ISC E2E HIRING PROCESS (07/11)
DOE’s E2E Hiring Process is 100 calendar days (inclusive of the 30 days for employee’s entry on duty)







 (
KEY Responsibilities
Hiring Manager
Joint Manager/HR Specialist
Human Resources
Applicant
Joint Applicant/HR 
)



 (
*The stages for each phase are outlined in the attached Process
 T
able.
)
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PROCESS TABLE

Process Steps/Work Instructions (Maps to E2E Process Diagram)


	PHASE 0 – STRATEGIC PARTNERING; WORKFORCE PLANNING; RECRUITMENT AND ORIENTATION

	Stage
	Who Does It
	What Happens

	1
	Hiring Manager/HR Specialist
	Discussion concerning workforce planning, succession planning staffing and recruitment plans.  Discuss specific position to be filled:  identify position description, job analysis, how to assess applicants’ qualifications, recruitment plans, etc.

	2
	Hiring Manager
	Obtain approval to hire.

	PHASE 1 – RECRUIT INITIATION

	Stage
	Who Does It
	What Happens

	1
	Hiring Manager
	Initiate recruit action via CHRIS Workflow.

	2
	Hiring Manager
	Sign and submit OF-8, PD Cover Sheet.  This item can be attached to your CHRIS Workflow action.

	3
	Human Resources
	Receive recruitment package.

	PHASE 2 – JOB CLASSIFICATION/RECERTIFICATION

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Classify or recertify position description

	2
	Human Resources
	Sign OF-8, PD Cover Sheet.

	PHASE 3 – ANNOUNCEMENT PREPARATION

	Stage
	Who Does It
	What Happens

	1
	Hiring Manager/HR Specialist
	Finalize job analysis; assessment questions; identify knowledge, skills and abilities and specialized experience.

	2
	Human Resources
	Draft vacancy announcement, receive Hiring Manager approval.

	3
	Human Resources
	Open vacancy announcement in USAJobs (no longer than 30 days)

	PHASE 4 – VACANCY ANNOUNCEMENT

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Vacancy announcement open period.

	2
	Hiring Manager
	Anticipate receive of selection certificate and pre-plan for rating/interview panels, if applicable.  Block time on calendar for these functions to ensure selection can be made within the timeframe of selection certificate.

	PHASE 5 – APPLICANT EVALUATION

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Vacancy closes; HR Process prints applications

	2
	Human Resources
	Review applications for eligibility/minimum qualifications

	3
	Human Resources
	HR Processor updates applicant status in USAJobs.

	4
	Human Resources
	Validate applicant responses and adjudicate veterans’ preference.

	PHASE 6 – CANDIDATE SELECTION

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Issue Selection Certificate to Hiring Manager

	2
	Hiring Manager
	Review applications and conduct interviews.

	3
	Hiring Manager/HR Specialist
	Conduct reference checks

	4
	Hiring Manager
	Return selection certificate

	5
	Hiring Manager
	Complete OPM survey, submit interview notes to HRS

	PHASE 7 – JOB OFFER

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Contact selectee and make tentative job offer.

	2
	Human Resources
	If required, schedule applicant drug test and notify tentative selectee

	3
	Human Resources
	Prepare/issue tentative offer letter to selectee stating conditions of employment (e.g., background check, drug testing, and suitability).

	4
	Hiring Manager/HR Specialist
	If Superior Qualifications or 3 R’s incentive is being offered, prepare requisite paperwork.

	PHASE 8 – JOB ACCEPTANCE

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Contact selectee and make tentative job offer.

	2
	Applicant
	Accept Job Offer, complete required forms, including the OF-306, Declaration for Federal Employment and SF-85 (non-sensitive positions) OR SF-86 (cleared positions)

	3
	Human Resources
	Non-Sensitive Positions

Review OF-306 for Suitability
Acceptable – EOD
   Investigation Results
   Acceptable – Retained
   Not Acceptable – Terminated

Not Acceptable – Do Not Hire
	Cleared Positions (L or Q)

Review OF-306 for suitability
Acceptable – Conduct drug test
   Drug Test
   Pass – Set EOD and conduct
                investigation
   Does Not Pass – Do Not Hire

Not Acceptable – Must pass drug test, conduct sensitive investigation (prior to EOD), and review to adjudicate

Investigation Results
Acceptable – Retain or EOD
Not-Acceptable – Do Not Hire

	4
	Human Resources
	Establish Entry on Duty Date

	PHASE 9 – ENTRY ON DUTY

	Stage
	Who Does It
	What Happens

	1
	Applicant
	Enters on Duty




Phase 5


Applicant Evaluation


Phase 6


Candidate Selection


Phase 7


Job Offer


Phase 8


Job Acceptance


Phase 9


Entry on Duty (EOD)
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Strategic Partnering; Workforce Planning; Recrutment and Orientaiton
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Recruitment Initiation


Phase 2


Job Classification/ Recertification


Phase 3


Announcement Preparation
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Vacancy Announcement


























