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SES Recruitment/Selection Process







 (
KEY Responsibilities
Hiring Manager
Joint Manager/HR Specialist
Human Resources
SMRB/ERB
 
Merit Staffing Panel
)


 (
*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 Process Diagram)


	STEP 1 – REQUEST AUTHORITY TO RECRUIT 

	Stage
	Who Does It
	What Happens

	1
	Approving Official
	When it is known that a vacancy will occur, work with Human Resources to prepare ERB authority to recruit.  

	2
	Hiring Manager/HR Specialist
	Human Resources and the Hiring Manager prepare the recruitment package which consists of:
· SF-52
· Position Description with signed PD Cover Sheet (OF-8)
· Draft Vacancy Announcement
· Technical Qualifications Requirements
· Crediting Plan for technical qualifications
· Executive Core Qualifications
· Executive Resources Board (ERB) Sheet 

	3
	Human Resources
	Forward the recruitment package to the Approving Official (SC/HQ), who will forward to the ERB/SMRB.

	STEP 2 – SUBMISSION TO ERB/SMRB 

	Stage
	Who Does It
	What Happens

	1
	Approving Official
	After the Approving Official reviews/approves recruitment package, forwards the package to the ERB/SMRB for consideration.

	2
	ERB/SMRB
	Forwards the recruitment package to S-1 for a decision and notifies the Hiring Official/HRS of decision.

	STEP 3 – FINALIZE AND DISTRIBUTE VACANCY ANNOUNCEMENT

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Once the recruitment package is approved by S-1, HRS will post the vacancy via USAJobs.

	STEP 4 – ACCEPT AND SCREEN APPLICATIONS

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Vacancy closes; HR Processor prints applications.

	2
	Human Resources
	HR conducts a preliminary screening to determine whether candidates have the technical and executive core qualifications identified in the vacancy announcement.

	3
	Human Resources
	HR verifies eligibility for non-competitive consideration.

	4
	Hiring Manager
	Anticipate receipt of selection certificate and pre-plan for rating/interview panels.  Block time on calendar for these functions to ensure selection can be made within the timeframe of selection certificate.




	STEP 5 – MERIT STAFFING PANEL

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Provide Panel members with SES Merit Staffing Procedures, application package of each candidate, vacancy announcement, position description, crediting plan, and evaluation summary sheet. 

	2
	Merit Staffing Panel
	Review each application package and assign rating (or validate non-competitive candidates are qualified).

	3
	Merit Staffing Panel
	Determine overall earned rating for qualified candidates.

	4
	Merit Staffing Panel
	Identified Best Qualified candidates.  Panel Chair prepares memorandum to Hiring Manager/Selecting Official summarizing qualifications of Best Qualified candidates.

	STEP 6 – SELECTION CERTFICATE

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Prepare selection certificate based on Merit Staffing Panel recommendation.

	1
	Human Resources
	Forwards Merit Staffing Chair memorandum to Hiring Manager along with the Certificate of Eligibles and Best Qualified applications.

	STEP 7 – CANDIDATE SELECTION

	Stage
	Who Does It
	What Happens

	1
	Hiring Manager
	Review applications and conduct interviews.

	2
	Hiring Manager
	Return selection certificate to Human Resources along with a salary recommendation.

	3
	Human Resources
	Contact selectee and inform them of their tentative selection (since ERB and potentially QRB approval are required).  If applicant accepts the tentative job offer and proposed salary, prepare package and forward to the ERB for consideration.  If the selectee accepts the position, but not salary, notify the Program organization, as they can negotiate any change in salary.  

	STEP 8 – PREPARE ERB SELECTION PACKAGE

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Obtain Office of General Counsel conflict-of-interest clearance.

	2
	Human Resources
	Human Resources will prepare the ERB selection package with consists of:
· Signed Executive Resources Board Decision Document (Board Sheet)
· Selection Certificate, if applicable
· Resume
· Executive Core Qualifications (ECQ), if applicable
· References (for external candidates)
· GC Conflict-of-Interest approval
· Proof of Salary
· Organizational Chart
· Service Agreement, if applicable (if incentive being paid)

	3
	Human Resources
	Forward the recruitment package to the Approving Official (SC/HQ), who will forward to the ERB/SMRB.




	STEP 9 – SUBMISSION TO ERB/SMRB/QRB

	Stage
	Who Does It
	What Happens

	1
	Approving Official
	After the Approving Official reviews/approves selection package, forwards the package to the ERB/SMRB for consideration.

	2
	ERB/SMRB
	Forwards the recruitment package to S-1 for a decision and notifies the Hiring Official/HRS of decision.

	3
	Human Resources
	IS QRB APPROVAL REQUIRED?  If so, submit QRB package to OPM with the following:
· ECQs (no more than 10 pages, 2 pages per ECQ – in 12 font)
· Applicant resume
· ERB approval
· Vacancy announcement
· Three copies of the application
· ESCS success sheet

Once QRB approves, coordinate tentative effective date.  
If not approved, possibly re-submit ECQs or notify Hiring Manager.

IF QRB APPROVAL IS NOT REQUIRED, coordinate tentative effective date for selectee.

	STEP 10 – JOB ACCEPTANCE

	Stage
	Who Does It
	What Happens

	1
	Human Resources
	Upon receiving approval(s), contact selectee to make “official” offer.  Upon acceptance, offer letter is prepared and mailed.

	2
	Applicant
	Accept Job Offer, complete required forms, complete drug testing and security requirements

	4
	Human Resources
	Notify applicant of drug testing results and validate entry on duty date.

	STEP 11 – ENTRY ON DUTY

	Stage
	Who Does It
	What Happens

	1
	Applicant
	Enters on Duty
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