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[bookmark: SOName]Selecting Official Name:                                                      
[bookmark: SOTitle][bookmark: Text23]Title/Organization/Phone #:                                                        
[bookmark: HRSName]HRS Name/Phone #:                                                    
Expedited Recruitment (check any that apply):
|_|	Global Recruitment
|_|	Shared Certificate 
|_|	Commissioned Corps
|_|	Direct Hire
|_|	Excepted Service (Schedule A or other)
|_|	Federal Career Intern Program (FCIP)
|_|	Student Career Employment Program (SCEP)
|_|	Student Temporary Employment Program (STEP)
|_|	Intergovernmental Personnel Act (IPA)
Position Information:
[bookmark: CapHR]Capital HR (EHRP) Job Requisition #:      
[bookmark: AdminCode]Admin Code:      
[bookmark: CAN]CAN #:      
[bookmark: TKNo]TK#:      
Confirmed Position is not marked for attrition (check with your a-76 coordinator http://oma.od.nih.gov/about/contact/browse.asp?ma_id=6) 
Series included are: 60, 301, 302, 303, 305, 318, 326, 341, 343, 350, 399, 401, 404, 640, 701, 704, 899, 1101, 2005, 2210, 3566, 5048, and 5703
Job Details
[bookmark: Payplan]Pay Plan/Series      
[bookmark: Title]Job Title:                           
[bookmark: Grades]Grade Level(s) advertised:      
[bookmark: FPL]Full Performance Grade Level of Position:      
[bookmark: Location]Duty Station:                                             
[bookmark: NewYes][bookmark: NoofVac]Anticipated number of vacancies to be filled:      
[bookmark: Supervisor]Name of person to whom this position reports (if other than SO):      
|_| New position 
	OR
[bookmark: Vice]|_| Established position: Vice      
|_| Covered/included in a bargaining unit?
Type of Appointment
|_|	Permanent
[bookmark: NTE]|_|	Temporary NTE _________
[bookmark: NTE2]|_|	Term NTE _____________ (justification for Term appointment attached)
[bookmark: NTE3]|_|	Student (STEP/SCEP) NTE _________

Work Schedule
|_|	Full-Time
[bookmark: hours]|_|	Part-Time (      hrs/wk)
|_|	Intermittent
|_|	Weekends
|_|	Shift
FLSA Code: 
Note: Discuss FLSA responsibilities with supervisor
[bookmark: nonexempt]|_|	Exempt                  |_|	Non-exempt
Other Details
[bookmark: ARRAYes][bookmark: ARRANo][bookmark: ARRACAN]Is this an ARRA position? |_| Yes  |_| No
If so, Can #      
[bookmark: SSOorSPL2]If this is an extramural T42 position, is it coded as SSO or SPL2? If so, what is the #?      
|_| Is this a Top 5 IC position that requires SF-278 filing & ethics clearance prior to appointment? 
|_| Will the incumbent be an SF-278 filer?
[bookmark: COACYes]If this is an Acquisitions position, does it fit in the approved IC organizational COAC model? |_| Yes
[bookmark: Approvedate]If it is a 14/15 yellow-lined position or a restructuring of the current COAC, indicate date approved by Director, OLAM:       
Position Description (PD):
|_|	HR CARDS Standard PD #      
|_|	HR previously classified (no more than 5 years old)
|_|	Proposed PD written by Selecting Official (SO)
Job Analysis:
Check completed items (not required for Direct Hire or Excepted Service)
|_|	HR CARDS standard Job Analysis (refer to PD# above)
[bookmark: KSA]|_|	SO identified major job duties 
[bookmark: Sfactor]|_|	SO identified KSAs
|_|	SO identified selective factors, if appropriate (justification for use of selective factor attached)
|_|	SO identified items/questions for HHS Careers or drafted benchmarks to be used in Crediting Plan for USAJOBS
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Recruitment Incentives
(Check all that are available)
Annual Leave for Non-Federal Service
[bookmark: ALCreditYes][bookmark: ALCreditNo][bookmark: ALCreditMaybe]	|_| Y  |_| N |_| Maybe
Above the Minimum (ATM)  
[bookmark: ATMYes][bookmark: ATMNo][bookmark: ATMMaybe]	|_| Y  |_| N |_| Maybe
[bookmark: PCAYes]Physician's Comparability Allowance (PCA) for Medical Officers (GS-0602) 	|_| Y
Recruitment Incentives 
[bookmark: RecruitYes][bookmark: RecruitAmount][bookmark: RecruitNo][bookmark: RecruitMaybe]	|_| Y $          |_| N |_| Maybe
Relocation Expenses Paid 
[bookmark: RelocationYes][bookmark: RelocationNo]	|_| Y  |_| N
Relocation Incentives (for current Feds only)
[bookmark: RelocYes][bookmark: RelocAmount][bookmark: RelocNo][bookmark: RelocMaybe]	|_| Y $          |_| N |_| Maybe
Student Loan Repayment Program
[bookmark: SLRPYes][bookmark: SLRPNo][bookmark: SLRPMaybe]	|_| Y  |_| N |_| Maybe
Additional Recruitment
(Check all):
[bookmark: AdWhere]|_|	Advertising on/at Website/Journal/Newspaper...
|_|	Social Media (Twitter/Facebook)
|_|	Commissioned Corps Listserv
[bookmark: Image]|_|	The Diversity Outreach Resource (DOR)
[bookmark: Text46][bookmark: ImageNo]|_|	Insert an image into the vacancy  Image #
|_|	Jobs@NIH website Hot Jobs
|_|	USAJOBS Featured Job
[bookmark: School]|_|	School/University Posting on/at School/Website...
[bookmark: Explain]|_|	Other please explain


Vacancy Announcement
Please consider the number of qualified applicants you expect will apply based on the area of consideration.
Area of Consideration (AOC)
|_|	All Sources (Delegated Examining & Merit Promotion)
|_|	Direct Hire (check list of covered occupations)
|_|	Administrative Careers with America (ACWA) through OPM (check list of covered occupations)
[bookmark: Govtwide]|_|	Delegated Examining only
|_| Government-wide
|_|	Internal
[bookmark: Check49][bookmark: Text39][bookmark: justification]|_| HHS-wide only   |_| NIH-wide only   |_| IC-wide only   |_| Program Area-wide only (Justification (MANDATORY) for limitation of AOC to less than IC-wide:                                                            )
[bookmark: length][bookmark: openclose]Length of Advertisement (min required – 5 work days):       and Target open and closing dates: 
  /  /      to    /  /    
Conditions of Employment
[bookmark: TypeClearance]|_|	Security Clearance Required?
Type of clearance:       
|_|	Financial Disclosure Required?
|_|	Drug Testing Required?
[bookmark: Type]|_|	License Required?	Type of license:      
[bookmark: nights]|_|	Overnight Travel Required?	Average # of nights per month?      
[bookmark: lift]|_|	Physical Requirements?   What are they?       
[bookmark: whatother]|_|	Other:        


The Strategic Recruitment meeting allows the hiring manager, administrative officer, and the HR specialist to collaboratively identify strategies to attract the most qualified applicants, choose the best assessment tools, and identify creative approaches to fill the position. Data has shown this meeting increases the number of qualified candidates available to fill the position. This activity also increases the satisfaction level of hiring managers.

|_|	I request a “Strategic Recruitment” discussion

|_|	I understand the 80-day hiring requirement and will work with OHR to expedite the time-to-hire. 

RESERVED FOR HRS COMPLETION:
[bookmark: packreceived]Date Completed Package Received in HR      
[bookmark: pdclassified]Date PD Classified:       
[bookmark: Titleseriesgrade]Title/Series/Grade(s) of Position Advertised:       
[bookmark: FPLad]Full Performance Level of Position Advertised:        
[bookmark: workdays]Advertised for:        workdays
[bookmark: AOC]Area of Consideration:        
[bookmark: open][bookmark: Close]Open date:        	Closing date:        
[bookmark: witsYes][bookmark: witsNo]Entered into WiTS	|_| Yes	|_| No

Signatures:


___________________________________
Human Resources Specialist Signature (Date)


___________________________________
Selecting Official Signature (Date)


___________________________________
Administrative Officer Signature (Date)


___________________________________
(Optional) EEO Specialist/HR Liaison (Date)
