process is fair and equitable. 
 
Bullet 3 
After the initial meeting of the panel, release the referral list(s) and resumes to the panel members and 
establish a reasonable deadline for completion of the screening matrix and schedule a follow-up meeting to
discuss the next steps.
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(Bullet 1) 
The process of candidate screening is a combination of individual deliberation, group discussion, and group
decision. This is a qualitative, not a quantitative, process whose objectivity is ensured by the measurement 
of individuals against agreed upon standards.  It is important that everyone has a good understanding of 
each of these standards or criteria before proceeding on to the next step. 
 
(Bullet 2) 
In reviewing the candidate screening matrix, there are key factors established in order to make a 
comparison between the experiences and competencies of each of the candidates. Each individual on the 
panel will measure each of the applicants against these key factors and assign a number to them based on 
their analysis of the information provided on the candidates’ resume. These key factors may be weighted to 
account for their importance, however the actual determination of the total score for each individual should 
not be determined until the end of the independent review of all the resumes. 
 
(Bullet 3) 
How does the scoring process work?  There are not set standards, but many selection panels use a 1-5 scale
for scoring each factor.  This type of scale is generally determined based on ease of use.  Also, it is relatively 
simple to identify anchor points that describe the factor, in this case, at the midpoint (3) as well as on the 
outer ends of (1) or (5).  The anchor points are guides that set the standard to show what the factors look 
like at the various levels (i.e. on a 5 point scale, 1 through 5).   Anchor points help to standardize the scoring
criteria. 
 
(Bullet 4) 
Sometimes selection panels are tempted to forego the independent scoring process in favor of conducting 
the scoring together as a group.  By individually evaluating the resumes, you reduce the potential for bias 
and influence from other panel members.  This is a critical step in ensuring the fairness of the process. 
 
Once the individual review is complete and the overall scoring has occurred, the panel members gather to 
come to a consensus on the overall ranking to determine the top scoring candidates from the lower scoring
candidates.  Depending upon the number of candidates who placed in the top of the scoring matrix, the 
group will determine the next steps for candidate selection.  Often this means that the panel takes the top 
10% of the ranking candidates and moves forward to the interview process.  If interviews are not going to 
be conducted, the panel would determine the next steps in identifying the first, second, and third choice for 
selection.  
 
What cut-off score should be used to determine higher vs. lower scoring candidates?  It depends. If a 
substantial gap exists between the higher and lower scoring candidates, then it seems reasonable to 
establish the cut-off point in that gap.  If there isn’t a distinct gap in the top vs. bottom scores, the panel 
should come to a consensus on where to establish the cut-off point. 
 
(Bullet 5) 
While interviewing is not a requirement in the hiring process, within the federal government, it is a common
step that when done correctly, has been shown to be beneficial to effective hiring. 
 
(Bullet 6) 
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During the candidate screening process, it is particularly important to establish and maintain confidentiality 
as the panel reviews and scores the candidate resumes.  There is significant risk to confidentiality as 
candidate resume packets are released to panel members and it is imperative that as the selecting official, 
you are vigilant in guarding the information of the eligible candidates and the members of the panel.  See 
the link for some tips on helping maintain confidentiality during this period of the hiring process. 
 
(Bullet 7) 
Sometimes, directorates within the same organization share referral lists when the position warrants, and to 
expedite the process (i.e. clerical position list).  If this is done, it is important to insure that valid 
competencies are addressed by each directorate/branch within the organization to insure proper candidate 
selection is made in each area.  Any directorate/branch sharing the referral lists should have a 
representative on the interview panel.
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Why is it necessary to train the members of the interview panel? 
 
A key element in a structured interview is ensuring the panel members are trained. Training is needed to 
ensure that the panel members involved in developing and conducting structured interviews understand 
and know how to best go about the interview process.  Interviewing is neither intuitive nor easy. In fact, it 
has been characterized as “uniquely difficult among managerial tasks” (Cascio, 1998).  The interviewer must 
ask questions, be attentive to verbal and nonverbal cues, interpret and record a great deal of information, 
“sell” the job and the organization, and accurately rate the candidate’s responses—often in the space of one
hour or less.  An untrained interviewer will be hard-pressed to do all these things well. 
 
There is significant work involved in conducting effective interviews.  An interviewer must ask questions, be 
attentive to verbal and nonverbal cues, interpret and record a great deal of information, “sell” the job and 
the organization, and accurately rate the candidate’s responses—often in the space of one hour or less.  An 
untrained interviewer will be hard-pressed to do all these things well. 
 
The training does not have to be long and extensive, but should cover the essential elements.  Panel 
members should be briefed on potential pitfalls, such as relying on first impressions and the “halo 
effect” (allowing the candidate's performance in one competency to influence ratings in another 
competency).  Panel member training should involve receiving practical advice, covering topics such as 
putting the candidate at ease, asking follow-up questions, dealing with candidates with apparent 
disabilities, and managing their own “body language.”
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Job-related questions (most likely extracted through the job analysis process) are key to effective 
interviewing.  A job analysis can also identify characteristics that distinguish excellent from average 
employees and can be an excellent way of avoiding any inappropriate questions. 
 
Effective questions are usually open-ended and behavioral so that they will elicit useful responses.  
Behavioral questions are questions that ask candidates to describe behaviors—responses, actions, and 
accomplishments in actual situations.  For example, a member of the interview panel could ask, “Tell us 
about a time when you had to take charge and get the job done or resolve a difficult situation.  What did 
you do?”  See more information on effective interview questions in the following pages. 
 
While it may seem mechanical to ask each candidate the same questions, using a standardized set of 
questions helps ensure that candidates are treated fairly  and that the information provided is comparable.  
This does not mean that interviewers may never ask tailored (candidate-specific) or clarifying questions to 
develop more information about an individual candidate’s qualifications.  The goal is to eliminate variation 
in the questions in order that the interviewer does not skip questions, or rephrase them based on 
potentially inaccurate assumptions of the candidate’s level of knowledge, listening comprehension, or 
competence. 
 
A rating scale provides a guide for evaluating candidates’ responses.  In interviewing, scales help to quantify
levels and each level should be accompanied by examples of behavior and accomplishments that are 
representative of the level.  These are called rating ‘anchors’ because they help describe what the level looks
like.  A predetermined standard guards against the tendency to evaluate candidates based on impressions 
or against each other.  Detailed rating scales promote objectivity and consistency and provide interviewers 
with the ability to distinguish between acceptable or excellent candidate responses to interview questions. 
 
Using a multi-person panel to conduct interviews is more beneficial than individual interviewing because it 
allows the interviewers to capture information that a single interviewer might miss or overlook.  Additional 
interviewers can bring a different and valuable perspective to the rating process and bring greater 
demographic diversity to the interview.  
 
Taking notes helps the interviewers capture and recall the content of the interview and rate the candidate’s 
responses more accurately.  Without notes, the interviewer may selectively recall the candidate’s strengths 
and weaknesses or be unable to recall the candidate’s specific responses at all.  Notes also create an 
important paper trail that is useful if the interview process has to be reconstructed or an employment 
decision has to be formally defended.
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(Bullet 1) 
 
Closed-ended questions are good for transitioning, breaking the ice, getting  an applicant started when 
they are unable to formulate an answer to a more complex open-ended type question.  Closed-ended 
questions are the type that can be answered with “yes”, “no”, or a nod or similar gesture.  These type 
questions begin with could, would, have, are, will, can, did, etc.  Example: Did you experience any difficulty 
finding our office?  
 
 
 
Open-ended questions require the respondent to provide information.  These type questions begins with 
how, when, where, who, what, why, where, etc.  Example:  How did you hear about this job? 
 
 
 
(Bullet 2) 
 
Effective interview questions are based upon identifying candidate behaviors that are indicative of job 
performance in specific competency areas.  These questions are designed based on the premise that past 
actions are the best indicators of future behavior. 
 
 
 
When asked behavior-based questions, the applicant is asked to give specific examples of when he/she 
demonstrated particular behaviors or skills.   
 
 
 
 • General answers about behavior are NOT what the employer is looking for.  The applicant is 
expected to describe in detail a particular event, project, or experience and how he/she dealt with the 
situation, and what the outcome was. 
 
 
 
 • Behavior-based questions go beyond whether an applicant can do the job.  It endeavors to 
determine whether or not the applicant will do a good job. 
 
 
 
(Bullet 3) 
 
Avoid using common ‘traditional’ interview questions like “what are your strengths and weaknesses?” or 
“why do you want this job? “ as most candidates have often rehearsed their responses to these questions 
and there is little validity to them to the actual performance on the job.  These types of questions also can 
open up the doors to interviewer bias and can lead to the perception of disparate or unfair treatment of the
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candidate. 
 
 
 
Here are examples of some behavior-based questions: 
 
Describe a situation in which you were able to use persuasion to successfully convince someone to see 
things your way.  
 
Describe a time when you were faced with a stressful situation that demonstrated your coping skills.  
 
Give me a specific example of a time when you used good judgment and logic in solving a problem.  
 
 
 
(Bullet 4) 
 
Do NOT ask any questions about: Race, Religion, Birthplace, National Origin, Sexual Orientation, or Marital 
Status. NEVER ask:  Do you have a disability or disease (unrelated to job performance)? What is your maiden
name? Have you been married a long time?  Is the name on your application your real name?  What aliases 
do you go by?  How old are you? Have you ever been arrested? Do you belong to any clubs or 
organizations? Who will take care of your children when you travel or work overtime?  How many children 
do you have?  If in doubt, do NOT use the question. 
 
 
 
(Bullet 5) 
 
Also, verify interview questions with your Human Resources representative.    
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While the interview is structured, it’s also important that there is flexibility among the panel members and 
that this flexibility is conveyed to the applicant. For example, some panel members will take notes, others 
won’t.  Either way, let the applicant know he/she may take notes and that panel members may also take 
notes. 
 
Be flexible – if a point comes up in an applicant’s answer that doesn’t exactly fit the interview design, pursue
the conversation.  The choice of “best fit” is the result of interaction and discussion – don’t limit this because
the applicant’s information isn’t exactly in the interview question zone. 
 
If the applicant asks a question about salary, the answer should quote the salary range listed in the vacancy 
announcement. 
 
Thank the applicant for taking the time to apply and participate in the process. 
 
Summarize the hiring time frame and next steps 
 
Don’t to be too specific as many factors could accelerate or delay the process.
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Inattention to the many factors that comprise confidentiality both with the process, the panel and the 
candidates.  This lack of consideration can have the most significant potential for future grievances and 
lawsuits. 
 
Not seeing the importance/need of conducting interviewer training, when many of the resulting mistakes 
could be prevented through identifying and closing this knowledge gap.  
 
Panel members rate all applicants similarly, so that an ‘averaging’ occurs (e.g. if all applicants interviewed 
received  a 50 on a 100 point scale) that doesn’t distinguish one candidate from another.  If a panel member
flatlines the scores of the candidates, then mathematically, it negates any input of that panel member.  
 
Using a rating scale that is not based on job-related criteria that isn’t relevant, detailed nor descriptive and 
doesn’t supplement the various levels with anchors, resulting in overlapping. Using ‘generic’ rating criteria 
because it saves time, even though it may not incorporate all the key functions of the position 
 
Asking subtle questions that lead an interviewee to eventually respond to illegal questions and then 
incorporating the responses to these questions in the rating matrix. 
 
Using many yes/no, closed-ended questions instead of focusing on behavioral questions. 
 
Helping the applicant answer the question, coaching them for an appropriate response—For example, 
telling the applicant, “We’re looking for someone who can…how do you feel about that?” 
 
Inattention to the applicant priorities and interviewing all the applicants on a referral list.  This sometimes 
occurs because the selecting official goes by the faulty assumption that if you interview one candidate, you 
have to interview them all, resulting in a large amount of wasted time for all the parties involved.
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After panel members have independently rated all candidates, they should compare notes, ratings, and 
supporting observations. Panel members should thoroughly explore the basis for discrepancies in their 
ratings, and then reach a consensus on each candidate. Statements made by the candidate should be 
recorded to support specific ratings. Panelists should record the consensus rating for each candidate on a 
group rating form.  
 
Assessment tools such as interviews are not a substitute for managerial judgment. Selecting officials should 
consider a full range of information when making a selection decision.  Assessment tools cannot measure 
and weigh every relevant factor, (e.g. the skill needs and demographic mix of the employing organization). 
 
Once a selection is made, keep in mind that notes or other documentation for reasons of selection and 
non-selection are important. 
 
Annotate applicable recommendation with job-related reason/s why the applicant was selected as “best 
qualified”. 
 
It is also critical that you specify the first, second, third and other candidates that you recommend in case 
the first choice candidate declines or is no longer available. 
 
Submit the necessary documents to your HR representative. Other individuals within your organization may 
have to approve the hiring action. 
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Bullet 1 
Documentation allows reviewers to clearly follow the thought process used and the decisions made and 
ensure that there was a thorough and systematic analysis that clearly supports the hiring decision. 
 
Bullet 2 
Physical records must be maintained of the following hiring documents: 
 
Certificate of Eligibles (a list of applicants who have been deemed qualified for a position through the 
assessment process, kept IAW Code of Federal Regulations) 
Interview notes (including date, time, place, and length of the interview; name, job title, race, national origin,
and sex of the interviewer; interview questions, scores, and notes for each candidate, training provided to 
the interviewer)  
Other documents (rating tool, selection documents, record of error, Memorandum for Record (MFR)) 
 
Bullet 3 
Documentation of the hiring process is essential to ensure legal and professional guidelines are met.
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Bullet 1 
Identify the key events occurring during selection process 
Ensure PDs are adequate and accurate before submitting an RPA 
 
Bullet 2 
Develop up-front recruitment strategy with CPAC 
Respond to CPAC queries promptly 
Make yourself available to your CPAC Specialist 
 
Bullet 3 
Sound job analysis 
Interviews and reference checks 
 
Bullet 4 
Assemble and train panel while waiting for referral list 
File documentation while CPAC is processing hiring offer
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Questions for HR: 
Talk with your HR Advisor to develop your recruitment strategy. 
Do you need a permanent fill, temporary, or term? 
What are the best sources for recruitment? 
How wide should the area of consideration be? 
Work toward development of a recruitment plan to include anticipated milestones. 
Your HR Specialist needs to be able to reach you for important decisions, and, you need to be able to reach 
your HR Specialist at the CPAC for specific questions you may have.
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Job analysis questions: 
What are the most critical skills, knowledge, and abilities required? 
What kind of specialized KSAs are needed? 
Are there any conditions of employment that should be included in the vacancy announcement (licensing, 
certifications, educational)?
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