
A5.4 - Fill Vacancy - Merit

HRSC
- Receive request to fill
- Clear ASARS, RPL (See A5.2)
- If register already established,
  issue cert and continue process
- If Open Continuous established,
  determine qualifications and 
  continue process
- Establish case file
- Develop job analysis/ 
  crediting plan with input
  from HRO
- Prepare/distribute 
  announcement and upload to
  OPM Website
- Collect applications
- Determine qualifications
- If recruiter is rating, complete
  rating and ranking
 

If ICTAP
applicants,

go to
A5.3

HRO
- If activity is rating/
  ranking, HRO 
  coordinates with 
  SME/panel

HRSC
- Review rating/ranking
- Notify applicants in 
  accordance with union 
  agreement
- Check PPP
- Prepare/issue cert to HRO

HRO
- Receive certificate
- Coordinate/advise
  manager on selection

Manager
- Receive cert 
- Make selection
- Return cert to HRO

HRSC
- Receive certificate
- Do technical audit
- Make official offer
- As needed, repeat steps and 
  make new offer
- Notify unsuccessful applicants 
- Close out case file

Complete
Selection

A5.12

HRO
- Receive completed
  certificate
- Do technical review


