NCI-FREDERICK CHECKLIST:  NEW RECRUIT–GENERAL SCHEDULE (GS)

PROFESSIONAL, TECHNICAL, ADMINISTRATIVE, CLERICAL AND OTHER POSITIONS AT GS-12 AND BELOW

DEADLINE TO ARC:  6 WEEKS 

ATTACH TO PERSONNEL PACKAGE

	N/A
	Complete
	
	Required Form/Document

(assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.
	DBS FTE Cover Sheet
	DBS Requirement

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2.
	SF-52 entered in IMPACT


	Use Recruit 52 in the system

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	OF-8 (PD Cover Sheet) 
	An OF-8 is required for each grade level being advertised

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4.
	Position Description
	ARC may provide samples

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5.
	Knowledge, Skills and Abilities (KSA’s) 
	ARC will work with Selecting Official to develop

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6.
	Crediting Plan
	ARC provides

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7.
	Job Analysis
	ARC provides

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8.
	Career Here Advertisement
	ARC will work with Selecting Official to develop 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	9.
	Advertisement (Newspaper, Journal, etc.)
	If applicable.  Selecting Official will prepare advertisement and have ARC review.  ALM/Secretary will place ad.


NCI-Frederick (1/16/01)

