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As a manager filling a position under Standard Automated Inventory Referral System (STAIRS) using Resumix, you have an active role in the recruitment process.  You identify key skills and selective factors; select an appropriate area of consideration, work with the HRSC-SE recruiter or HRO advisor to refine key skills; make your selection and designate alternate selections; and return the certificate within 3 weeks from the date of issuance.

INITIATING YOUR RECRUITMENT

When you are ready to fill a vacancy, you begin the recruitment process by completing a Request for Personnel Action (RPA).  You may consult with your local Human Resource Office (HRO) for advice and guidance as needed to fill the vacancy or complete the RPA.

1.  Q:  When should I submit the Request for Personnel Action (RPA)?  


A:  You should submit your RPA when you are ready to actively recruit.  If you are using management identification of candidates, you must submit the RPA to the HRSC for PPP input prior to beginning your internal identification process.

2.
Q:  What recruitment sources will I be able to consider in STAIRS?  


A:
Under STAIRS, you may consider candidates from a number of recruitment sources such as current Federal, DOD or DON employees, external applicants such as Reinstatement, ICTAP, VRA and VEOA eligibles, persons with disabilities, etc.

3.
Q:  What area of consideration (AOC) may be used?  


A:
Unless your AOC is predetermined in your union contract, you should use the smallest AOC that will provide you with an adequate list of candidates.  You may limit the AOC to your command (UIC) or a smaller organizational unit within your command.  While an AOC may include all appointables or all sources, it is unusual that this broad area is desirable or necessary.  The HRSC will not routinely recruit to overly broad AOCs.

4.
Q:  What information do I need to provide on the RPA?


A:
In addition to a current and accurate position description (if one is not on file at the HRSC), you should identify 4 to 8 key, hard skills to be used in recruitment.   At least one of the skills should be designated as ‘required’.  These skills must be job related and supportable in the position information of record.  Since some position descriptions and demonstration project level descriptors are very generic, you may need to provide specific information about the vacant position in order to support the key skills you identify.  This information is used not only in STAIRS recruitment but also in the screening of PPP matches, so you will want to ensure all key aspects of the job are covered.  Additional information might also include such variables as acquisition certification, maximum entry age for initial appointment to firefighter or air traffic controller positions, gender for health technicians, etc.  


You should also identify specific conditions of employment such as a requirement for security clearance, shift work, travel, licensing, credentialing, drug testing, pre-employment physical examination, etc.  Finally, be sure to indicate whether relocation costs will be authorized.  The decision needs to be made in advance and noted on the RPA to ensure that your activity does not incur an obligation to pay the expenses when you do not explicitly intend to do so.

5.
Q:  My vacancy has traditionally been hard to fill?  What extra steps can be taken to develop an adequate applicant pool?


A:  If there is not a sufficient number of well-qualified candidates in the STAIRS applicant pool, the HRSC will publish a career flyer on the Navy website to solicit candidates specifically for your vacancy.  You may also want to place a newspaper or trade magazine advertisement.  Remember to coordinate with the HRSC prior to advertising in this manner to ensure the announcement solicits the correct target group and we can time the issuance of the career flyer and referrals accordingly.  When a STAIRS search indicates you do not have a sufficient number of well-qualified candidates, you may elect to have a delegated examining announcement issued for your vacancy at the same time that you would like to see candidates from Resumix.  If you want to coordinate the timing of these events, you should note this on your RPA.  Dual recruitment, i.e. STAIRS and delegated examining used concurrently should be rare.  The HRSC will not routinely process dual recruitment actions.

6.
Q:  What other information should I provide on the RPA?


A:
You will need to provide the name, email address, voice and fax phone numbers (DSN and commercial) of the Subject Matter Expert (normally the selecting official)/HRO advisor for the vacancy.  This is the individual who will work with the HRSC-SE recruiter to refine key skills or answer questions about key skills if necessary.

7. Q:
Why is the HRSC using key skills now instead of developing a crediting plan from the PD?


A:  The Navy reviewed the RESUMIX process and determined that it is more efficient to have key, hard skills identified at the beginning of the recruitment process by the individual who has the best knowledge of the requirements of the position, i.e., the manager.  This optimized process has the manager identifying key skills at the same time he or she is making other recruitment decisions, rather than completing an additional review further along in the process.  It allows the HRSC to issue a certificate of eligibles without waiting for crediting plan review from managers.   

THE RECRUITMENT PROCESS

8.
Q:  What happens when the RPA is received at HRSC-SE?


A:
The RPA is reviewed to make sure all the required information is provided.  If it is, and no PPP exception applies, the vacancy is input to Priority Placement Program.  (If the RPA does not contain all required information, it is closed or returned without action.)  After PPP input, an HRSC-SE recruiter will use the key skills and area of consideration information identified on the RPA to produce a certificate of eligibles.  The HRSC-SE recruiter may run trial searches with the key skills set to assess the number of candidates potentially available and validate the skills.  The recruiter may contact you to refine the skills you submitted or suggest alternate skills.

9.
Q:  What other input would I have in the recruit process?


A:  The HRSC-SE recruiter will work with you when necessary to clarify recruitment information such as use of selective factors, required skills, and areas of consideration when the information you provided does not produce a sufficient number of well-qualified candidates.

IDENTIFICATION AND USE OF KEY SKILLS

10.
Q:  What are key skills?


A:
The key skills are those skills (desired and/or required) that are necessary for high-level job performance.  Key skills are job related and supported in the position description and other information of record concerning the position.  The key skill set is used, along with other information you provide on the RPA, to query the applicant pool to produce a certificate of eligibles for your vacancy. 


Skills that are not ‘technical’ skills are not used in the STAIRS process.  While these may well be important to high level job performance, they are not readily assessable in the resume.  These skills (soft skills) are better assessed in an interview.

11.
Q: What is a “key hard skill”? 


A:
A hard skill is a technical skill that can be evaluated from the resume.   A key hard skill is a technical skill that is necessary for high-level job performance.  A required key hard skill is a key technical skill that has more weight that the other key hard skills and which can be used to distinguish among a large group of candidates who possess one or more key hard skills.


Examples of hard skills: repair of CFM-56 aircraft engine, design database, repair heating/AC system, manage software development, process purchase orders, administer LAN, project management, quality control, acquisition, write inspection reports.  

12.
Q:  What are “desired” skills and “required” skills?


A:
In STAIRS terminology there are two types of skills, desired and required.  Desired skills are those skills that reflect knowledge, skills and abilities that are specifically related to the position being filled and which can be evaluated from the resume.  When desired skills are used, qualified applicants who match one or more desired skill are referred.  This provides for the greatest number of candidates to be referred.  Required skills are highly desirable skills that can be used to further distinguish among candidates.  Required skills are used when desired skills produces too large a pool of candidates and further screening is necessary.  When required skills are used, only qualified candidates that possess the required skills are referred.  You are asked to designate on the RPA which of the 4-8 key skills are required skill(s).  If you designate more than required skill, please prioritize them.

13.
Q:  What about other important skills that are not “hard” skills?


A:
Skills that are not “technical” skills, i.e., oral communication or ability to analyze are not used in the STAIRS process.  While these may well be important to high level job performance, they are not readily assessable in the resume.  These skills (soft skills) are better assessed in an interview.   

CERTIFICATES AND RESUMES

14.
Q:  How does the HRSC-SE recruiter determine who is referred on the certificate?


A:
The recruiter reviews the resumes of those candidates who match the AOC and skills set for OPM qualification and time in grade requirements.  These determinations are made from information contained in the resume.  A certificate of eligibles consisting of qualified candidates is referred to the Selecting Official/HRO for consideration.   

15.
Q:  How are the certificates and resumes distributed?


A:
The certificate, with applicants’ resumes attached, is sent electronically to the manager or designated representative and to the HRO. 

16.
Q:  Why do I receive more than one certificate?


A:
You may have several certificates to select from depending on what sources you chose to consider.  Each certificate will contain instructions on the proper way to mark your selections.  Your local HRO advisor will answer any questions you may have about the selection process associated with the different referrals you receive.

17.
Q:  What kind of certificates could I receive?


A:
There are four different types of certificates.  Depending on the AOC you initially identified, you receive one or more of the following:  

(1) Competitive:  Includes any promotion or VEOA candidates.  Names will be listed alphabetically.

(2) Noncompetitive:  Includes all noncompetitive candidates except for veterans. Names will be listed alphabetically.

(3) Veterans:  Includes all veteran applicants, i.e., VRA, 30% disabled.  Names will be listed alphabetically within preference groups. 

(4) 30 Percent or More Disabled Veterans: Includes only applicants with a 30% or more service-connected disability.  Names will be listed alphabetically.

18.
Q:  Do the applicants who are found “not qualified” receive any notification?


A:
Yes, any applicants matched to the requisition who do not meet minimum qualifications or are otherwise ineligible receive letters informing them of the HRSC-SE recruiter’s decision. 

19.
Q:  I expected several employees within my organization to be certified.  Is it possible for applicants to be qualified for a job and not be referred for consideration?


A:
Yes, for two reasons.  First, STAIRS identifies best-qualified candidates based on the key hard skills identified by you.  It is possible to meet minimum qualifications for a position and not possess any of the key hard skills required to be best qualified. Qualifications are reviewed only on applicants matching the key hard skills of the specific position being filled.  Second, applicants make mistakes on their resume or ADS that cause them not to be screened into the candidate pool for further evaluation.  Examples are failure to check appropriate blocks on the ADS or failure to self-nominate for a series after submitting a new or updated resume.

20.
Q:  Why do the resumes appear messy and unformatted and where are the KSA’s?


A:
Most resumes are submitted to HRSC-SE electronically.  The product you see with your certificate may not be what you would normally expect a resume to look like.  Likewise, hard copy resumes that are scanned in might contain Optical Character Recognition (OCR) errors.  You should not consider this as an indication of the applicant’s presentation of him/herself or of the applicant’s ability to spell and punctuate.  Rather, you should look at the resumes for substantive content.  Responses to individual KSAs are no longer required.  Applicants are asked to accurately describe their job experience in relation to types of jobs for which they wish consideration.

22.
Q:  Why don’t I have copies of documents such as college transcripts, certifications, etc. to review?


A:
You review only the resumes submitted by applicants when making your selection.  Depending on your local merit promotion policy, interviews may also be conducted to assist you in making your decision.  The tentative selectee is required to provide these types of supporting documents to the HRSC who will verify eligibility and appointability.

MAKING SELECTIONS

23.
Q:  What procedure do I follow to make my selection?


A:
There may be local requirements concerning use of a selection panel, whether or not interviews are required, a need for EEO or manpower review, or other issues associated with you making a selection.  Your Activity POC or HRO advisor will inform you if there are special selection requirements that apply to your situation.

24.
Q:  Why am I asked to indicate alternate selections on the certificate?


A:
You should indicate a primary and at least one alternate selection on your certificate(s).  In the event your first choice of selectee is not available or declines, the HRSC-SE recruiter may proceed with making subsequent job offers without delay.

25.
Q:  What do I do with the certificate once I’ve identified the tentative selectee and an alternate selectee?


A:
When you have made your selection, your HRO advisor will assist you in determining an appropriate effective date to request, assist you with any pay setting issues, and coordinate the selection with the HRSC-SE.  The certificate should be signed, dated and returned to the HRSC-SE via the local HRO.  The resumes should be shredded.

26.
Q:  If I consider applicants for a position but do not select them, will they receive any type of notice?


A:  Yes.  Those applicants referred but not selected will receive a letter indicating the specific position for which they were referred but not selected.  

27.
Q:  What happens after the certificate is returned to the HRSC-SE?


A:
The HRSC-SE recruiter makes the final appointability determination.  That may require that the selectee provide the HRSC with additional supporting documents such as a SF-50, DD-214, VA letter, SF-15, transcripts, etc.   Tentative selectees are given 3 days to provide such information.  If the tentative selectee cannot provide the documentation, or the HRSC cannot establish appointability, the recruiter will move to the alternate selectee. 

JOB OFFERS
28.
Q:  When will the job offer be extended?


A:
Once appointability and eligibility are verified, the HRSC-SE will make a firm job offer to the selectee.
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