        LESSON 5  


     RECRUITMENT AND PLACEMENT 

OVERVIEW__________________________________________________ 

Introduction
With a mission to accomplish, goals to achieve and resources to manage, locating selecting, and retaining the best qualified employees is possibly the most important challenge facing a supervisor.  There are many ways to fill civilian jobs in the federal government and the laws and regulations governing the process seems almost endless.  This lesson plan will not attempt to identify all the rules, regulations and appointing authorities nor the exceptions to each.  Rather, this lesson plan will outline how civilian positions will be filled by the Civilian Personnel Operations Center  (CPOC) in the West Region. 

_______________________________________________________________________

Purpose 

This lesson plan is designed to provide an overview of the recruitment process used by

the West CPOC to fill jobs in the West Region.

_______________________________________________________________________
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After completing this lesson you should be able to – 

· Explain how the RESUMIX process is used to fill jobs

· Describe the major steps in the recruitment process

· Explain what RESUMIX On-Line Applicant Response (ROAR) is

· Identify the definitions for miscellaneous staffing actions and programs

________________________________________________________________________
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RESUMIX
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The West Civilian Personnel Operations Center (WCPOC) uses Resumix, an automated referral system to fill many of the vacancies located in the West Region.  This new way of doing business is more streamlined and takes advantage of state-of-the-art information technology widely used in the private sector.  Resumix interprets and extracts information on experience and education from applicants’ resumes.  The system maintains the information in a database for future search and retrieval by the WCPOC to find the best qualified applicants for referral.  Resumix is used to fill all positions in the West Region with the exception of Career Program positions filled at mandatory DA referral levels; attorney positions; positions recruited through a Delegated Examining Unit (DEU) process; and Defense Language Institute (DLI) Faculty System positions.

_____________________________________________________________

Delegated Examining Authority

The Office of Personnel Management (OPM) has delegated the competitive examining process to the Department of Defense (DOD).  This authority has been further delegated to the WCPOC for specific series and grades located throughout the West Region. This delegation allows the WCPOC to appoint applicants from the general public to fill both permanent and term positions.  Delegated Examining is an additional external recruitment tool for managers to consider using when filling their vacancies.  

The Recruitment Process
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The first step in any recruitment effort, whether it is for a recently vacated position or for a newly established position, is to ensure that there is an accurate job description.  If there is no position description (PD) or if the existing one is not accurate, then the supervisor will need to establish one using the various automated programs that are available (FASCLASS, COREDOC, etc.) or start from scratch if an accurate existing or automated PD can not be found.  Supervisors should work closely with the local Civilian Personnel Advisory Center (CPAC) during this process. 

When a vacancy occurs, the supervisor initiates a recruit action.  If the position description is not valid, one is developed.  The recruit action should indicate the supervisor’s intent to fill a vacancy, what recruitment sources are to be used and the skills that are required for successful performance in the position. 
The selecting official has the option of recruiting from any source that provides a sufficient number of qualified applicants.  Local EEO affirmative action goals should be considered when deciding on the appropriate source(s).  Recruitment sources are also commonly referred to as “Employment Categories” or “Area of Consideration.”   

The selecting official may recruit from one, some, or all available sources.  Some of the most common sources that may be used in the Resumix automated referral system are: 

· Inservice – all internal career or career-conditional Army employees 

· Reinstatement – previous career or career conditional Federal employees eligible for reappointment to the Federal Service 

· Transfer – all current career or career-conditional employees employed with other Federal agencies who are eligible for transfer to Army

· VRA – Veterans Readjustment Appointment applicants

· 30% DAV – all applicants who are 30% Disabled Veterans

· Handicapped Program – all applicants who are certified as severely disabled by the State Department of Rehabilitation 

The selecting official also needs to specify the skills that are required for the vacancy. Resumix uses required skills and desired skills to distinguish the highly qualified applicants from those that only meet basic eligibility requirements.  

· REQUIRED SKILLS - job-related skills which applicants must possess to successfully perform the duties of the position within a reasonable period of time.  

· DESIRED SKILLS - job-related skills that are desirable but not required for successful job performance.  These skills can be learned while on the job.  

It is also necessary for the selecting official to identify any special requirements of the position.  These factors include such things as - certification requirements, maximum entry age, security clearance requirements, any travel requirements, licenses, or physical requirements.  

_______________________________________________________________________
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Once the recruitment process has been completed, the selecting official will be issued a

referral list by the CPOC.  At this point the supervisor faces what is undoubtedly the most difficult part of the recruitment process, making a selection.  The supervisor should review all available information on each candidate.  He/she may also decide to interview the applicants.  If interviews are conducted, the selecting official should follow local guidelines and any negotiated agreement provisions on interview requirements.  The selecting official should also evaluate and select candidates solely on merit based reasons.  He/she should avoid any situation or action which involves or would convey the impression of favoritism or pre-selection.  

RESUMIX On-Line Applicant Response (ROAR) 
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Individuals with an active resume on file with the West Civilian Personnel Operations Center can check the status of their resumes utilizing ROAR (Resumix On-Line Applicant Response).  This automated system allows applicants to view information and activity regarding their resumes.  This information includes the lowest acceptable grade the applicant would accept, employment categories, occupational series and the desired geographical locations.  Applicants can also view a listing of positions for which they have received consideration. 

_______________________________________________________________________
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· The Department of Defense Priority Placement Program   
It is the policy of the Department of Defense (DOD) to promote stability of employment for civilian employees affected by changing manpower requirements and to provide maximum opportunity for placement in other DOD positions.  Consistent with this policy, DOD maintains a strong placement assistance program – the Priority Placement Program (PPP or Stopper program) to minimize the adverse effects on employees caused by such actions as Reductions-In-Force, base closures, realignments, consolidations, contracting out actions, position classification decisions, rotations from overseas, and Transfers of Functions (TOF). 

· Obligated Positions  
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An “obligated” position is one to which an employee has statutory restoration rights.  When a position is obligated to an employee it means that he/she has entitlements to that position.  During the obligation period, the supervisor has the option of filling the position on a temporary or permanent basis.  In filling the obligated position, the selected employee is required to sign an agreement acknowledging that he/she is aware of the obligation and accepts the fact that he/she may be displaced at a later date if the other employee exercises their restoration rights. 

· Reassignments    
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A reassignment is the movement of an employee to another position for which he/she qualifies.  The positions to which the employee is reassigned must be at the same grade level.  Reassignments can be “management directed” in that they are initiated by management to laterally move an employee to another position. 

· Transfers From Other Federal Agencies    
A Transfer is the movement of an employee, without a break in service from a position in one Federal agency to a position in another federal agency.  Career or career-conditional employees who transfer from one agency to another retain their career or career-conditional status in the new agency. 

· Temporary Promotion     
A temporary promotion is the temporary assignment of an employee to a higher graded position for a specified period of time.  Employees serving on temporary promotions return to their permanent position upon the expiration of the temporary promotion.  Employees must meet the qualification requirements for the higher graded job in order to be eligible for the temporary promotion.  

· Details    
A detail is the temporary assignment of an employee to a different position or a set of duties for a specified period with the employee returning to his/her original position at the end of the detail.  With a detail there is no formal position change – the employee officially continues to hold the position from which detailed and keeps the same status and pay.  Employees do not need to meet qualification standards in order to be detailed,  however they are required to meet any positive education requirements. 

· Temporary Limited Appointments     
A Temporary Limited Appointment is a non-permanent, non-status appointment to a position for a specified period of time not to exceed one calendar year.  Temporary appointments are intended to meet legitimate non-permanent staffing needs.  It is not appropriate to use a temporary appointment as an unofficial probationary period or as a means of avoiding the cost of paying employee benefits.   A temporary appointment may be made for a specified period not to exceed one year.  The appointment may be extended one additional year for a maximum of 24 months total.  The filling of temporary positions is subject to the employment restriction provisions of the DOD Priority Placement Program.  

· Term Appointments   
Term Appointments are appointments made for more than one year but not more than four years to positions where the need for an employee’s services is not permanent.  The circumstances under which these non-permanent appointments are appropriate include (but are not limited to) project work, extraordinary workload, uncertainty of future funding, or scheduled contracting out or abolishment of a function.  

PRACTICAL EXERCISE #5 – RECRUITMENT AND 

                                                        PLACEMENT

PE – 5A

Match the definitions listed on the left to the appropriate recruitment source by placing the appropriate letter in answer box that is next to the definitions.

Definitions

  



 Answer 

Terms
Applicants who are 30% Disabled Veterans

             (A)   Transfer          





Veterans Readjustment Appointment applicants

             (B)   Inservice





Previous career or career-conditional Federal employees 



(C) Handicapped Program

                     eligibles





Current career or career-conditional employees employed with other federal agencies



            (D)  Reinstatement





All internal career or career-conditional Army employees



             (E)  VRA





Applicants who are certified as severely disabled by the State Department of Rehabilitation



             (F)  DAV





PE – 5B

Match the definitions listed on the left to the correct term by placing the appropriate letter in answer box that is next to the definitions.

Definitions

  



 Answer 

Terms
The movement of an employee to another position for which he/she qualifies

  (A)  Detail          





A temporary assignment to a higher graded 

job for a specified period of time



(B) Obligated position







A Program designed to promote stability of employment for employees affected by changing manpower requirements 



  (C)  Term Appointment





The movement of an employee (without a break in service) from one federal agency to another federal agency



  (D)  Temporary Promotion







A position to which an employee has statutory restoration rights

  (E) The Department of Defense Priority

         Placement Program







A non-permanent (non-status) appointment to a position for a specified period of time



  (F)  Transfer





An appointment made for more than one year but not more than four years 



  (G)  Reassignment 





A temporary assignment to a different position for a specified period



  (H)  Temporary Limited Appointment 
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