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RECRUITMENT AND STAFFING

COMPETITIVE SERVICE
Competitive service is defined by Section 2101 of Title 5, United States Code and

includes all civilian positions in the executive branch of the Federal Government not specifically excepted from the civil service laws by or pursuant to statute by the President, or by the Office of Personnel Management, and not in the Senior Executive Service; and all positions in the legislative and judicial branch of the Federal Government and in the government of the District of Columbia specifically made subject to the Civil Service laws by statute. 

Competitive Service requires examination and the appointments can be permanent or temporary.

Competitive status means an individual’s basic eligibility for non competitive assignment to a competitive position.  Competitive status is acquired by completion of a probationary period under a career-conditional or career appointment following open examination, or by stature, Executive Order, or the Civil Service rules, without open competitive examination. 

An individual with competitive status may be reinstated, transferred, promoted, reassigned, or demoted, subject to conditions prescribed by the Civil Service rules and regulations.

TYPES OF APPOINTMENTS IN THE COMPETITIVE SERVICE

Permanent Appointments:
●Career Conditional appointments are based on selection from OPM register, direct hire authority or other special authorization by statue or Executive Order and is the first career-type appointment in the competitive service.

Career-conditional appointees must complete a one year probationary period (ARS Research Scientists serve a three year probationary period) and a total of three years of continuous creditable service to attain a career appointment.

Career Conditional employees have 3 years of reinstatement eligibility after date of separation.  (Exceptions: Veterans have life-time reinstatement).

●Career appointments are based on selection from OPM register, Direct Hire Authority or other special authorization by statue or Executive Order and is achieved following 3 years of substantially continuous service as a career-conditional employee.  Career appointments are also achieved through OPM administrative action based on statute or Executive Order. 

Career employees have lifetime reinstatement eligibility.

Non-Permanent Appointments:

●Term Appointments are non-status appointments to a position in the competitive service for a specified period exceeding 1 year, but not more than 4 years.  The work to be performed under this type of appointment is not of a continuing nature.  Once the work is completed or the need for the employee’s services has ended the appointment will end.  Term appointments may not be converted to permanent positions without further competition.

When to use Term appointments:

· Complete a special project or support a program of limited duration

· Provide additional staff to handle a one-time only surge in workload

· Fill positions in organizations facing restructuring or possible closure                            

· Perform functions that are due to be abolished or contracted out or whose future funding is uncertain.

· Replace permanent employees who have been temporarily assigned elsewhere or are on extended leave

●Temporary appointments are non-status appointments to a position in the competitive service for a specified period of time that is not expected to exceed 1 year.  Temporary appointments can be extended for a maximum of 2 years. 

When to use Temporary appointments:

· Fill a short–term work effort or complete a project

· Perform functions that are due to be abolished, reorganized, contracted out, or when funding is uncertain

· Provide staff to meet peak workload

· Temporarily fill positions slated for placement of permanent employees who would otherwise be displaced from other parts of the organization.
COMPETITIVE AUTHORITIES
DEMO — The USDA Demonstration Project (DEMO) is a join effort of the Agricultural Research Service and the Forest Service.  DEMO was authorized by the Civil Service Reform Act of 1978 (5 US Code 47) and approved for implementation by the Office of Personnel Management (OPM) and published in the Federal Register notice March 9, 1990.

Delegated Examining Unit (DEU) — The DEU Authority is covered under provisions of 5 US Code 1104 and is authorized by OPM for use in National Agricultural Statistic Agency (NASS), Economic Research Service (ERS) and the Cooperative State Research, Education and Extension Service (CSREES) Agencies.

Merit Promotion Program — Agency Merit Promotion Programs (MPP) is authorized under 5 Code of Federal Regulations (CFR) 335.  The ARS Merit Promotion Plan is outlined in REE P&P 420.1, dated July 26, 2000 and is approved for use in all REE Agencies.

Alternative Merit Promotion Program ​​— The ARS Alternative Merit Promotion Program (AMPS) was authorized for use via memorandum dated November 29, 1993, from the Director Personnel, United States Department of Agriculture.  REE P&P 420.2 outlines guidance for use of AMPS; this P&P must be used in conjunction with REE P&P 420.1 – Merit Promotion Plan (MPP).

Career Transition Assistance Program (CTAP) — A program for providing placement to surplus and displaced employees.  A surplus employee is a current USDA employee who has received a notice of expected separation, and the employee's position has been declared surplus.  A displaced employee is a current or previous employee of any agency and has received a specific notice of separation.  Surplus and displaced employees must apply for a position to be considered.  Surplus and displaced employees receive selection priority if they are well qualified for the position, they are in the local commuting area of the vacancy, and they submit evidence of eligibility under CTAP. 
Interagency Career Transition Assistance Program (ICTAP) — Covers displaced Federal employees who are seeking employment in other Federal agencies.  Individuals are eligible for selection priority under ICTAP if they were separated from a career or career conditional position by reduction in force or because the employee declined a transfer or directed reassignment to another commuting area.
ACTIONS COVERED BY COMPETITIVE PROCEDURES
Promotion Not to Exceed is a promotion made on a temporary basis.  The employee’s position of record is changed.  Promotions not to exceed (temporary promotion) lasting or expected to last more than 120 day must be competed.

Detail is a temporary assignment to a different position for a specified period when the employee is expected to return to his or her regular duties at the end of the assignment.  Details to a higher grade position or to a position with higher promotion potential, lasting more than 120 days must be competed.

Term promotion is a temporary promotion lasting longer than 1 year but not more 

than 4 years and that is of a project nature where the job will terminate upon completion of the project.

Transfer to a higher graded position is the movement from one Federal agency to another (e.g. from Department of Treasury to USDA; or from USDA to Department of Defense.  A transfer to a higher graded position must be competed.

Reassignment or Change to Lower Grade to a position with higher grade potential than the last position held (except when permitted by RIF regulations).

Reinstatement is the selection of an employee for an appointment based on previous service under a permanent appointment.  Reinstatement to a permanent or temporary position at a grade higher than the last grade held under a non-temporary appointment in the competitive service must be competed.

EXCEPTED SERVICE
Excepted service is defined by Section 2102 of Title 5, United States Code and includes all positions in the executive branch of the Federal Government which are specifically excepted from the competitive service by or pursuant to statue, by the President, or by the Office of Personnel Management, and which are not in the Senior Executive Service.

Positions excepted by regulation are placed in either:

· Schedule A: includes positions that are impracticable to examine (Disabled appointments)

· Schedule B: includes positions that are not practicable to hold a competitive examination (Student/Research Associate appointments)

· Schedule C: includes positions of confidential or policy-determining nature (Political Appointees)

COMMONLY USED EXCEPTED SERVICE AUTHORITIS IN ARS
Research Associate Program appointments are used to hire temporary positions of professional research scientists at GS-15 grade level or below.  Positions are filled by persons having a doctoral degree in an appropriate field of study for research activities of mutual interest to appointees and the Agency. Appointments are made for a period not to exceed 2 years with an extension up to an additional 2 years.  Extensions beyond 4 years, up to a maximum of 2 additional years, may be granted, but only in very rare and unusual circumstances.

Letter of Authority (L/A) is an agency specific hiring authority used to hire temporary, intermittent, or seasonal employment in the field service of the Department in positions at or below GS-7 and WG-10 in the following types of positions: Field assistants for sub professional services; agricultural helpers, helper-leaders and workers in the Agricultural Research Service.

Student Career Employment Program (SCEP) is an authority used to hire students in a position related to the student’s field of study.  The purpose of this program is to convert students to permanent competitive service positions after graduation; therefore managers should use this program when future vacancies are anticipated (a target position must be identified).  Appointees must be at least 16 years old and enrolled or accepted for enrollment, at least half-time, as a student in accredited high school, technical or vocational school, or two/four year college/university, graduate, or professional school. 

Student Temporary Employment Program (STEP) is an authority used to hire students in any position at any grade for which the student qualifies.  Appointees must be at least 16 years old and enrolled or accepted for enrollment, at least half-time, as a student in an accredited high school, technical or vocational school, or two/four year college/university, graduate or professional school.  The position does not have to be related to the student’s field of study.  Appointments are made in increments of 1 year increments as long as the individual continues to meet the eligibility requirement.

Veteran’s Readjustment Appointments (VRA) is an authority used to hire eligible veterans in positions up to the GS-11 or equivalent in the General Schedule or the Federal Wage Schedule.  An appointee must be a disabled veteran; a veteran who served on active duty in the Armed Forces during a war declared by Congress, or in a campaign or expedition for which a campaign badge has been authorized; a veteran who, while serving on active duty in the Armed Forces, participated in a military operation for which the Armed Forces Service Medal was awarded; or a veteran separated from active duty within the past 3 years.
Career Intern Program (CIP) is a hiring authority that does not require use of a vacancy announcement; however, veterans’ preference applies (a non-veteran cannot be selected if an eligible, qualified veteran is available).  Assignment of a mentor, formal training plan, rotational assignments(s) are required.  Employees are converted to competitive service after two years of successful service.  Appointees are hired in a wide variety of trainee positions in the professional, administrative, and technical fields at grades GS-05 through GS-09 with promotion potential.

USDA Direct Hire Authority is an authority used to hire positions in a variety of series/grades that are connected with the protection of health and safety of our food supply.  A vacancy announcement is required, but veterans’ preference and rating/ranking procedures are waived.  Selections must be made within 30 days of issuing the certificate of eligible.

Disability Appointments: Mental Retardation/Physical Disabilities/Psychiatric Disabilities
Various authorities are used to hire persons with disabilities.  These authorities do not require the use of a vacancy announcement; however, veterans’ preference applies. Persons may be appointed based on certification from the appropriate State Vocational Rehabilitation Agency or the Department of Veterans Affairs that they have the ability to perform the duties of the positions.  After completing two years of satisfactory performance, employees on continuing appointments are converted to the competitive service.

CITIZENSHIP REQUIREMENTS
U.S. Citizenship is required for all permanent positions and for most temporary positions.  Applicants must be a U.S. citizen at the time of applying for employment.

Non-Citizens - Positions in the excepted service including ARS postdoctoral research associate positions may be filled either by (1) a citizen or national of the United States; (2) a citizen of a country the U.S. Congress has specifically exempted from the restricting legislation in the annual Treasury, Postal Service and General Government Appropriations Act; or (3) a national of a country currently allied with the United States in the current defense effort.

For a list of countries and other requirements for which you can hire non-citizens, go to http://www.afm.ars.usda.gov/hrd/jobs/VISA/countries.htm
FILLING VACANCIES
As a Federal manager or supervisor, one of your major responsibilities is to recruit and retain staff to help you meet your established work goals and objectives.  This responsibility must be taken seriously and appropriate time should be allotted by you to ensure that your office is staffed with the "best qualified" employees who can help you achieve your goals and objectives.  The major steps in the recruitment process are:

· Determining what your exact hiring needs are 

· Initiating a recruitment action 

· Issuing a vacancy announcement for the position 

· Marketing the position to get high quality applicants 

· Interviewing those candidates that you believe can perform the work of the position 

· Selecting the "best qualified" candidate for each and every position you advertise 

· Retaining the employees once you have them 

Roles and Responsibilities
One of your most important assignments is to recruit and fill vacant positions in your organization.  The steps you take at the beginning of this process to define the requirements of your position will be critical to receiving a pool of quality applicants to consider for your position.  The recruitment process is a collaborative process between you and your servicing Human Resources Specialists.
Role and responsibility of the Supervisor 
· Early communication with HR Specialist.

· Work with HR Specialist throughout recruitment process.

· Interview and select candidates.

· Use recruitment incentives to attract candidates.

· Become familiar with “Do’s and Don’ts” in the interview and selection process-

a booking on interviewing and hiring can be found at:

http://www.afm.ars.usda.gov/divisions/hrd/hrdhomepage/webforms/INTERV.PDF
Role and responsibilities of the Location Administrative Officer 

· Liaison between location and HR Specialist.

· Ensure paperwork is submitted.

· Ensure vacancy announcements are posted.

· Provide guidance on administrative policies/regulations.

Role and responsibility of the Human Resources Specialist 
· Provide advisory services.

· Develop specialized experience and definition of quality experience in 

conjunction with supervisor.

· Prepare and issue vacancy announcements.

· Approve contents of paid advertisements.

· Provide job information and application procedures to applicants.

· Make qualification determinations and certify quality candidates.

· Make official job offer of employment.

· Ensure all legal and regulatory requirements are adhered to.

Consider the following when discussing with your HR Specialist how best to fill your vacancy:
· What is the primary purpose of this position? 

· What duties in this position require the highest percentage of time? 

· What duties will have the most significant impact? 

· What will the applicant need to know to perform successfully in this job?
(e.g., laboratory techniques, budget procedures) 

· What skills will the applicant need to have to perform successfully in this job?
(e.g., data interpretation, computer usage) 

· What abilities will the applicant need to have to perform successfully in this job?
(e.g., ability to lead, perform research) 
· Are there any special requirements the applicant will need to meet which cannot be learned within 90 days?  
· How best to announce the position (i.e., Alternative Merit Promotion, DEMO, Career Intern, etc.)

· How long should you keep the announcement open?

THE PROCESS: REQUEST FOR PERSONNEL ACTION (to begin recruitment)
1. SF-52 “Request for Personnel Action”, Position Description and AD-332 “Position Description Cover Sheet must be authorized by approving officials and forwarded to HRD. *NPS must approve Category 1 and 4 Research Scientist positions prior to submitting SF-52 to the Human Resources Division.
2. Upon receipt of the SF-52/PD in HRD the action will be logged into the HRD Personnel Actions Tracking System (PATS).

3. The servicing HR Specialist will work with you/supervisor in the classification of position.

4. The HR Specialist will discuss recruitment strategies, recruitment incentives and qualification requirements (e.g., KSA’s and SPF’s) with you/SO.

5. The HR Specialists will prepare the vacancy announcement, recruitment 

and justification form in conjunction with you/S.O.  Your HR specialist also establishes opening and closing dates and issues the vacancy announcement in final.

6. After vacancy announcement closes, and allowing for 10 to 14 business days for receipt of applications, the HR Specialist evaluates applicants to determine the qualified candidates.

7. The HR Specialist will issue certificate of eligible’s to selecting official.

8. The Selecting Official will proceed with interviewing and will make his/her selection from the Certificate of Eligible’s.

9. The HR Specialist discusses recruitment incentives and effective date with selecting official.

10. Obtains OF-306, Declaration for Federal Employment, is reviewed 

for suitability determination by the HR Specialist.

11. The HR Specialist makes official offer to the Selectee.

12. The HR Specialists completes proper paperwork to process the appointment.

COMPETITIVE SERVICE RECRUITMENT MECHANISMS
Demonstration Project (DEMO) is the competitive examining process used to hire external non-status candidates for term, career, career-conditional and temporary positions in ARS and Forest Service.  DEMO replaces the OPM register process and the Delegated Examining Unit process.  This process applies to all occupations and grades 1-15, including Wage Grade. Basically qualified applicants are not rated and ranked, but evaluated against prescribed quality experience criteria and placed in either an eligible or quality group. Veteran’s preference applies under DEMO. 

Delegated Examining Unit (DEU) is the competitive examining process used to hire external non-status candidates for term, career or career-conditional positions within NASS, CSREES and ERS. This process applies to the recruitment of positions in the competitive service in all occupations and grades 1-15.  The Metropolitan Services Branch of HRD provides these services under an Interagency Agreement with the Office of Personnel and Management and USDA.  Applicants are rated and ranked and the top three candidates are referred to the selecting official. 

Merit Promotion Program (MPP) is the system under which agencies consider an employee for vacant positions on the basis of personal merit.  Vacant positions are usually filled through competition with applicants being evaluated and ranked for the position on the basis of their experience, education, skills and performance record.

Alternative Merit Promotion (AMPS) is a streamlined, more flexible procedure for filling internal positions competitively.  Candidates are evaluated against prescribed quality experience and placed in either an eligible or quality group.  This process is applied to recruitment of GS/WG positions, grades 1-15 in the competitive service.

ALTERNATIVE HIRING MECHANISMS 
Determine if the position can be filled using the Student Career Experience Program (SCEP), Student Temporary Program (STEP),  Federal Career Intern Program, Letter of Authority (L/A), USDA Direct Hire Authority, special hiring authorities for individuals with disabilities, or other hiring methods.
JOB ANALYSIS
Federal regulations provide that each employment practice of the Federal Government generally, and of individual agencies, shall be based on a job analysis to identify:

· The basic duties and responsibilities; 

· The knowledge, skills, and abilities required to perform the duties and responsibilities; and 

· The factors that are important in evaluating candidates (5 CFR Part 300). 
A job analysis is the foundation of human resources management.  A valid job analysis provides data that should be used to develop effective recruitment, selection, performance management, and career development methodologies.  A job analysis identifies the competencies/KSAs directly related to performance on the job.  It is a systematic procedure for gathering, documenting, and analyzing information about the content, context, and requirements of the job.  It demonstrates that there is a clear relationship between the tasks performed on the job and the competencies/KSAs required to perform the tasks.

A job analysis should include:

1) The knowledge, skills, and abilities required to perform the duties and responsibilities (i.e., General, Specialized and Quality Experiences, selective placement factors, etc.).  A job analysis will also include job elements and screen-out elements for Federal Wage System (FWS) positions;

2) basic duties and responsibilities; and

3) factors that are important in evaluating candidates; (i.e., indicators of possession of the experience).

ROLES AND RESPOSIBILITES IN DEVELOPING THE JOB ANALYSIS

The Manager’s role in developing the Job Analysis is to 1) provide information to the specialist that defines the parameters of the announcement and desired qualifications; 2) to identify one or more Subject Matter Expert (SME) that the HR Specialist will consult with in the qualifications determination process – qualifications determination is the sole responsibility of the HR specialist, however, there may be times when a SME is requested to assist in making qualification assessments; and 3) to review and approve the final draft of the vacancy announcement.

The HR Specialist will provide guidance to the manager in developing the rating criteria to ensure 1) that the job analysis includes criteria that is job specific; 2) that the criteria provide in the job analysis is grade appropriate; and 3) to make certain that the criteria used in the job analysis is measurable. 
BASIC QUALIFICATIONS
The qualification standards issued by the Office of Personnel Management outline the basic qualification requirements which identify the minimum education, training, and experience applicants need to possess in order to be basically qualified for an occupation.

Basic qualifications are those qualifications identified in the occupational series qualification standards used in the Federal recruitment process.  See Operating Manual: Qualification Standards for General Schedule Positions and Job Qualification System for Trades and Labor Occupations System (Wage Grade Positions) – both qualification manuals can be found at www.opm.gov.  These manuals contain the policies, instructions, and standards used to help determine the qualifications of applicants for Federal employment.

There are three parts to the qualifications process — (1) basic qualifications (which includes education, general experience and other required training; (2) specialized experience, and (3) selective factors. Specialized experience and selective factors are addressed in terms of KSAs (knowledge, skills, and abilities).  KSAs are used exclusively to document the specialized experience and selective factor requirements for positions. KSAs must be evidenced by something tangible, i.e., work experience or education.

Sometimes a basic qualification requirement will be a positive education requirement. For example, the qualification standard for Chemists in the 1320 occupational series indicates a requirement for a degree in physical sciences, life sciences, or engineering that included 30 semester hours in chemistry OR a combination of experience and education which includes at least 30 semester hours in chemistry.
WHAT ARE KSAs?
Knowledge, Skills and Abilities (KSAs) are the collection of attributes required to be able to do a job at a given level usually gained through training, education, or experience.
• Knowledge is a body of information applied directly to one or more job functions. 
   Example: Knowledge of Biological Science

• Skill is an observable competence to perform a learned psycho-motor act.
   Example: Skill in DNA sequencing equipment

• Ability is the competence one posses to perform an observable behavior or a behavior    that results in an observable product.  Example: Ability to analyze statistical data.

 Example of a non-effective KSA: In some instances, KSAs are being used in vacancy announcements which cannot be evaluated in the qualification review process. 
An example of a non-effective KSA: Ability to communicate orally and/or in writing.

This KSA cannot be evaluated from a written application because it is a qualitative judgment on how WELL or EFFECTIVE an applicant communicates. It is more appropriate to evaluate this type of job requirement in the interview and/or reference check process.  

If communication is important to a position, it would be more appropriate to identify the KSA as: Ability to develop and present formal presentations.

Using the KSA in this manner, the applicant can now outline their experience and training which documents their ability to develop and present formal presentations.
GENERAL EXPERINCE is progressively responsible clerical, office, or other work that indicates ability to acquire the particular knowledge and skills need to perform the duties of the position to be filled. 

REQUIRED KSAs: There are tow types of required KSAs – (1) Specialized Experience and (2) Selective Placement Factors.
A.
SPECIALIZED EXPERIENCE -KSAs used as specialized experience requirements should reflect the basic required knowledge, skills, and abilities necessary to perform the major duties and responsibilities of a position.  They should be linked to the classification of the position, and the classification standard and position description should serve as an important resource for development of the specialized experience requirements.  The KSAs under specialized experience should reflect the qualification requirements for a particular occupational series.

B.
SELECTIVE FACTORS – are KSAs or special qualifications that are essential to do the job; and that are in addition to minimum qualifications as defined by OPM qualifications standards; and cannot be acquired during the orientation or training period customary for the position.
While the KSAs used under specialized experience should reflect the qualification requirements of a particular occupational series, the KSAs identified as selective factors should reflect specific, unique KSAs which are required for a particular position.  Without possession of these KSAs, an incumbent could not perform a required, unique major duty. 
· Selective factors are particular job requirements which:
· Cannot be learned within approximately 90 days; 

· Reflect mandatory qualifications needed to perform major duties (absolute requirement versus a nice-to-have requirement). 

Two good examples of selective factor KSAs are (1) ability to speak a foreign language and (2) ability to operate a specialized piece of equipment.

Selective factors should not be so narrowly defined that they exclude from consideration applicants who could perform the duties of the position.  The use of selective factors in vacancy announcements should be kept to a minimum.  They should only be used when you have identified a unique job requirement that is mandatory for the applicant to possess in order to function in the job. 
In order for the recruitment process to be effective, the KSAs used as selective factors should not be the same as those specified under basic qualifications or specialized experience.  The specialized experience KSAs should build on the basic qualification requirements for the occupational series.  The selective factors should build on the specialized experience KSAs that you have defined so that you get candidates who meet all the necessary qualification requirements for your position.  For example, a basic qualification requirement for a microbiologist is a degree in microbiology or at least 20 semester hours in microbiology.  Using a specialized experience requirement KSA such as, "Skill in techniques, principles, and practices of microbiology," would be redundant and does not add any value to the qualifications review process.  The applicant will have already met the basic qualification requirement of at least 20 semester hours in microbiology which should have included education on the techniques, principles, and practices of microbiology. 

Difference between a selective factor and a specialized experience KSA.

Selective factors are requirements which are position specific and are in addition to the basic qualifications and specialized experience requirements of the position.

When deciding on the use of selective factors you should ask yourself, "Is this KSA an absolute requirement or is it something that would be nice-to-have?"

Candidates only have to show evidence of a selective factor in terms of education and/or experience unlike a specialized experience KSA where the candidate must have one year at the next lower grade as evidence of specialized experience.

Example: including a selective factor such as "Ability to plan, conduct, and publish research," requires only that a candidate show evidence that they have had experience or education to meet the selective factor.  Using this same KSA as a specialized experience requirement would require the candidate to show that they have one year of experience and/or education at the next lower grade level to meet this requirement. 
WHERE DO KSAs COME FROM?

KSAs primarily come from the position description.  Classification standards, vacancy announcement of similar position positions, and news paper ads are also good sources to refer to in identifying appropriate KSAs for your position.
GOOD KSAs
Well structured KSAs should be reasonable and directly related to the job you are filling;  needed right away to be successful in the job; grade-level appropriate; measurable; focus on a single KSA or related set of KSAs

INDICATORS OF POSSESSION OF KSAs

Examples of the types of experience you will be looking for in an application to determine whether they meet a specific KSA for one or more particular grade level.  Ask yourself, how will I know if the applicant possesses this KSA (or how will I know it when I seen it?)  Your HR Specialist will guide you through developing indicators of KSAs.  
For example if you are recruiting for a Receptionist position, GS-04 where General Experience is required: 

Basic Qualifications would look like this: To qualify for this position, your application must demonstrate one year of progressively responsible clerical, office, or other work that indicates the ability to acquire the particular knowledge, skills, and abilities to perform the duties of this position. 

Indicators of possession of this type of experience would include such experience as: providing tactful and courteous customer service; using a computer for light word processing and/or electronic mail tasks; handling multiple assignments effectively, such as answering phones, responding to visitors, and performing word processing tasks; or comparable types of experience.
WHERE DO INDICATORS COME FROM?
Indicators of possession of outlined KSAs can come from various sources such as the position description, managers and subject matter experts, classification standards, colleagues, vacancy announcements with similar duties and responsibilities.
QUALITY EXPERIENCE
Quality experience:  is defined as directly related experience, and is differentiated from the specialized experience requirements to the extent that it is directly related to the position to be filled, was gained in the same functional specialization, and has fully equipped the candidate with superior ability to perform the duties and responsibilities of the position.  Quality experience is outlined for all DEMO vacancy announcements and those announcements where DEMO and AMPS are used in conjunction for recruiting.
Quality experience is used to differentiate basically eligible candidates (those meeting the education and /or specialized experience requirements and any selective placements factors) from the quality candidates.  
STRUCTING A QUALITY DEFINITION

Applicant meets the quality definition through experience only (education is not considered).  Specific, well-defined examples of quality experience should be developed by HR Specialist and the selecting official.  

Quality experience: 

· Can be defined through one or more lists of desired experiences.

· Applicants must meet the full definition of the quality experience.

· Must be grade level appropriate.

GETTING TO THE “ROOT” OF QUALITY
A well thought out quality definition is very important in determining who your “Quality Candidates” will be.  In order to develop sound quality experience definitions we must dig or get to the root of what it is we need or want from candidates.  

Ask yourself, what experiences would my ideal candidate for this position possess? Then dig!  Use sources such as position descriptions, classification standards, subject matter experts, etc. to find help you in identifying appropriate quality criteria for your position.

QUALITY EXPERIENCE – SIMPLIFIED
Simply put, the quality experience is the “Preferred” Experience(s).  

BASIC QUALIFICATIONS FOR WAGE GRADE (WG) POSITIONS

Basic eligibility determination for Wage Grade positions are made in accordance with OPM Job Qualification System for Trades and Labor Occupations (Handbook X-118C). 
The qualification standards (X-118C) outlines the basic qualification requirements, identify training and skills needed for successful job performance through the use of job elements and screen-out elements.  

Under this system, how the applicant gained his skills and knowledges or the length of time he has spent in a line of work are not as important as the fact that he has the required ability or potential to do the job.  
WHAT ARE JOB ELEMENTS?

Job Elements are skills, knowledge, abilities, and personal characteristics considered necessary for successful job performance.  The job element method is used to match what the applicant can do against what the work calls for.  The knowledge, skills and abilities of the applicant are compared with the knowledge, skills, and abilities (called job elements) needed for success.  If the applicant has the ability to do the work, he is considered eligible for the job.

Example of job elements: 

· Element No 1, Ability to Do the Work of the Position without More than Normal Supervision
· Element No 73, Ability to Lead or Supervisor 

WHAT IS THE SCREEN-OUT ELEMENT?

Of the elements selected, every job has one critical, overall element called the screen-out element.  Applicants who clearly fail to meet the lowest acceptable requirements in the screen-out element can be rated ineligible without further review of their applications since this element measures the critical ability needed to successfully perform the duties of the job.  

Kinds of acceptable experience, training, or other information for each element are grouped according to their relative worth to the job and accessed points as follows:

· Information indicating demonstrated superior ability.

· Information indicating demonstrated satisfactory ability.

· Information indicating barely acceptable or potential ability; and

· Information of no value.

Note: DEMO does not permit ranting and ranking in determining basic eligibility.

PHYSICAL REQUIREMENTS FOR WAGE GRADE POSITIONS
All wage grade positions have specific physical requirements.  Applicants must be able to physically perform efficiently the duties of the position.  Any physical condition which would cause the applicant to be a hazard to himself or others is disqualifying.

All wage grade positions require a physical examination by a medical doctor.  Some positions such as those that require driving a motor vehicle or other mechanical equipment also require drug testing.

USE OF SUPPLEMENTAL QUESTIONNAIRES

Supplemental questionnaires are developed by the Human Resources Specialist in consultation with the Selecting Official for the purpose of extracting sufficient job information to evaluate the extent to which the applicant has acquired specific Job Elements in Wage Grade positions.  Questionnaires must clearly relate to each of the elements being measured.
SO…WHAT IS THE RECRUITMENT AND JUSTIFICATION FORM (R&J)?

The Recruitment and Justification form is a working document, to be completed jointly by selecting officials and the Human Resources Specialist.  

A crediting plan (which is depicted on the Recruitment and Justification Form) is a devised plan used to decide which applicants are qualified.  This form captures all required and important aspects of what will be included in the vacancy announcement.  Most importantly, this document lists appropriate evidences and/or examples of how the specialized experience, job elements, selective placement factors and quality experience can be met.   

The best case scenario for developing a comprehensive, useful R&J is to have a collaborative dialogue between the manager filling the position and the HR Specialist creating the R&J.

DOCUMENTING THE R&J
 The R&J should include all pertinent information about the position being advertised such as the how the position will be advertised (DEMO, AMPS, etc.); title, series, grade level; number of vacancies, position number, vacancy announcement number, area of consideration, KSAs, Quality definition, Job elements, indicators, etc.

Area of Consideration: When identifying the area of consideration (AOC), consider including the actual AOC.  For example: Applications will be accepted from all U.S. citizens, current or former competitive service employees, and those eligible under special hiring authorities.
Limiting the Area of Consideration: An announcement should not restrict applicants to a 'commuting area.' This is especially true for competitive examining job announcements.  The following is from the DEOH Handbook: 'In the competitive examining process, qualified and available applicants should be considered for employment referral regardless of their place of residence.  It is clear that in almost all cases, residency is a non-merit factor and violates the merit principles of open competition and job relatedness.  As a non-merit factor, residency as an examination requirement is prohibited in 5 CFR Part 300.103(a). The only exception is when a residency requirement is established by statute. These cases are very rare. 
When using a limited AOC under DEMO, managers must provide justification in block D, “Remarks by Requesting Office” on the SF-52.”  The HR Specialist will document this information on the ARS Recruitment and Justification form. 

APPROVING THE R&J
The Recruitment and Justification form must be reviewed and approved by both Human Resources Specialist and the Selecting Official.  The R&J should be developed/approved prior to preparation of the vacancy announcement – the R&J will serve as the background and shell in preparing the vacancy announcement, this also ensures that what was agreed upon in the R&J is illustrated in the vacancy announcement.

A WORD ABOUT CONFIDENTIALITY
The Recruitment and Justification Form is the crediting plan for determining qualification of applicants.  This is considered a confidential tool that should only be shared on a need to know basis with those involved in the recruitment process. R&J’s should not be shared with potential applicants and should be destroyed when the recruitment has concluded.  The HR Specialists maintains a copy in each recruitment case file. 

ADVERTISING AND MARKETING THE POSITION

It is important to understand the options available for filling vacancies.  To make these decisions, you need to understand all aspects of the position you are advertising and have a basic understanding of the recruitment options available to you.  Your HR specialist is responsible for providing guidance on the process and for helping you work through it.

There are various options available to you for filling positions.  You can advertise to fill on a permanent, temporary, or term basis.
Working closely with your HR specialist, you will need to: 
· discuss how best to advertise the position; 
· determine what the major responsibilities of the position are
· determine the type of announcement to use (Merit Promotion, Demo, Career Enhancement, etc.); 
· decide on the area of consideration to use in filling the position; 
· determine what your candidate pool is; and 
· decide how long to keep the announcement open. 
ISSUING A VACANCY ANNOUNCEMENT
In the recruitment process, the only mandatory requirement for posting positions is that they must be included in the USAJOBS database maintained by the Office of Personnel Management.  It is the responsibility of your servicing Human Resources Specialist to ensure that this requirement is met.  In ARS, we also post our vacant positions on the ARS web site.  Many locations also advertise positions on their own location web site to further enhance the advertisement process.
The HR Specialist is responsible for the preparation and accuracy of the vacancy  announcement.
The VA must include:

a. Minimum Requirements: position title, series, grade level(s) to be filled; full performance level; location of the position; area of consideration; basic qualification requirements; procedures for application; and the USDA EEO statement.
b. Bargaining Unit Agreement information: most union contracts specify the publicity of vacancies, i.e., length of time for posting period, extent of announcement distribution.  HR Specialists are required to follow the procedures outlined in each bargaining unit agreement
c. Grade level(s): there is no restriction as to the number of grade levels that can be included in an announcement; however, thought should be given to an announcement advertising a position at more than three (3) grade levels.
d. Who can apply: the area of consideration (AOC) referred to as “Who Can       Apply” is open to all U.S. citizens for competitive service positions (restrictions apply to excepted service positions and non-citizens). 

Under DEMO, a limited AOC may be established by the HR Specialist with information provided by the SO based on current geographical labor market data; unique geographical labor market conditions, e.g., downsizing by a major local employer; and/or previous recruitment efforts which resulted in a sufficient number of diverse qualified candidates within the limited area of consideration.  These cases are very rare.  When using a limited AOC under DEMO, managers must provide justification in block D, “Remarks by Requesting Office” on the SF-52.”  The HR Specialist will document this information on the ARS Recruitment and Justification form. 

Under MPP and AMPS the area of consideration may be limited for certain positions without justification.  Specific positions however such as LOA positions are not allowed limited area of consideration.  See P&P 420.1 & 420.2 for area of consideration restrictions for specific positions
e.
Open and close periods: vacancy announcements must be open long enough to attract an adequate number of candidates.  This period must be no less than five (5) working days.  If applications are to be received no later than the closing date of the announcement, a statement to that effect must be stated in the vacancy announcement.  Requirements outlined by Interagency Career Transition Assistance Plan/Career Transition Assistance Plan (ICTAP/CTAP) regulations and Re-employment Priority List (RPL) must be followed.
f. Announcement number: Vacancy announcement numbers are obtained the HR Specialist and assigned to each vacancy announcement.
g.
Posting: All vacancy announcements must be sent to OPM USAJOBS and Agency Vacancy Announcement (VACANN) listings.  This meets agency requirements as mandated by OPM for notifying the public and state employment offices.
USING PRINT AND ONLINE ADVERTISEMENTS – PAID AND NON-PAID ADS 

Typically, publications charge by the line or word.  Use concise but understandable language.  Your advertisements should simply alert potential applicants on where they can get details about the position and how to apply.  Judicious use of white space makes an advertisement more attractive to potential applicants and makes the advertisement much easier to read.
To establish a consistent and implied corporate image for the Agricultural Research Service (ARS), the Human Resources Division has develop guidance that will be used when employment advertisements are placed in print media (scientific and technical publications and newspapers) and through online job boards.  See Bulletin 03-401, Job Advertisements –Print and Online for specific guidelines and samples.   

While there are many resources available to use in advertising both print and online, you will be the best person to decide how to reach the audience you are seeking to interest in your position.  Whatever your decision, you should be working in conjunction with your servicing Human Resources Specialist to appropriately time your advertisement with the opening and closing dates of your vacancy announcement.
MARKETING THE POSITION 

In recruiting for your position, you will need to decide whether to place an ad for the position using other sources (print media or online) to reach potential candidates.  To increase the likelihood that your announcement will reach the type of applicant pool you are seeking, you should consider advertising your position:
· Local newspapers.

· College/university newspapers.

· Major scientific and technical publications.

· Job boards hosted by professional societies,
private companies and colleges and universities.
· Disability and veteran organizations.
· Minority-serving organizations.
MECHANISMS FOR ATTRACTING CANDIDATES

The Federal benefits package is one item that we as Federal employers need to highlight for potential candidates.  ARS also provides various family friendly programs to help employees balance their work and home life.

Federal benefits include:

· Annual and sick leave 

· Federal Employees Retirement System 

· Basic retirement 

· Social Security 

· Thrift Savings Plan (TSP) 

· Federal Employees Health Benefits (FEHB) 

· Federal Employees Group Life Insurance (FEGLI) 

· Long-Term Care Insurance 

· 10 Paid Holidays each year 
Family friendly programs include:

· Flexible work and leave schedules 

· Voluntary Leave Transfer Program 

· Telecommuting Program (where applicable) 

· Employee Assistance Programs 

· Training and Career Enhancement Opportunities 

· Transit Subsidies (where applicable) 

· Child care centers (at some locations) 
· Credit unions (at some locations)
SELECTION AND PLACEMENT

You are strongly encouraged to make selection decisions as soon as possible because many of the candidates may be considering other job opportunities. 

· Schedule interviews based on panel recommendations and established area policies.  (See Interviewing: A Practical Guide for Selecting Officials, June 2006.)

· Review the Instructions for Selecting Official section on the certificate once you have identified a tentative selectee.

· Indicate selection on the certificate.

· Sign and date the certificate. (Category 1 SY selections require Area Office approval and RPES Ad Hoc panel if selection is at GS-13/above).

· Specify desired entry on duty date.

· Send the certificate to HR Specialist through appropriate channels.

VETERANS’ PREFERENCE

You are responsible for ensuring that appropriate consideration is provided to veterans applying for your positions.  You should understand how veterans' preference works and why you should provide consideration.  You should also understand that veterans who make your certificate of eligibles have met the qualification requirements for your position, and you should give full consideration to these veterans in the hiring process. Veterans should be treated the same as all other candidates on your certificate of eligibles.  Remember, however, that you will have to provide documentation which can only be gained in the interview process and through appropriate reference checks in order to make a valid case to pass over a veteran in the selection process.

WHEN IS VETERANS’ PREFERENCE GIVEN?

Since the time of the Civil War, veterans of the Armed Forces have been given some degree of preference in appointments to Federal jobs.  Recognizing their sacrifice, Congress enacted laws to prevent veterans seeking Federal employment from being penalized for their time in military service.

Veterans' preference is not so much a reward for being in uniform as it is a way to help make up for the economic loss suffered by those who answered the nation's call to arms. Historically, preference has been reserved by Congress for those who were either disabled or who served in combat areas.  Eligible veterans receive many advantages in Federal employment, including preference for initial employment and a higher retention standing in the event of layoffs.  However, veterans' preference laws do not guarantee the veteran a job, nor do they give veterans preference in internal agency actions such as promotion, transfer, reassignment, and reinstatement. 

Veterans' preference in its present form comes from the Veterans' Preference Act of 1944, as amended, and is now codified in various provisions of title 5, United States Code.  By law, veterans who are disabled or who served on active duty in the Armed Forces during certain time periods or in military campaigns are entitled to preference over others in hiring from competitive lists of eligibles and also in retention during reductions in force.

The Office of Personnel Management (OPM) is responsible for administering entitlement to veterans' preference in employment under title 5, United States Code, and oversees other statutory employment requirements in titles 5 and 38 (Title 38, United States Code, also governs veterans' entitlement to benefits administered by the Department of Veterans Affairs (VA).

Preference applies in hiring for virtually all jobs, whether in the competitive or excepted service.  In addition to receiving preference in competitive appointments, veterans may be considered for special noncompetitive appointments for which only they are eligible.

In ARS, veterans' preference applies in hiring conducted under the USDA Demonstration (DEMO) Project Hiring Authority.  While points are not assigned under the DEMO Hiring Authority, veterans are afforded preference.

Veterans' preference also applies when using excepted service appointing authorities such as those used in ARS to hire students, temporary workers hired under the L/A Authority, and post doctoral research associates.

To receive preference, a veteran must have been separated from active duty in the Armed Forces with an honorable or general discharge.  "Armed Forces" means the Army, Navy, Air Force, Marine Corps and Coast Guard.
Also, retired veterans must be disabled or have retired below the rank of Major to be eligible for preference.  See the OPM Vet Guide, Appendix A: Wars, Campaigns and Expeditions of the Armed Forces Since WWII Which Qualify for Veterans Preference for specific war service, non-combat operations, campaigns, expeditions and service medals which qualify for veterans' preference.

Preference in hiring applies to permanent and temporary positions in the competitive and excepted services of the executive branch (including those appointing authorities used in ARS to hire students, temporary workers hired under the L/A Authority, and post doctoral research associates). 
IDENTIFICATON OF VETERANS’ PREFERENCE

Basically, each applicant will be identified as one of the following (See OPM's Vet Guide for more specific information):

CPS (10 point) – 10-point compensable preference based on a service-connected disability of 30% or more; an applicant must submit an SF-15, Application for 10-Point Veterans' Preference plus the documentation required by that form.

CP (10 point) – 10-point compensable preference based on a service-connected disability of 10% or more, but not 30%; an applicant must submit an SF-15, Application for 10-Point Veterans' Preference plus the documentation required by that form.

XP (10 point) – 10-point (other) preference; granted to recipients of the Purple Heart, persons with a non-compensable service-connected disability (less than 10%), widow/widower or mother of a deceased veteran, or spouse or mother of a disabled veteran; an applicant must submit an SF-15, Application for 10-Point Veterans' Preference plus the documentation required by that form.

TP (5 point) – 5-point preference; an applicant must submit a DD-214, Certificate of Release or Discharge from Active Duty, or other proof of eligibility.

NV – designated as a non-veteran.
Note: A “NV” cannot be selected if an eligible, qualified veteran is available.

PASSING OVER A VETERAN
Veterans must be selected for positions before non-veterans unless there is a valid reason for passing over the candidate.  Together with your servicing Human Resources Specialist, you determine the qualification requirements that must be met by candidates for your position(s). 
While veterans do receive preference when applying, they still must meet the qualification requirements for each position for which they apply.  Therefore, veterans on your certificates have met the qualification requirements for the position as you defined them and should be given full consideration in the hiring process.  Veterans should be treated the same as all other candidates on your certificate of eligibles.  Remember, however, that you will have to provide documentation which can only be gained in the interview process and through appropriate reference checks in order to make a valid case to pass over a preference eligible in the selection process.

NOTE: If you encounter a situation where you believe the veteran should be passed over, you should immediately contact your servicing Human Resources Specialist who will advise you on whether you have a legitimate reason to make a request to pass over the veteran and guide you in preparing the necessary paperwork for approval.
Requests to pass over a veteran must be addressed in writing and sent from you through the servicing Human Resources Specialist, through the servicing Branch Chief, to the Director, Human Resources Division, for approval. Requests must include:

· A completed DF-006 A or B, Request to Pass Over or Object to a Preference Eligible.
· A copy of the application submitted by the preference eligible.
· A copy of the position description for the position.
· A copy of the vacancy announcement for the position.
· A written justification documenting the reasons why the pass over of the preference eligible should be approved.
WHEN VETERANS PREFERENCE DOES NOT APPLY
Preference does not apply to positions in the Senior Executive Service, promotion, reassignment, change to lower grade, transfer or reinstatement actions.
Under the Veterans Employment Opportunities Act of 1998 (VEOA) veterans who have been separated under honorable conditions from the armed forces with 3 or more years of continuous active service can compete for positions under agency merit promotion procedures when an agency accepts applications from outside its own workforce. Veterans applying are rated and ranked with other merit promotion eligibles, and those that are among the best qualified candidates for the position are forwarded to the selecting official for consideration.  These veterans may be selected, but veterans’ preference is not a factor under Merit Promotion except to provide consideration to the veteran only.  If selected, the veteran is given a career or career-conditional appointment, as appropriate.
CERTICATE OF ELIGIBLES

Most vacancy announcements have specific closing dates.  Once the announcement closes and the HR specialist determines which applicants meet the minimum qualifications, a certificate of eligibles will be issued.  Depending on how the position was announced, you may receive only a single certificate or multiple ones broken down by grade levels.  The most common types of certificates you will receive include Merit Promotion/Alternative Merit Promotion, Demo, and Noncompetitive.  For example, if you advertised your vacancy Alternative Merit Promotion and Demo, you would receive two separate certificates: one for Alternative Merit Promotion and one for Demo applicants.  You may also receive a Noncompetitive certificate if any applicants are eligible for noncompetitive consideration.  You should review all certificates to provide equal opportunity to all applicants referred.  Your signature should be reflected on all certificates indicating that you did review that particular certificate.  For the certificates that you did not select from, simply indicate the certificate you made your selection from. For example, on the Demo certificate, indicate that the selection was made from the Merit Promotion/Alternative Promotion certificate.  That way your HR specialist will know that you didn't miss any of the referrals. 

DEMO certificates are issued for 60 days and valid up to 120 days (30 day extensions are granted if needed, but certificates can not be extended beyond 120 days).  
Under the USDA DEMO Project hiring authority, applicants for positions are placed in groups as follows:

· Quality Group - those showing: 

· Above Average Educational Experience – High School, Associate, or Baccalaureate Degree, if 2.7 GPA (all courses, or courses completed the last two years) or 3.0 GPA in major area (applies to post-high school only) or membership in a National Honor Society; or advanced degree appropriate to the position being filled; OR

· Quality Experience – experience in the field directly related to the position being filled; OR

· Demonstration of High Ability to do the Work – directly related trade or vocational program certificate or with a 2.7 GPA in directly related course work above the high school level. 

· Eligible Group – those meeting basic minimum qualification requirements. 

· Ineligible – those not meeting the basic minimum qualification requirements. 

Within each categorical group, preference eligibles (i.e., veterans) are listed ahead of non-preference eligibles.  In addition, for positions other than scientific and professional at GS-9 and above, preference eligibles (i.e., veterans) with a compensable service-connected disability of 10 percent or more who meet basic eligibility requirements will be listed at the top of the QUALITY group.

Selections for positions advertised under the USDA DEMO Authority are made from among candidates in the quality group.  When there are an inadequate number of candidates in the quality group, all qualified candidates from all groupings will be listed as a single group.
Merit Promotion/Alternative Merit Promotion and Noncompetitive certificates are valid for 90 days with a 30 day extension if needed. Applicants for positions under these authorities are listing in alphabetical order and group by the grade level.  Veterans Preference does not apply.

INTERVIEWING

Hiring the right person takes more than just intuition.  It is the most important decision you make as a selecting official.  To that end, the employment interview is an integral part of helping you make the right hiring choice. 

The Human Resources Division has developed Interviewing: A Practical Guide for Selecting Officials, June 2006  to assist you in planning employment interviews and conducting reference checks.  The information provided in this guide will assist you in structuring an interview that is systematic, consistent, and job-related. Topics include: 

· The Interview Process, which walks you through the process from the planning stage to the closing and interview follow-up. 

· Tips on Interviewing, which includes assessment tools, sample questions, and information about interviewing people with disabilities. 

· Checking References, which includes sample questions to ask. 

· Prohibited Personnel Practices.
RECRUITMENT INCENTIVES

Recruiting and retaining high-quality employees, using all the administrative flexibilities available to you is very important, especially in the area of recruitment incentives.  There are several recruitment incentive options available for use to enhance your ability to recruit, particularly for hard-to-fill positions.  Consider the following:

· What is the likelihood of finding an acceptable candidate without paying an incentive — 

· By recruiting in the local commuting area? 

· By recruiting nationwide? 

· Will your future research objective be fulfilled without additional staff? 

· How attractive is the ARS duty station? 

· Is it remote? 

· In a high cost-of living area? 

· Comfortable climate? 

· What are the working conditions in your office? 

· Does the candidate have unique qualifications? What will this person's qualifications bring to the job that will make him or her stand out from the other candidates? 

· For research positions, does the candidate have proven research accomplishments? 

· What is the candidate's current salary? 

· What salaries are being offered for like positions in industry, private research firms, etc? 

· Does the candidate have competing offers? If so, how much? (You may ask candidates for copies of their competing offers.) 

· What effect will an incentive have on the conduct or morale of current employees? 

· How much will current employees resent incentives paid to new employees? 

· Are current employees recognized and rewarded appropriately? 
Incentives come from your budget.  You must consider the appropriateness of the incentive, the distribution, and the effect on staff morale.  The levels of approval are as follows: 

· Immediate supervisor 

· Research Leader 

· Institute/Center Director 

· Area Director 

· Area Budget and Fiscal officer 

· HRD (Superior Qualifications  and only) 

USE OF INCENETIVES

Recruitment incentives are used to obtain and retain high quality candidates and employees; recruit for hard to fill positions; and to provide competitive monetary benefits.

Incentives:


· Can Be Used Alone Or In Combination.

· Negotiated on Case-By-Case Basis.

· Need For Consistency.

· New Hires vs. Current Or Former Federal Employees.

· Consult With Human Resources Specialist.

· Area Director Approval Required.
GUIDELINES
Police and Guidance for administering recruitment incentives can be found on the HRD Website: www.afm.ars.usda.gov/divisions/hrd/hrdhomepage.html and HRD Policy and Procedures 412.5. 

TYPES OF INCENTIVES THAT CAN BE OFFERED 

On occasion you may have a situation where an applicant hesitates to accept your offer of employment.  You have various options to consider in the area of incentives to attract your selectee to accept the position.  Below is a list of available options.  You should discuss these options with your HR specialist who can provide details on use of these incentives. 

· Travel expenses for pre-employment interviews 

· Demo cash bonus 

· Demo payment for travel and transportation 

· Recruitment bonus 

· Travel and transportation for new hires 

· Superior qualifications—higher than minimum pay 

· Relocation bonus 

· Payment of relocation expenses 

· Retention allowance 

· Student loan repayment program 

· Creditable Non-Federal Service For Annual Leave Accrual Purposes
Superior Qualifications Appointments

· New GS Hires Or Rehires After 90 Day Break In Service

· Proposed Regulation Pending To Include WG Employees.

· Post Docs And Student Trainees Are Exempt From 90 Day Break In Service Rule.

· Candidates With Superior Qualifications Or Special Agency Need.  (Written Justification Required.)

· Salary Is Set To Match Existing Pay/Competitive Offer.

· Must Consider Recruitment Bonus.

· REE-11 Is Required.

Salary at Highest Previous Rate

· Former Federal Employees.

· Management Determination.

· MAY Be Paid Highest Previous Rate.
Recruitment Bonus

· New Hires Or Rehires After 90 Day Break In Service (Students are exempt from 90 days.)

· DEMO:  Unlimited Lump Sum, Deferred Or Incremental Payment.
· Non-DEMO:  Up to 25% Of Basic Pay, Lump Sum Payment.
· Subject To Tax Withholdings.
· Service Agreement Required.
· REE-11 and REE-12 Are Required.
Relocation Bonus

· Current Federal Employees.

· Up To 25% Of Basic Pay.

· Permanent Or Temporary Duty Station.

· Employee Must Establish Residence In New Commuting Area Prior To Payment.

· Service Agreement Required.

· REE-12 And REE-14 Are Required.
Relocation Expenses

· Current, Permanent Federal Employees.
· Payment In Accordance With Federal Travel Regulations.
· Consult With Area Transportation Assistant.
· Service Agreement Required.
· REE 12 and REE 14 Are Required.
Travel and Transportation Expenses

· New Hires: First Duty Post
Payment In Accordance With Federal 
Travel Regulations.
· DEMO:  Menu Driven Approach – Allowable Expenses 
Up To Full Relocation.
· Non-DEMO:  Allowable Expenses Are Limited.
· Consult With Area Transportation Assistant.
· Service Agreement Required.
· REE-11 and REE 12 Are Required.
Retention Allowance
· Current Federal Employees With 1 Year Of Continuous Service With REE.

· Employee Likely To Leave Federal Service.

· Employee Has Unusually High Or Unique Qualifications And Is Likely To Leave Federal Service.

· Up To 25 % Of Basic Pay.

· Annual Review Required.

· REE-14 Is Required.

Federal Student Loan Repayment Program
Employees Who Are Eligible:

· Permanent.

· Term employees with at least 3 years left on their appointment.

· Temporary employees serving on appointments leading to conversion to TERM of at least 3 years or permanent appointment.

· Employees serving on excepted appointments with conversions to TERM, career, or career-conditional appointments.
Use:

· Can Be Used To Recruit/Retain Employees.

· Repayments May Be All or Part of Any Outstanding Federally Insured Loans.

· Amount Paid By The Agency Is Limited to $10,000 Per Employee Per Calendar Year, Or A Total Career Payment of $60,000 per employee.

· Loan Repayments Based On Written Determination.

· Tax Withholdings Must Be Deducted Or Applied When Any Payment Is Made.
Creditable Non-Federal Service For Annual Leave Accrual Purposes


•Newly appointed/reappointed employees following a break in             service of at least 90 calendar days
•Authorized for all Senior Scientific Research Service, National Program Leaders, Research Leaders, and all supervisory positions at the GS-14 level and above
•Service credit for annual leave accrual granted for directly related non-Federal/uniformed service 
•The use of this authority may be considered for other positions on a case-by-case basis with Area approval.
•REE-11 is required.

RECRUITMENT INCENTIVE FORMS

Documentation is required when offering recruitment incentives.  Work closely with your HR specialist and location/area staff to ensure proper use of the following forms. 

· REE-11 New Hire Recruitment Incentives 

· REE-12 General Service Agreement 

· REE-12B Student Loan Repayment Service Agreement 

· REE-13 Work Sheet for Calculating Appointment Above the Minimum Salary Based on Superior Qualifications 
· REE-14 Current Federal Employee Incentives 

· REE-15 Waiver of Relocation Expenses Statement of Understanding 
Note: Written justification is required for use of some incentives 

MAKING THE OFFICIAL OFFER OF EMPLOYEMENT
Official offers of employment (including payment of recruitment incentives) can only be made by the Human Resources Specialist.  As the selecting official, you can advise a potential selectee that you want to tentatively select them and offer an incentive, but the official offer of employment will be made by the Human Resources Specialist.  You should advise the candidate not to give notice at their current place of business or make any travel arrangements until they have been officially offered the positions by the Human Resources specialist.
HOW LONG WILL IT TAKE?
The Human Resources Division has prepared a Customer Service Plan that includes a section on personnel actions.  This section provides typical times for various actions requested by management.  Times may be adjusted as a result of client requirements, priorities established by management, and new policies and procedures regarding subjects such as security issues and approval processes.  Refer to this plan for further guidance. 

While there are some delays that are beyond control, there are several things you, as the selecting official, can do to reduce that time: 

· Whenever possible, anticipate vacancies so that staffing can begin well in advance of the actual vacancy.  Do not wait until the current employee leaves the position. Submit your paperwork following established area procedures, to refill the job as soon as you know you will have a vacancy.  You can always cancel a recruitment action if the employee decides to stay. 
· Use your ARMPS as a plan.
· Talk to your HR Specialist BEFORE you submit your paperwork.  Find out what is needed and submit all paperwork at this time.  For SY vacancies, it is also recommended that you discuss the position requirements with the appropriate NPS National Program Leader prior to submitting the recruitment action. 

· Be knowledgeable of the steps that must be taken in order to fill a vacancy, and try to accomplish these steps simultaneously, rather than sequentially. 

· Track the paperwork after you send it forward to ensure that it is not delayed at any step in the process – Know the Flow. 

· Provide your HR Specialist with a current and accurate position description, and a list of qualification requirements/KSAs as early as possible.  This will let them know exactly what skills will be needed to perform the duties of the position as well as help them screen the applications. 

· When possible, use Standard Position Descriptions.  These position descriptions have already been classified and will not require the HR Specialist to spend time on this step of the process. 
· Use STEP, SCEP, L/A authorities where possible – these are QUICK to hire and involve no advertising.

· Keep in touch with your HR Specialist and provide them with any information or help they may need. 

Make sure that you and your staff have scheduled the time that will be needed to review applications and interview.  If you are using an interview panel, ask panel members early on to block out dates on their calendar.




APPENDIX A:

Procedures and Required Documentation for typical Recruitment and Staffing Actions
	Rule
	If
	And
	Then use the following terminology
	And submit the following documents to personnel

	1
	Proposed action is to

fill a vacancy
	The vacancy is not time

Limited
	Recruit:

1.  Alternative Merit Prom

2.  Demo

3.  Both

4.  Merit Promotion (Wage Grade)
	SF-52, AD-332 (s) and PD (S) w/original signatures, for each grade level, 
Recruitment & Justification Form (R&J)

(SY positions must have NPS approval prior to submitting to HRD)

	2
	Proposed action is to

fill a vacancy
	The vacancy is time

Limited
(i.e., Term, Temp, Post-Doctoral, L/A)
	Recruit:

1.  Term NTE (more than one year, and less than 4 years)

2.  Temporary NTE 1 year or less

3.  Excepted Appt. NTE (i.e. seasonal appt).
	1. SF-52, AD-332(s), PD(s) for all grade levels to be advertised, justification for 

For TERM position

2.  SF-52, AD-332(s), PD(s) for all grade levels t be advertised, justification for 

Temporary position (Must provide the following statement on the SF-52:  This position has been filled ---------months within the preceding 3-year period).

3.  SF-52, AD-332(s), PD, application, OF-306, transcript (if applicable)

	3
	Proposed action is to fill a vacancy
	This action is to make the initial appointment of the scientific collaborator
	Collaborator Appointment
	SF-52, AD-332, SF-450 (completion by appointee, adjudication by Area and HRD Ethics

advisors), application, statement of work, signed statement of understanding
* Note: Collaborator actions can not be effected without adjudicated SF-450

	4
	Proposed action is to fill a vacancy
	Hiring a student
	Recruit:

Student Temporary Employment

Program (STEP) or Student Career

Experience Program (SCEP)
	SF-52, AD-332, PD, application, official school enrollment/transcripts,

OF-306, signed statement of understanding (STEP)/signed

Agreement (SCEP)

	5
	Proposed action represents a change to a permanent employee
	The employee is being recommended for a higher grade & has career promotion potential
	Promotion
	SF-52, AD-322, PD (original PDs may be on file with HR – new PD and AD-332 are not necessary unless there is a change in duties and /or supervisor)

	6
	Proposed action represents a change to a permanent employee
	The change is a temporary assignment to another position or set of duties and the employee expects to return to the original job
	1.  Temporary Promotion NTE

2.  Detail NTE (for more than 30 days to a position of higher grade/ higher FPL)


	1.  SF-52, AD-332, PD (note:  SF-52 to change to lower grade upon nte date must be 
submitted at time of Temp promotion)

2.  SF-52,) AD-332, PD 

(if to a classified position; otherwise, a statement of duties)

(Temp promotions/details for more than 120 days to a higher grade or higher FPL require competition) *effected in 120 day increments

	7
	Proposed action represents a change to a permanent employee
	The employee is being moved from one position to another at same grade and potential
	Reassignment
	SF-52, AD-322, PD

NOTE:  If PD remains the same, a new, signed AD-322 with the new supervisor’s 
signature is needed

	8
	Proposed action represents a change to a permanent employee
	The employee’s position is being moved to another geographical location within the same commuting area at the same grade
	Change is Duty Station
	SF-52, AD-332

	9
	Proposed action places the employee in a leave without pay status in excess of 30 calendar days
	The absence is to be for one year or less at the employee’s request
	Leave Without Pay NTE (Date)
	SF-52, copy of employee’s request stating reason for LWOP, approved by supervisor.  
(must submit a Return to Duty/ other appropriate action prior to NTE date)


	10
	Proposed action represents a change to a permanent Agency employee
	Both the employee and the position (without change) are being moved to another organizational unit with a different org/mod code
	Realignment
	SF-52, AD-322, memo from approving authority

NOTE:  If duties change, the action is a reassignment 

(see rule)

	11
	Proposed action is changing employee’s work schedule from full-time to part-time or intermittent or in any of the above combinations
	And the action will be for two pay periods or more
	Change is Work Schedule


	SF-52

NOTE:  Enter new tour of duty in the remarks section of SF-52;

Permanent employees must submit a statement requesting change to PT and acknowledge effect of change in benefits (must have supervisory approval).

	12
	Proposed action is changing number of hours per week that employee with a

part-time work scheduled is scheduled to work
	And the action will be for two pay periods or more


	Change in Hours


	SF-52

NOTE:  Enter new tour of duty in the remarks section of SF-52
If reducing hours, permanent employees must submit a statement requesting the change in hours.  (Must have supervisory approval).

	13
	The proposed action is for a change in the position or pay of a temporary employee or employee on a excepted appointment
	The proposed action is to renew the temporary appt. OR covert to another type of appointment/authority OR change the grade
	Conversion to Appt. NTE  OR
Conversion to Excepted. Appt. NTE 
	SF-52, AD-332 if grade/position is changing, PD



	14
	The proposed action is for a change in other than the position or pay for a temporary employee
	The change is for an extension of an existing temporary appointment initially made for less than one year or TERM initially made for less than four years
	Extension of Temporary or TERM

Appointment NTE (Date)
	SF-52, justification for extension 
(Must meet criteria for Temp/Term appt. extension -4 year max appt).
	
	
	

	15
	The proposed action is to change the employee’s name on official personnel records
	The employee is requesting a name change
	Name Change Form
	SF-52, copy of marriage certificate, divorce decree, court order, etc
(advise employee to contact Social Security Adm. and change any benefits/designation of beneficiary if necessary).

	16
	The proposed action represents a separation from the agency
	The employee resigned
	Resignation
	SF-52, AD-581-AD-717

(Ensure employee indicated reason for resigning, effective date, signature, and forwarding address)  Must submit to HR timely to avoid problems.


	18
	The proposed action represents a separation from the agency
	Expiration of a temp. appt. on the NTE date or day/hour limitation worked
	Termination – Expiration of

Appointment
	SF-52**, AD-581, AD-717

Indicate expiration of date and show days 
 hours worked in remarks section of  SF-52

	19
	The proposed action represents a separation from the Agency and employee is serving on a Temp appt.

NTE one year or less
	The employee’s service are no longer required/becomes

ineligible for 

appointment/lack of funds, etc.
	Termination
	SF-52**, AD-581, AD-717

Indicated reason for termination (lack of funds/work, etc.)

	20
	An authorized position is vacant
	There are no plans to fill it
	Abolish Position
	SF-52 
Note: SY positions must have NPS approval to

abolish prior to submitting to HRD

	21
	An existing position is 

change
	The changes are minor
	Amend Position
	SF-52, AD-332, PD w/revisions

	22
	An existing position is being changed
	The changes are significant
	Redescription of Duties

Accretion of Duties
	SF-52, AD-322, PD (new)
Note: A desk audit may be required

	23
	Change in Supervisor
	
	
	SF-52, AD-332 signed by  new supervisor


APPENDIX B: Helpful Recruitment Resources
Administrative & Financial Management:  www.afm.usda.gov
Human Resources Division: www.afm.usda.gov/hrd
ARS Recruitment Office: http://www.arsnet.usda.gov/recruiters/index.html
Office of Personnel Management:  www.opm.gov
Glossary of Terms

Career Status — After serving three years of substantially continuous creditable service under a Career-Conditional appointment, an employee acquires full Career competitive status. Substantially continuous creditable service is Federal employment without a break in service of more than 30 calendar days. 

Career Conditional Appointment — This is a permanent appointment. Employees hired for non-temporary positions in the competitive service are initially given career-conditional appointments. In most cases, individuals would have competed for this type of appointment. Employees are converted to career status after three years of continuous service. 

Career Enhancement Program (CEP) — This program offers training, experience, and improved job opportunities for employees whose career prospects are limited. CEP provides these employees an avenue for advancement to positions of greater responsibility and a means of realizing their full potential. CEP benefits management officials by enabling them to more fully utilize the capabilities of employees. The program also supports diversity by broadening the pool of candidates eligible for selection into these positions.

Career Transition Assistance Program (CTAP) — A program for providing placement to surplus and displaced employees. A surplus employee is a current USDA employee who has received a notice of expected separation, and the employee's position has been declared surplus. A displaced employee is a current or previous employee of any agency and has received a specific notice of separation. Surplus and displaced employees must apply for a position to be considered. Surplus and displaced employees receive selection priority if they are well qualified for the position, they are in the local commuting area of the vacancy, and they submit evidence of eligibility under CTAP. 

Competitive Service — The competitive service includes all civilian positions in the Federal government that are not specifically excepted from the civil service laws by Statute, by the President, or by the Office of Personnel Management, and are not in the Senior Executive Service (SES).

Competitive Status — An employee's basic eligibility for noncompetitive assignment such as transfer, promotion, reassignment, demotion, or reinstatement to a position in the competitive service without having to compete with members of the general public in an open competitive examination. Competitive status belongs to an employee, not to a position.

Demo (formally Demonstration Project) — Recruitment and selection program for new hires that is flexible and responsive to recruitment needs. One unique feature is testing requirements are eliminated. Licenses (i.e., Pesticide Application License) are still required. ARS and Forest Service have been delegated the authority to use the DEMO authority. Recruitment is for all U.S. Citizens and NO prior Federal experience is required. Veterans' preference applies. There is a 3 year probationary period for Category 1 Scientists. 

Excepted Appointment — A non-competitive appointment authorized by OPM and delegated to Federal agencies. Some of the excepted appointments commonly used within ARS include student, post-doc, and disability hiring authorities. 

Interagency Career Transition Assistance Program (ICTAP) — Covers displaced Federal employees who are seeking employment in other Federal agencies. Individuals are eligible for selection priority under ICTAP if they were separated from a career or career conditional position by reduction in force or because the employee declined a transfer or directed reassignment to another commuting area.

Merit Promotion/Alternative Merit Promotion — Provides opportunities for current and former permanent Federal employees to compete with other Federal employees for job opportunities. Veterans' preference does not apply. Non-permanent employees (temporary/term) are not eligible to apply under this hiring authority.

Postdoctoral Research Associate Program — The ARS Postdoctoral Research Associate Program offers recent recipients of the doctoral degree a unique opportunity to conduct criticially-needed research in a short-term, non-career position. Appointments are normally made for two years and may be extended up to two additional years.

Reemployment Priority List (RPL) — A list of former employees who have been separated because of compensable injury or disability, as well as former employees who lost employment due to reduction in force. The presence of qualified persons on a RPL restricts your filling of a vacancy, especially with a candidate from outside the agency.

Reinstatement Eligible — An applicant who previously held a career or career-conditional appointment with a Federal Agency, but is not now a Federal employee. There is no time limit on the reinstatement of a veterans' preference eligible or a person who has completed the 3 years of continuous Federal service. Non-preference eligibles who have not completed 3 years of continuous Federal service can only be reinstated within 3 years of the date of their earlier separation. Individuals with reinstatement rights can be placed without competition in positions at grades equal to or lower than the grade they previously held on a permanent basis. Reinstatement eligibles can also compete along with merit promotion candidates for positions at higher grades than they previously held as long as they meet the same requirements as in-service placement candidates. If selected, the applicant would be reinstated to the Federal service.

Temporary Position — A time-limited position. The work is not permanent in nature and is not expected to exceed 1 year. Temporary positions may be extended for 1 additional year. Temporary employees may work full-time or part-time work schedules and earn annual and sick leave. Employees on temporary appointments of 1 year or less are not entitled to retirement benefits, health insurance or life insurance.

Term position — A temporary position held for more than 1 year but not more than 4 years. Some reasons for making a term appointment include project work, extraordinary workload, scheduled abolishment, reorganization, contracting out of function, and uncertainty of future funding. Veterans' preference applies. Eligible for benefits. 

Transfer Eligible — Eligibility based on current permanent employment with another Federal agency at the same grade level or with the same promotion potential as the position being filled. Movement is from one agency to another (for example, moving from Department of Treasury to USDA or from USDA to Department of Defense).

Veterans Readjustment Appointment (VRA) — Temporary employment of an eligible Vietnam era veteran without competition for positions at grade GS-11 or below. After 2 years of satisfactory service, the veteran is converted to a career-conditional appointment in the competitive service. CTAP must be cleared. 

Veterans' Preference — By law, veterans who are disabled or who served on active duty in the Armed Forces during certain specified time periods or in military campaigns are entitled to preference over nonveterans in hiring from competitive certificates of eligibles, such as Demo certificates. This preference only applies when they are initially hired. It does not guarantee the veteran a job, nor does it give preference in internal agency actions such as promotion, transfer, reassignment, and reinstatement. 

APPENDIX C: Waiting Periods/General Information ofr Within Grade Increases

Within-Grade-Increases- (WGI) for General Schedule  is a periodic increase in an employee’s rate of basic pay from one step of the grade of his/her position to the next higher step of that grade.

An employee occupying a permanent position,  who has not reached the maximum rate of pay of his/her grade, is entitled to a within-grade-increase provided (1) the employee has completed the required waiting period (2) the employee has performed at an acceptable level of competence and (3) the employee has not received an equivalent increase during that period.

For full-time and part-time employees, the within grade waiting periods are as follows:

Steps 2, 3, 4
- 52 calendar weeks of creditable service

Steps 5, 6, 7
- 104 calendar weeks of creditable service

Steps 8, 9, 10
- 154 calendar weeks of creditable service

For intermittent employees, the within-grade waiting periods are as follows:

Steps 2, 3, 4    
- 260 days of creditable service in a pay status over a period of not less than 52 calendar weeks

Steps 5, 6, 7
- 520 days of creditable service in a pay status over a period of not less than 104 calendar weeks

Steps 8, 9, 10  - 780 days of creditable service in a pay status over a period of not less than 156 calendar weeks

Time in a nonpay status is creditable service in the computation of a waiting period when it does not exceed in the aggregate:

Two workweeks in the waiting period for steps 2, 3, 4;

Four workweeks in the waiting period for steps 5, 6, 7; 

Six workweeks in the waiting period for steps 8, 9, 10.

Within-Grade-Increases for Wage Grade

All employees serving in positions covered by the Federal Wage System (including a temporary employee) will be automatically advanced to the next higher rate of his/her grade at the beginning of the first applicable pay period following completion of the required waiting period, provided his/her performance is satisfactory and he/she had not received an equivalent increase in pay during his/her waiting period.

Waiting periods for full-time and part-time employees with prearranged regularly scheduled tours of duty are:

Step 2; 26 calendar weeks of creditable service in step 1

Step 3; 78 calendar weeks of creditable service in step 2

Step 4; 104 calendar weeks of creditable service in step 3

Step 5; 104 calendar weeks of creditable service in step 4
Waiting periods for employees without prearranged tours of duty are:

Step 2; 130 days of creditable service in a pay status in step 1 over a period of not less than 26 calendar weeks

Step 3; 390 days of creditable service in a pay status in step 2 over a period of not less than 78 calendar weeks

Step 4; 520 days of creditable service in a pay status in step 3 over a period of not less than 104 calendar weeks

Step 5; 520 days of creditable service in a pay status in step 4 over a period of not less than 104 calendar weeks.

Time in a non-pay status is creditable service in computation of a waiting period 

when it does not exceed in the aggregate:

One work week in a waiting period for step 2

Three work weeks in the waiting period for step 3

Four work weeks in the waiting period for steps 4 and 5.
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ARS RECRUITMENT AND JUSTIFICATION FORM (NOT FOR DISTRIBUTION )


TO BE COMPLETED JOINTLY WITH SELECTING OFFICIAL THEN FILED WITH THE POSITION DESCRIPTION

	Check to indicate type of announcement:     [ ]  Alternative Merit Promotion (AMP)
       [ ]
Demonstration Project (DEMO)


	Title, Series, and Grade of Vacancy:    

                                    FPL:  

Number of Vacancies:            
                              Type of Appt.: 

Work Schedule:  

RPL Cleared On:  

Cleared Shared “W” Drive for Special Consideration:  
Location of Position:  
Remarks:  


	Position Number:

Request Number:



	
	Announcement Number:


	JUSTIFICATION FOR LIMITING THE AREA OF CONSIDERATION (AOC) OR “WHO CAN APPLY,” (FOR DEMO ONLY)
(Previous recruitment efforts must have resulted in a sufficient number in size and diversity of qualified candidates within the limited AOC.)


	DUTIES STATEMENT (Optional)
(List below the duties statement from the position description or Selecting Official)




	
BASIC QUALIFICATIONS
(Define education and/or general/specialized experience and, if required, selective factors.  Minimum qualification requirement(s) are found in the OPM Qualification Standards Operating Manual and minimum general/specialized experience as defined for each grade level in terms of knowledge, skills and abilities that are directly related to the duties and responsibilities of the position to be filled.)
General Experience (GE): Experience that indicates the ability to acquire the particular knowledge and skills needed to perform the duties of the position to be filled.

Specialized Experience (SE): Knowledge, skills, or abilities which are directly related to the duties and responsibilities of the position and/or the work that is typically in or related to the position to be filled.

Selective Factors (SF) : Specific knowledge, skill or ability that is absolutely required or essential for successful job performance that (1) cannot be reasonably acquired on the job during the first 90-days; (2) is in addition to, or more specific than, the minimum requirements described in the Qualification Standard; AND (3) is not so narrow to preclude applicants who could perform the duties of the position, so numerous that it would be unreasonable to expect candidates to possess all of them, and/or so specific to exclude applicants without prior Federal experience. 

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Column 1:  Identify the KSA by indicating SE or SF.

Column 2:  Define the SE/SF.

Column 3:  List the appropriate evidences in terms of relevant education and/or experience.


	   
ARS RECRUITMENT AND JUSTIFICATION FORM (Continued)

	KSA TYPE (SE/SF)
	Definition of SE/SF
	Appropriate evidences/ examples of how the SE/SF can be met.

	
	
	


	

	Quality Criteria
Candidates who meet one or more of the following criteria will be designated as “Quality” DEMO candidates: 

above average educational achievement (GPA of 2.7 or higher for high school diploma or degree up to and including a baccalaureate degree; GPA of 3.0 or higher for major field; college national honor society membership; or advanced degree directly related to the KSA’s required to perform the duties of the position); or

specific, job-related work experience (as defined below); or

evidence of high ability for the work of the position (directly related trade/vocational school or GPA of 2.7 for 24 semester hours of directly related course work above high school).

Candidates who meet one or more of the following criteria will be designated as “Quality” AMP candidates:


specific, job-related work experience or education that is clearly above minimum qualification requirements and any selective placement factor(s) that has equipped the candidate with superior ability to perform the duties of the position; or

superior or higher performance rating that is directly related to the position being filled; or

specific, job-related education, i.e., BA, MS, Ph.D., that is clearly above minimum qualification requirements and any selective placement factors that has equipped the candidate with superior ability to perform the duties of the position being filled; or

successful completion of a trade or vocational school program typically related to the position.

	Definition of Quality Experience (Use for DEMO and AMP): Experience which goes beyond that which is simply related to the line of work and focuses upon directly related experience in the same field.  Consideration should be given to describing criteria separately for each grade level that is advertised. (Experience only, course work can not be considered here.)



	Suggested Subject Matter Experts/Panel Members  

	
Name
	
Title/Series/Grade
	
Location/Telephone Number

	
	
	

	Comments:



	Approvals/Signatures:
The above information was prepared through face-to-face or telephone discussion with: 

Selecting Official Name/Position Title
 













Date
Completed by:
Human Resources Specialist


Address/Phone










Date


Rev. 2005
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Your Future Grows Here





Department: Department Of Agriculture
Agency: Agricultural Research Service 

Sub Agency: MSA, Southern Regional Research Center, Tucson, Arizona 

Job Announcement Number:
ARS-X8S-0056 
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Molecular Biologist
Salary Range: 43,731.00 - 68,787.00 USD per year

Open Period: Friday, December 14, 2007
to Monday, January 14, 2008

Series & Grade: GS-0401-09/11

Position Information: Full-Time  Permanent 

Promotion Potential: 11

Duty Locations: 1 vacancy - Tucson, AZ 

Who May Be Considered:
Applications will be accepted from all United States citizens. 

Job Summary:
Find Solutions to Agricultural Problems that Affect Americans Every Day, From Field to Table.

Your U.S. citizenship must be verified prior to entrance on duty.  You should include a statement in your application that you are a U.S. citizen.

The incumbent provides professional support to a research plant pathologist on projects designed to solve complex molecular biology and microbiological research problems. 

Salary Range may increase in January 2008.
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Major Duties:
The incumbent performs a wide range of duties designed to solve complex molecular biology and microbiological research problems.  More specifically, the incumbent determines proper experimental approach; independently selects and carries out measurements and analyses; evaluates data and performs appropriate calculations; actively participates in the modification of existing methods of analysis or the development of new techniques; searches scientific literature for principles, methods, and procedures and selects the most appropriate for the research goals; participates in the preparation of data for scientific reports and manuscripts and oral presentations; applies the latest software for the analysis of molecular data; modifies methods to solve problems or make improvements; undertakes care, maintenance, and calibration of moderately complex laboratory instruments, e.g., centrifuges, HPLC, thermal cyclers, pyrosequencing equipment; provides technical advice to lower level support personnel and visiting scientists; and keeps abreast of current scientific advancement by reading literature, review articles, and attending meetings, workshops, and conferences.
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Qualifications:
Your education and experience will be evaluated against all qualification requirements (basic and any additional requirements) listed below.

Basic Requirements:
(A) Degree in the biological sciences, agriculture, chemistry, or related disciplines appropriate to the position; or (B) combination of education and experience, which is courses equivalent to a major as shown in A above, plus appropriate experience or additional education.

In addition to the above basic requirements, applicants must have evidence of the following:

GS-09: 1 year of specialized experience (as defined below in the Knowledge, Skills and Abilities - KSAs') at least equivalent to the GS-07 grade level OR two years of directly related graduate education OR a master's degree in a directly related field. 

GS-11: 1 year of specialized experience (as defined below in the Knowledge, Skills and Abilities - KSAs') at least equivalent to the GS-09 grade level OR three years of directly related graduate education leading to a Ph.D. degree OR Ph.D. or equivalent doctoral degree in a directly related field. 

This position has a positive education requirement.  You must submit a copy of your academic transcripts OR a list of college courses with credit hours, dates completed, and grades received to verify education when applying for this position.  If this information is not provided, your education may not be appropriately evaluated and you may lose consideration for this position.  If you are selected for this position, you will have to provide an official copy of your transcripts prior to entering on duty.  Application materials will not be returned.
Education completed in foreign colleges or universities may be used to meet the above requirements if you can show that the foreign education is comparable to that received in an accredited educational institution in the United States.  It is your responsibility to provide such evidence when applying.   Please visit the Office of Personnel Management's website at http://www.opm.gov/qualifications/SEC-II/s2-e4.htm#e4a for additional information on this topic.
Time-In-Grade Restrictions apply for all candidates considered under Alternative Merit Promotion.
Specialized Experience is professional experience which has equipped you with the following Knowledge, Skills and Abilities - 'KSAs' required to perform the duties of this position:  

1.  Knowledge of the principles, theories and practices of molecular biology.

2.  Ability to perform molecular techniques such as purification and isolation of DNA, polymerase chain reaction (PCR), and electrophoresis.

3.  Knowledge of methods for manipulating, analyzing and storing DNA sequence information and the use of sequence to determine relationships among organisms.

4.  Ability to analyze and summarize experimental data and prepare reports.


How You Will Be Evaluated:
You will be evaluated to determine if you meet the basic and any additional requirements.  The Agricultural Research Service uses a category rating process.  Based on evaluation of all written materials submitted in application for the position, you will be determined to be Ineligible, if you do not meet eligibility and/or minimum qualifications criteria; Eligible, if you meet all eligibility and minimum qualifications criteria; OR Quality, if you meet quality criteria in addition to eligibility and minimum qualifications criteria.  For information about how to address KSAs, please visit our website at  http://www.ars.usda.gov/careers,  click on 'How to Apply,' then click on 'What are those KSAs anyway?'  For more information about the evaluation process, please visit our website at:  www.ars.usda.gov/careers, click on 'How to Apply,' then click on the link to 'Qualifications and What They Mean.'
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Benefits:
A Benefits Package is authorized for this position.  Additional information about Federal benefits can be obtained at www.usajobs.opm.gov/ei61.htm.


Other Information:
Veteran’s Preference:
For further details, call the U.S. Office of Personnel Management (OPM) at 703-724-1850 or TDD 978-461-8404.  Select General Information on the Federal
Employment Policies and Procedures, and then Veteran’s Preference and Special Appointing Authorities for Veterans.  Visit their VetGuide website at http://www.opm.gov/veterans/html/vetguide.asp.

Veterans Employment Opportunities Act of 1998 (VEOA):  Qualified candidates eligible under the Veterans Employment Opportunities Act (VEOA), a special hiring authority, will be considered.  VEOA eligibles are preference eligibles or veterans who have been separated from the armed forces under honorable conditions after 3 years or more of active service.  Veterans who are released under honorable conditions shortly before completing a 3-year tour are also eligible.

Creditable Service:
Service credit for annual leave accrual may be granted for directly related non-Federal work experience or uniformed service for newly appointed individuals, or those individuals reappointed after a break in service from civilian Federal employment of at least 90 calendar days.  The amount of non-Federal service to be credited will be based on the amount of directly related and documented experience that the selectee possesses as documented by the employee and which is approved by agency management.

USDA CTAP/ICTAP or Federal Displaced Employees:
Applicants requesting consideration under the CTAP or ICTAP programs must submit documentary evidence of eligibility.  Well qualified CTAP and ICTAP applicants within the local commuting area will receive selection priority as provided by OPM regulations.  Well-qualified means the applicant meets the basic qualification and eligibility requirements and all selective factors; is rated above minimally qualified against the KSAs or quality criteria; and is able to satisfactorily perform the duties of the position upon entry.  If you are requesting consideration as a CTAP or ICTAP applicant, you must submit the following:

1)      A copy of your RIF Separation Notice or Certification of Expected Separation or other documentation indicating that you are a surplus employee;

2)      Evidence of full performance level of current position;

3)      A copy of your most recent performance appraisal; and

4)     A copy of your most recent SF-50, Notification of Personnel Action.

Relocation Expenses:
Payment of relocation expenses will be determined in accordance with P&P 412.5, Recruitment and Retention Incentives and Other Special Pay, Sections 6 and 7, as amended by Bulletins 03-402 and 05-412.5, which may be found at http://www.afm.ars.usda.gov/ppweb/412-05.htm#H10.  See also http://www.afm.ars.usda.gov/hrd/staffing_recruit/reloweb.htm.

Financial Disclosure Requirement:
Federal employees are subject to prohibitions against officially dealing with
outside organizations in which they have a financial interest.   You may be required to submit a financial disclosure report if hired for this position.    

False statements:
If you make a false statement in any part of your application, you may not
be hired; may be fired after beginning work; or may be fined or jailed.

Optional Form 306, (Declaration for Federal Employment):
If you are selected for this position, you will be required to complete this form before an offer may be made.

Selective Service System:
Males over age 18 who were born after December 31, 1959, must have registered with the Selective Service System (or have an exemption) to be eligible for Federal employment.

ARS Reasonable Accommodation Contact Information:
If you need a reasonable accommodation for any part of the application and hiring process, or have questions regarding reasonable accommodation and/or accessibility for any part of the application and hiring process, please contact the Disability Program Manager on 202-720-6161 or through the DC Relay Service on 202-855-1234 (TDD). 
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How To Apply:
Applications may be mailed, faxed, or e-mailed to the appropriate address and/or facsimile number, but they must be postmarked by 11:59 p.m. Eastern Standard Time on the closing date. 

If sending your application as an attachment to an email, do not send zipped files.  They will be removed in accordance with standard electronic security procedures.

If hand delivered, be sure your application is received in the Human Resources Division on or before closing date. 

If application packages do not contain all of the requested information, you may lose consideration for the job.  To help you ensure your application fully outlines your qualifications and eligibility for this position, please submit the following documentation as appropriate.   Some of the items listed may not apply to you.  NOTE:  Applications received in postage paid government envelopes will not be considered.
APPLICATION PACKAGE CHECKLIST

__ Optional Form 612 (Optional Application for Federal Employment), Resume, Curriculum Vitae, or other document outlining your qualifications (Go to http://www.opm.gov/forms/html/of.asp and scroll down to obtain the OF-612).

The following information is required of all applicants:
__ Announcement number, title, and grade(s) of the position 

__ Full name, mailing address (including zip code) and day and evening phone numbers (with area code)

__ Social security number

__ Statement that you are a U.S. citizen (if not using the OF-612)

__Copy of DD Form 214 (Certificate of Release or Discharge from Active Duty) (only if claiming veteran’s preference) (Visit the following web site for additional information: http://www.opm.gov/employ/veterans/html/vetguide.asp 

__SF-15 (Application for 10-point Veteran’s Preference) plus the support documentation required by this form (if claiming 10-point veteran’s preference) (Go to the web site at http://www.opm.gov/forms/html/sf.asp to obtain form.)

__ Paid and non-paid work experience related to the position.  For each period of work experience include:

          ___Job title

          ___Series/grade (if Federal employment)

          ___Duties and accomplishments

          ___Employer’s name and address

          ___Supervisor’s name and contact information

          ___Starting and ending dates of employment (at least month/year)

          ___Number of hours worked per week

          ___Salary

          ___Indicate if we may contact current supervisor/employer

__ Other job related information, such as training courses (title & year); skills (e.g., other languages, computer software/hardware, tools, etc.)

          ___Certificates/licenses (current)

          ___Honors, awards, and special accomplishments

          ___Supplemental questionnaire if applicable
                (usually for Federal Wage System positions - WG, WL, WS)

__ Copy of college transcripts (if qualifying all or in part on the basis of education for this position) (If you have non-conventional education, e.g., foreign study, continuing education units, life experience, etc., go to the web site at http://www.opm.gov/qualifications/SEC-II/s2-e4.htm#e4a and look under the heading “Other Education” for information governing acceptability of this type of education.)

__ Copy of SF-50 (Notification of Personnel Action) to verify possession of competitive civil service status (if you are a current or previous federal employee)

__ Copy of most recent performance appraisal (if you are a current federal employee)

__ Second copy of application package IF you are a candidate with competitive status.  (NOTE:  All status candidates who wish to be considered under both alternative merit promotion and non-status competitive examining must submit two (2) complete applications when the position is open to both status and non-status candidates.  When only one (1) application is received, it will be considered under the alternative merit promotion procedures if the applicant is a current or former Federal employee with reinstatement eligibility.)

__ Support documentation for eligibility for special hiring authorities, such as disability, Peace Corps service, etc.  (If you have questions about whether you are eligible for a particular hiring authority, please call the servicing HR specialist or visit the web site at http://www.opm.gov/Strategic_Management_of_Human_Capital/fhfrc/default.asp 
 
__ Support documentation if you are a USDA surplus or federal displaced employee (See pertinent section under “Other Important Information” below.

__ Self-certification of typing speed (if required as a basic qualification for the position) 

__ While not required, a separate response to the required knowledge, skills, and abilities (KSAs listed under Specialized Experience) and Selective Placement Factor(s), if present, for this position may better highlight your specific qualifications for this position.  (For an explanation of KSAs, go to the web site at http://www.ars.usda.gov/careers/whatksa.html).

If this is your first time applying for a federal job, or if you wish to view more detailed information about  various aspects of applying for federal jobs, go to http://www.opm.gov/forms/html/of.asp and scroll down to access the Office of Personnel Management (OPM) Optional Form 510.

Location Contact Information:  Dr. Peter J. Cotty, 520-626-5049; or Ms. Jocelyn Mack, 504-286-4415.


Contact Information:
Jeanette Hubbard 
Phone: 301-504-1499 
Fax: 301-504-1535 
TDD: 202-855-1234 
Email: SCIRECRUIT@ARS.USDA.GOV 

Or write:
Department Of Agriculture
USDA-REE-ARS-HRD/Announcement #ARS-X8S-0056
5601 Sunnyside Avenue, Stop #5105
Beltsville, MD 20705-5105 
E-Mail: SCIRECRUIT@ARS.USDA.GOV 
Fax: 301-504-1535 



What To Expect Next:
Applicants will receive written confirmation from this office when their application package is received.

After the application has been received, applicants will not be notified of the status of their paperwork until a final selection has been made.
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The United States Government does not discriminate in employment on the basis of race, color, religion, sex, national origin, political affiliation, sexual orientation, marital status, disability, age, membership in an employee organization, or other non-merit factor. 
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Federal agencies must provide reasonable accommodation to applicants with disabilities where appropriate. Applicants requiring reasonable accommodation for any part of the application and hiring process should contact the hiring agency directly. Determinations on requests for reasonable accommodation will be made on a case-by-case basis. 
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Send Mail to:
Department Of Agriculture
USDA-REE-ARS-HRD/Announcement #ARS-X8S-0056
5601 Sunnyside Avenue, Stop #5105
Beltsville, MD 20705-5105 
E-Mail: SCIRECRUIT@ARS.USDA.GOV 
Fax: 301-504-1535 
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For questions about this job:
Jeanette Hubbard 
Phone: 301-504-1499 
Fax: 301-504-1535 
TDD: 202-855-1234 
Email: SCIRECRUIT@ARS.USDA.GOV 
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