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Department of the Army

OFFICE OF THE DEPUTY CHIEF OF STAFF, G-1

5440 Student Drive

Aberdeen Proving Ground, MD  21005-5200




May 26, 2004

MEMORANDUM FOR SEE DISTRIBUTION:

SUBJECT: Standard Resumix Procedures, Civilian Human Resources Agency 

                   (CHRA) Guidance Memo No. 12-04 

          This memo supercedes all previous CHRA guidance on the application of 

standard Resumix procedures used to fill positions using Merit Placement and 

Promotion procedures.

          This memo transmits guidance applicable to all CONUS and OCONUS Civilian 

Personnel Operation Centers (CPOCs) regarding the application of standard Resumix 

procedures used to fill positions using Merit Placement and Promotion procedures 

(Enclosure 1).  The purpose of this guidance is to standardize Resumix procedures 

among the regions in the various Resumix recruitment procedures to include vacancy 

announcement development, centralized Resume and self-nomination processing, 

candidate evaluation, and referral list preparation.

          For your convenience a summary of changes that have been made to the previous                   issuances of this guidance is provided at enclosure 2.

          The point of contact in CHRA is Robin Carper, Com 410-306-1705, DSN 458-1705 

or e-mail to Robin.Carper@chra.army.mil.

FOR THE DEPUTY CHIEF OF STAFF, G1:

//original signed//

Michael L. Vajda

Director, Civilian Human 

Resources Agency

Enclosures

DISTRIBUTION: 

ALL REGIONAL CIVILIAN HUMAN RESOURCES DIRECTORS

CHIEF, ARMY BENEFITS CENTER-CIVILIAN

Enclosure 1

STANDARD RESUMIX PROCEDURES 

CHRA Guidance Memo 12-04

Version 3 (17 May 2004)

1. PURPOSE:  To establish standard operating procedures for the Regional

Civilian Personnel Operations Centers (CPOC) referral process under Resumix 

and the development of vacancy announcements.

2. APPLICABILITY:  This document is applicable to all CONUS and OCONUS 

CPOC employees responsible for the application of Resumix procedures to fill 

positions using Merit Placement and Promotion procedures

3. RESUME SUBMISSION:  Resumes and supplemental data may be submitted 

at any time.  However, resumes and self-nominations must be received in the 

Regional CPOC or the central resume database not later than the closing or cut-off 

date of an announcement to be considered for that announcement.   Printed resumes that are sent via surface mail or email will be processed and accepted in accordance with instructions in the vacancy announcement.  Closing/cut-off dates are defined as 2400 Eastern Standard/Daylight Savings time of the closing day.

4.   VACANCY ANNOUNCEMENTS:   HR Specialists/Assistants should ensure that copies of all vacancy announcements are furnished to the requesting supervisor by 

way of the email functionality on the Vacancy Announcement Builder.  Additionally,  Specialists/Assistants are reminded to use the standard numbering convention on 

all announcements.  This convention is the two alpha characters that designate the region, followed by the two alpha CPOID identifier, followed by two digit CY, then 

the last six digits of the RPA.   

4. RECRUITMENT AND SELECTION:  Two types of Merit Placement and 

Promotion announcements may be used.

a. Open Continuous Announcements (OCA).   These announcements differ

 from individual vacancy announcements in that they are generally open for longer             periods        of time (e.g. up to one-year) than individual vacancy announcements.   An 

OCA will cover a single occupational series, or closely related series (e.g. interdisciplinary positions), and will be for one grade, or a limited range of grades.  In most cases, an OCA will be for a specific location.  The OCA may also cover locations in close proximity to each other (e.g. in the same commuting area).   In unusual circumstances the OCA may cover dispersed locations.  Applicants will have a resume in the centralized resume database and will indicate their interest in any position covered by the OCA for the life of the OCA by one self-nomination.  The self-nomination will not require the applicant to identify acceptable geographic locations.  It will be assumed the applicant is interested in all locations until an automated interest and availability tool establishes the applicant’s willingness to 

accept a position in a particular location if the OCA covers a broad range of 

geographic locations.

(1) It may be appropriate to use the OCA approach when at least one of the 

following conditions is met:

(a) The position is sufficiently hard to fill that applicants and the Department 

of Army are best served by accepting applications without regard to a closing date.

(b) The position(s) covered by the OCA are frequently filled or experience 

high turnover (e.g. four or more vacancies in the prior 52 weeks).  In these cases, 

the benefits of maintaining an inventory will exceed the costs and time associated 

with continually re-advertising the position under individual vacancy announcements               and issuing new referral lists after each announcement closes.

(c) Data obtained from Army’s civilian forecasting tool (CIVFORS) indicates 

that there will be a sufficient number of losses from positions covered by an OCA 

(e.g. two losses per year). 

(d) The primary applicant pool is believed to have limited access to the 

Internet and electronic e-mail systems. 

(e) Other equivalent conditions as determined by the Staffing Specialist in 

consultation with the appropriate management officials.

(2) When an OCA is used and produces at least five well-qualified and 

referable candidates, an individual vacancy announcement will not be requested 

unless management considers all available candidates from the OCA, and determines that none of the available candidates are acceptable.  This determination may be 

made without the formal issuance of a referral list.  Upon implementation of the hot 

flyer builder, a hot flyer announcement may be issued to supplement the recruiting efforts of an individual vacancy announcement or OCA.  Applicants who self-nominate in response to  a hot flyer announcement will be considered under the initial OCA or initial individual vacancy announcement for which the hot flyer is intended to supplement.


(3) To maintain an inventory that consists of interested and available qualified candidates, an automated interest and availability (I&A) tool may be used, when available, prior to issuing a referral list produced from an OCA.   

(a) When a referral list is issued within 30 days after the opening of an 

OCA, the automated I&A is not required.  Other exceptions to using the I&A tool 

can be authorized based on a discussion between the selecting official and the servicing          HR specialist.  For example, the selecting official may prefer to bypass the I&A to get the referral list quicker or the selecting official may prefer to personally market the opportunity to all referred candidates because it is hard to fill.   

(b) An I&A query may be sent to prospective candidates prior to making 

qualification determinations and applying skills criteria.  The I&A will be carefully 

worded so that applicants understand that the CPOC has not determined eligibility, qualification or best qualified, and that a positive response to the I&A does not 

mean the applicant will be referred.

(c) Applicants who receive an I&A inquiry will have five calendar days to 

respond to the HR specialist.

(d) Applicants who fail to respond to the I&A inquiry by the established 

suspense date will not be referred for that particular vacancy. 

(e) If the selecting official documents that an applicant who was referred 

declines consideration for a vacancy, that applicant’s self-nomination will be 

inactivated for the rest of the period covered by the OCA by the inclusion of 

applicable tracking codes.  If the OCA covers more than one geographical 

location or more than one grade level, the applicant will not receive consideration 

for positions covered by the OCA for which they have declined, but will receive consideration for positions covered by the OCA that meet the applicant’s acceptable conditions.  Applicants who have declined may re-establish active consideration by submitting another self-nomination prior to the closing date of the OCA.  Any 

applicant whose self-nomination is inactivated will be notified by the electronic notification system (ANSWER).  

(f) Any applicant who does not provide an e-mail address with his resume 

or self-nomination, and therefore cannot be reached electronically will be 

considered available.

(3) An OCA may be opened at any time for one year or less. Once opened, 

the initial cutoff date will be clearly indicated in the announcement.   Maximum 

flexibility for establishment of the cutoff exists, consistent with any local bargaining union agreements, or other binding agreements.  The cutoff may be a specific date and/or          reached upon receiving a specified number of applicants.  After the initial 

cutoff, subsequent cutoffs are established by the date the HR specialist initiates 

action to generate a referral list.

(4) When the same referral list is used to make additional selections, it is 

not necessary to create a new requisition upon receipt of another Request for 

Personnel Action.  In this case, the original may be used and a vacancy added

to the number of openings.  However, if a new referral list is pulled for the same 

or different selecting official, a new requisition must be created.  The new requisition 

will reflect the new cutoff date, reflect the specific skills used to create the best 

qualified list, record the basis for the natural break and any other information 

specific to the subsequent referral list issued.

(5) Through the use of job analysis, the Staffing Specialist will identify no 

more than 20 of the most relevant skills needed to perform the duties of the 

position being filled.  The selecting official or his or her designee will then identify 

which of these are the most important.   All criteria used to formulate a referral list 

will be documented in the requisition, and any modifications made to the initial set 

of skills will be included in an audit trail in the requisition.  The same skills that 

were successful in a previous referral list may be repeated; however, in many 

cases the OCA will be sufficiently broad, or the description of duties so generic, 

that a different set of skills relevant to the requirements of the specific position 

being filled will be justified by the selecting official.  

b.  Individual Vacancy Announcements (VA)

(1) Individual Vacancy Announcements are defined as those that are issued 

for a specific position vacancy or vacancies that are announced on an individual 

case basis.

        (2)  When an applicant has a resume on file, he/she must indicate interest 

in response to a Vacancy Announcement by the submission of a self-nomination 

by the closing or cut-off date of the announcement.  When an applicant does not 

have a resume on file and wishes to apply for a VA, he/she must prepare a resume, supplemental data, and a separate self-nomination and submit them to the 

Centralized Resume database by the closing or cut-off date of the announcement.

6.  PROCEDURES:

a. Resume Processing

(1) The servicing HR Specialists must not begin to process any vacancy

Announcement until the Central Resume Processing Center (CRPC) informs

The staff that processing of self-nominations and resumes received by the closing

date has been completed. 

(2) Resumes become inactive when the applicant accepts a permanent or 

temporary position filled through Resumix (i.e., permanent, temporary promotion, competitive detail, etc).  

          b.  Self-Nomination Processing

(1) The CRPC will process self-nominations/record vacancy announcement 

numbers in the resume summary of individual applicants who self-nominated 

through email or hardcopy. 

(2) The servicing HR Specialist/Assistant (or other designated person) will 

ensure that all the self-nominations have been tracked to the requisition.

b. Military Spouse Preference (MSP) Candidates are encouraged to have 

a resume on file in the Central Resume database.  The CPACs will inform spouses 

as they conduct preliminary PPP registration consultation, that they should have a

resume in the resume database when their PPP registration matches against a 

vacancy.  Spouses need not submit a self-nomination for consideration as an 

MSP candidate. Spouses must be among the Best Qualified to block consideration 

of other competitive candidates. If the MSP candidate does not have a resume on 

file, he/she will be contacted by the CPOC for a current resume.   In accordance 

with Chapter 14, Section C.4.g. of the DoD Priority Placement Program (PPP) 

Operations Manual, spouses who decline to participate in established competitive 

recruitment procedures, such as submitting resumes, lose their eligibility for 

continued registration in the Military Spouse Preference Program.

      c.   Announcements (Open Continuous and Individual)

(1) Upon receipt of a Request for Personnel Action, a requisition must be 

created prior to the opening date of an announcement.  Resumix requisitions follow 

a standard naming convention. Normally, requisitions are created through DCPDS 

and renamed in Resumix to conform with the standard naming convention.  Input 

the announcement number and opening and cut-off/closing dates into the custom 

fields of the requisition. Complete other custom fields as required.

     (2)
Skills are extracted from the description of duties in the requisition.  Through 

the application of job analysis, there must be a nexus between the duties in the 

vacancy announcement, requisition and the job description. Refine the skills (delete and/or add skills from the Resumix Knowledge Base), to create a reasonable 

number of good skills (no more than 20 skills). Communicate the proposed skills 

search criteria to the manager.  Managers/selecting officials will identify desired 

and/or required skills and indicate the ones that are most important. 

 (3) If skills search criteria are not returned by the announcement closing 

date, follow-up with a courtesy call or email to the manager.  If skills search 

criteria are not returned within two working days of the announcement 

close/cut-off date, proceed in accordance with local or regional procedures.

(4)  After the cut off date, ensure that all the self-nominations have been 

tracked to the requisition. (CRPC will track failed self-nominations.)  Conduct a 

search to develop the complete self-nomination list for the record. Preserve the resumes of all candidates.  This is to ensure that the resume that is used to make 

all determinations is the one that is sent with the referral and/or retained with the 

case file for higher level review.   Conduct a search by name for resumes not 

located using the social security number.

(5) Update the proposed Skills Search Criteria (SSC) to reflect the approved

skills, then apply one of the following methods:

(a) Collaborate with selecting officials to determine the candidate evaluation

methodology to use.  In cases involving large numbers of applicants, skills will           normally be applied to all candidates, or

(b) When an analysis of the candidate pool suggests the manager will be  

better served, consult with the manager, and if appropriate, only apply skills to competitive applicants.

(6)  Run the search.  Use the scores (number of Desired skills matched) to 

determine the natural break.  Rate a sufficient number at or above the natural break to provide a viable list of candidates. If no natural break exists, the manager’s number one Desired skill may be used as required to determine those candidates to be rated.  When there are fewer than three referable candidates, contact management prior to issuing the referral to determine if he/she will accept the referral list, wants to modify the skills search criteria, or to determine if a different recruitment strategy is needed to attract additional or better candidates.

     (7)  Use “Simplified Candidate Evaluation Procedures” if there are ten or fewer referable candidates for the position.

     (8)  When there is a sufficient number of candidates matching the identified skills            (short list), screen their resumes for eligibility and qualifications i.e., that they are in the           area of consideration, time-in-grade requirements are met, that they meet any positive education and the specialized experience requirements, etc. When there are positions          with positive education requirements screen the resumes to determine that the applicants have a degree or sufficient education to meet the requirements. When applicants do not meet the qualification requirements, they will not be referred.

      (9)  Document the Notes section of the Requisition with the method used to determine which candidates would be placed on the referral list (i.e., there was no natural break in the number of Desired skills, therefore, the manager’s top priority skill was used as a Required skill).  Also complete the custom fields in the Vacancy Announcement Information Group  with the date the referral was issued, and the suspense date for its return.

(10)  Prepare the referral list, ensuring that tracking is completed for all 

candidates who were tracked to the requisition.  Transmit the referral list and  the          candidates' resumes to the designated management official.  

(11)  Once the referral list has been issued, management may request and 

receive modifications to the skills search criteria and issuance of a new referral list if the reasons for changes are merit based.  The Branch Chief or his/her designee will properly annotate the reasons for changes in the record.

(12)  After selection, determine if supporting documentation is needed    

(i.e., SF 50,  DD 214,  transcripts, license, etc.)  If the individual selected is an internal candidate and the OPF is maintained on-site, the OPF will be reviewed for supporting documentation.  If the OPF does not contain the supporting documentation or the OPF is         not maintained on-site, the CPOC staff will obtain the documentation for verification.            The selected individual should normally provide the requested documentation within                3 days of the request.

(13)  Finalize the tracking for all candidates referred.  Complete the custom fields 

in the Vacancy Announcement Information Group with the date of commitment, the              method filled and then close out the requisition, as applicable.

7.  RELEASE OF INFORMATION:  

Information should be released in accordance with the Freedom of Information Act                and to any third party with a need to know, i.e., IG, EEO, MSPB. However, the specific           skills search criteria and specific skills matching information related directly to the             applicant will normally not be released.  This does not prohibit the HR community from providing reasonable responses to inquiries on qualification determinations from             applicants.

Enclosure 2
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STANDARD RESUMIX PROCEDURES – 10-04

Version 3 (17 May 04)
RESUMIX PROCEDURES

5. PURPOSE:  To establish standard operating procedures for the Regional

Civilian Personnel Operations Centers (CPOC) referral process under Resumix and the development of vacancy announcements.

6. APPLICABILITY:  This document is applicable to all CONUS and OCONUS CPOC 

employees responsible for the application of Resumix procedures to fill positions using Merit Placement and Promotion procedures
3.   RESUME SUBMISSION:  Resumes and supplemental data may be submitted at 

any time.  However, resumes and self-nominations must be received in the Regional CPOC or the central resume database not later than the closing or cut-off date of an announcement to be considered for that announcement.   Printed resumes that are sent via surface mail or email will be processed and accepted in accordance with instructions in the vacancy announcement.  Closing/cut-off dates are defined as 2400 Eastern Standard/Daylight Savings time of the closing day.
4.   VACANCY ANNOUNCEMENTS:   HR Specialists/Assistants should ensure that copies of all vacancy announcements are furnished to the requesting supervisor by way of the email functionality on the Vacancy Announcement Builder.  Additionally,  Specialists/Assistants are reminded to use the standard numbering convention on all announcements.  This convention is the two alpha characters that designate the region, followed by the two alpha CPOID identifier, followed by two digit CY, then the last six digits of the RPA.   

5.  RECRUITMENT AND SELECTION:  Two types of Merit Placement and Promotion 

announcements may be used.

a.   Open Continuous Announcements (OCA).   These announcements differ from individual vacancy announcements in that they are generally open for longer periods of time (e.g. up to one-year) than individual vacancy announcements.   An OCA will cover a single occupational series, or closely related series (e.g. interdisciplinary positions), and will be for one grade, or a limited range of grades.  In most cases, an OCA will be for a specific location.  The OCA may also cover locations in close proximity to each other (e.g. in the same commuting area).   In unusual circumstances the OCA may cover dispersed locations.  Applicants will have a resume in the centralized resume database and will indicate their interest in any position covered by the OCA for the life of the OCA by one self-nomination.  The self-nomination will not require the applicant to identify acceptable geographic locations.  It will be assumed the applicant is interested in all locations until an automated interest and availability tool establishes the applicant’s willingness to accept a position in a particular location if the OCA covers a broad range of geographic locations.

(1) It may be appropriate to use the OCA approach when at least one of the 

following conditions is met:
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The position is sufficiently hard to fill that applicants and the Department of Army are best served by accepting applications without regard to a closing date.   A position is defined as hard to fill when a prior competitive announcement did not yield at least three well qualified, referable candidates. 

(g) The position(s) covered by the OCA are frequently filled or experience high turnover (e.g. four or more vacancies in the prior 52 weeks).  In these cases, the benefits of maintaining an inventory will exceed the costs and time associated with continually re-advertising the position under individual vacancy announcements and issuing new referral lists after each announcement closes.

(h) Data obtained from Army’s civilian forecasting tool (CIVFORS) indicates that there will be a sufficient number of losses from positions covered by an OCA (e.g. two losses per year). 

(i) The primary applicant pool is believed to have limited access to the Internet and electronic e-mail systems. 

(j) Other equivalent conditions as determined by the Staffing Specialist in consultation with the appropriate management officials. 

   
(2)  When an OCA is used and produces at least five well-qualified and referable candidates, an individual vacancy announcement will not be requested unless management considers all available candidates from the OCA, and determines that none of the available candidates are acceptable.  This determination may be made without the formal issuance of a referral list.  Upon implementation of the hot flyer builder, a hot flyer announcement may be issued to supplement the recruiting efforts of an individual vacancy announcement or OCA.  As soon as it is available, in lieu of an individual job announcement, a hot flyer announcement may be used.  Applicants who self-nominate in response to a hot flyer announcement will be considered under the initial OCA or initial individual vacancy announcement for which the hot flyer is intended to supplement. and not under a separate individual vacancy announcement.

(3) To maintain an inventory that consists of interested and available qualified candidates, an automated interest and availability (I&A) tool may be used, when available, prior to issuing a referral list produced from an OCA.   

(a) When a referral list is issued within 30 days after the opening of an OCA, the automated I&A is not required.  Other exceptions to using the I&A tool can be authorized based on a discussion between the selecting official and the servicing HR specialist.  For example, the selecting official may prefer to bypass the I&A to get the referral list quicker or the selecting official may prefer to personally market the opportunity to all referred candidates because it is hard to fill.   

(b) An I&A query may be sent to prospective candidates prior to making qualification determinations and applying skills criteria.  The I&A will be carefully worded so that applicants understand that the CPOC has not determined eligibility, qualification or best qualified, and that a positive response to the I&A does not mean the applicant will be referred. 

(c) Applicants who receive an I&A inquiry will have five calendar days to respond to the HR specialist. 

(d) All internal Army applicants with status will be considered available if they fail to respond to the I&A inquiry. Applicants who fail to respond to the I&A inquiry by the established suspense date will not be referred for that particular vacancy. 

(e) All candidates external to Army, and non-status candidates currently employed by Army will not be referred for that particular vacancy if they fail to respond by the established suspense date. 

(f) If the selecting official documents that an applicant who was referred declines consideration for a vacancy, that applicant’s self-nomination will be inactivated for the rest of the period covered by the OCA by the inclusion of applicable tracking codes. If the OCA covers more than one geographical location or more than one grade level, the applicant will not receive consideration for positions covered by the OCA for which they have declined, but will receive consideration for positions covered by the OCA that meet the applicant’s acceptable conditions. Applicants who have declined may re-establish active consideration by submitting another self-nomination prior to the closing date of the OCA. or until the applicant self-nominates again.  Any applicant whose self-nomination is inactivated will be notified by the electronic notification system.  
(g) Any applicant who does not provide an e-mail address with his resume or self-nomination, and therefore cannot be reached electronically will be considered available.

(4) An OCA may be opened at any time for one year or less. Once opened, the initial cutoff date will be clearly indicated in the announcement.   Maximum flexibility for establishment of the cutoff exists, consistent with any local bargaining union agreements, or other binding agreements.  The cutoff may be a specific date and/or reached upon receiving a specified number of applicants.  After the initial cutoff, subsequent cutoffs are established by the date the HR specialist initiates action to generate a referral list.

(5) When the same referral list is used to make additional selections, it is not necessary to create a new requisition upon receipt of another Request for Personnel Action.  In this case, the original may be used and a vacancy added to the number of openings.  However, if a new referral list is pulled for the same or different selecting official, a new requisition must be created.  The new requisition will reflect the new cutoff date, reflect the specific skills used to create the best qualified list, record the basis for the natural break and any other information specific to the subsequent referral list issued.

(6) Through the use of job analysis, the Staffing Specialist will identify no more than 20 of the most relevant skills needed to perform the duties of the position being filled.   The selecting official or his or her designee will then identify which of these are the most important.   All criteria used to formulate a referral list will be documented in the requisition, and any modifications made to the initial set of skills will be included in an audit trail in the requisition.  The same skills that were successful in a previous referral list may be repeated; however, in many cases the OCA will be sufficiently broad, or the description of duties so generic, that a different set of skills relevant to the requirements of the specific position being filled will be justified by the selecting official.  

b.  Individual Vacancy Announcements (VA).

(1) Individual Vacancy Announcements are defined as those that are issued for a 

specific position vacancy or vacancies that are announced on an individual case basis.

     (2) When an applicant has a resume on file, he/she must indicate interest 

in response to a Vacancy Announcement by the submission of a self-nomination by the closing or cut-off date of the announcement.  When an applicant does not have a resume on file and wishes to apply for a VA, he/she must prepare a resume, supplemental data, and a separate self-nomination and submit them to the Centralized Resumix database by the closing or cut-off date of the announcement.
6.  PROCEDURES:

a.  Resume Processing.  

      (1) The servicing HR Specialists must not begin to process any vacancy announcement until the Central Resume Processing Center (CRPC) informs the staff that processing of self-nominations and resumes received by for the closing date has been completed.  HR Specialists who service activities that permit self-nominations/resumes to be submitted through US Mail will ensure they don’t begin to process the action until the requisite days have passed for surface mail to be received. 
(2) Resumes become inactive when the applicant accepts a permanent or 

temporary position filled through Resumix (i.e., permanent, temporary promotion, competitive detail, etc)  

b.  Self-Nomination Processing.  

(1) The CRPC will process self-nominations/record vacancy announcement numbers 

in the resume summary of individual applicants who self-nominated through email or hardcopy. 

(2) The servicing HR Specialist/Assistant (or other designated person) will ensure 

that all the self-nominations have been tracked to the requisition.

c.  Military Spouse Preference (MSP) Candidates

     (1) Spouse preference candidates are encouraged to have a resume on file in the Central Resume database.  The CPACs will inform spouses as they conduct preliminary PPP registration consultation, that they should have a resume in the resume database when their PPP registration matches against a vacancy.  Spouses need not submit a self-nomination for consideration as an MSP candidate. Spouses must be among the Best Qualified to block consideration of other competitive candidates. If the MSP candidate does not have a resume on file, he/she will be contacted by the CPOC for a current resume.   In accordance with Chapter 14, Section C.4.g. of the DoD Priority Placement Program (PPP) Operations Manual, spouses who decline to participate in established competitive recruitment procedures, such as submitting resumes lose their eligibility for continued registration in the Military Spouse Preference Program.
     (2) OCONUS CPOCs may have alternative procedures for MSP candidates.

d.   Announcements (Open Continuous and Individual)

     (1)  Upon receipt of a Request for Personnel Action, a requisition must be created prior to the opening date of an announcement. Resumix requisitions follow a standard naming convention. Normally, requisitions are created through DCPDS and renamed in Resumix to conform with the standard naming convention.   Input the announcement number and opening and cut-off/closing dates into the custom fields of the requisition. omplete other custom fields as required.

     (2)
Skills are extracted from the description of duties in the requisition.  Through 

the application of job analysis, there must be a nexus between the duties in the vacancy announcement, requisition and the job description. Refine the skills (delete and/or add skills from the Resumix Knowledge Base), to create a reasonable number of good skills (no more than 20 skills). Communicate the proposed skills search criteria to the manager.  Managers/selecting officials will identify desired and/or required skills and indicate the ones that are most important. 

(3) If skills search criteria are not returned by the announcement closing date, follow-up with a courtesy call or email to the manager.  If skills search criteria are not returned within two working days of the announcement close/cut-off date, proceed in accordance with local or regional procedures.

(4) After the cut off date, ensure that all the self-nominations have been tracked to 
the requisition. (CRPC will track failed self-nominations.)  Conduct a search to develop the complete self-nomination list for the record. Preserve the resumes of all candidates.  This is to ensure that the resume that is used to make all determinations is the one that is sent with the referral and/or retained with the case file for higher level review.   Conduct a search by name for resumes not located using the social security number.
      (5) Update the proposed Skills Search Criteria (SSC) to reflect the approved skills.  Then, apply one of the following methods: 

(c) Collaborate with selecting officials to determine the candidate evaluation

methodology to use.  In cases involving large numbers of applicants, skills will normally be applied to all candidates, or

(b)  When an analysis of the candidate pool suggests the manager will be better served, consult with the manager, and if appropriate, only apply skills to competitive applicants.  
  (6) Run the search.  Use the scores (number of Desired skills matched) to determine the natural break.  Rate a sufficient number at or above the natural break to provide a viable list of candidates. If no natural break exists, the manager’s number one Desired skill may be used as required to determine those candidates to be rated.  When there are fewer than three referable candidates, contact management prior to issuing the referral to determine if he/she will accept the referral list, wants to modify the skills search criteria, or to determine if a different recruitment strategy is needed to attract additional or better candidates.

     (7) Use  “Simplified Candidate Evaluation Procedures” if there are ten or fewer referable candidates for the position.

     (8) When there is a sufficient number of candidates matching the identified skills (short list), screen their resumes for eligibility and qualifications i.e., that they are in the area of consideration, time-in-grade requirements are met, that they meet any positive education and the specialized experience requirements, etc.  When there are positions with positive education requirements screen the resumes to determine that the applicants have a degree or sufficient education to meet the requirements. When applicants do not meet the qualification requirements, they will not be referred.

      (9) Document the Notes section of the Requisition with the method used to determine which candidates would be placed on the referral list (i.e., there was no natural break in the number of Desired skills, therefore, the manager’s top priority skill was used as a Required skill).  Also complete the custom fields in the Vacancy Announcement Information Group with the date the referral was issued, and the suspense date for its return.

(14)  Prepare the referral list, ensuring that tracking is completed for all 

candidates who were tracked to the requisition.  Transmit the referral list and the candidates' resumes to the designated management official.  

(15)  Once the referral list has been issued, management may request and 

receive modifications to the skills search criteria and issuance of a new referral list if the reasons for changes are merit based.  The Branch Chief or his/her designee will properly annotate the reasons for changes in the record.  If the selecting official desires a new announcement or referral, which changes the scope of recruitment, the Request for Personnel Action will be cancelled, with management’s agreement, and management should submit a new request. 

(16)  After selection, determine if supporting documentation is needed (i.e., SF 

50,  DD 214,  transcripts, license, etc.)  If the individual selected is an internal candidate and the OPF is maintained on-site, the OPF will be reviewed for supporting documentation.  If the OPF does not contain the supporting documentation or the OPF is not maintained on-site, the CPAC CPOC staff will obtain the documentation and fax it to the CPOC for verification.  The selected individual should normally provide the requested documentation within 3 days of the request.

(17)  Finalize the tracking for all candidates referred.  Complete the custom fields 

in the Vacancy Announcement Information Group with the date of commitment, the method filled and then close out the requisition, as applicable.

7.  RELEASE OF INFORMATION:  

Information should be released in accordance with the Freedom of Information Act and to any third party with a need to know, i.e., IG, EEO, MSPB. However, the specific skills search criteria and specific skills matching information related directly to the applicant will normally not be released.  This does not prohibit the HR community from providing reasonable responses to inquiries on qualification determinations from applicants.
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