
Transitioning to USAJOBS and 
USA Staffing for Merit StaffingUSA Staffing for Merit Staffing



Policy Directives

Office of Management and Budget (June2009) and 
Presidential (May 2010) Memoranda
 Improve the applicant experience

 Communicate with applicants throughout the process
 Eliminate essay-style questions from initial application materials 
 Accept cover letter and resumes
 Reduce job announcements to five pages

 Reduce time to fill vacancies Reduce time to fill vacancies
 Fill vacancies within 80-101 days
 Use and assess available technology

 Increase collaboration between hiring managers and HRg g
 Plan current and future workforce requirements
 Participate in identification of knowledge, skills and abilities (KSAs), 

competencies and position tasks
 Engage continually throughout the hiring process
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Engage continually throughout the hiring process
 Track and report on timeliness of decisions and process



Transition to USAJOBS

 USAJOBS to replace Civilian Hiring and Recruitment Tool 
( )(CHART)

 USAJOBS is the official federal government site for job 
announcements
 One-stop source for applicants as well as current employees

 Phased transition will continue throughout 2011

 Tutorials and FAQs available at www usajobs gov Tutorials and FAQs available at www.usajobs.gov
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USAJOBS
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Improve the Applicant Experience

 Transition to USAJOBS
 One-stop shopping for federal positions

 Applicants receive status updates at key critical decision 
points
 Application received

 Application assessed for qualifications and referred to selecting official 
(or not)

 Applicant selected (or not)

 Job announcements shorter and simpler, written in plain 
language

 Notification of posting for jobs of interest
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Benefits of USAJOBS to Applicants

 Creates and stores up to five resumes

 Spell-checks resumes and work experience information 

 Uploads job application attachments and resume 

 Sends email notification of job postings Sends email notification of job postings

 Creates and saves 25 job search interests

 Displays job application status

 Provides access to copies of announcement submission
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From USAJOBS to USA Staffing’s
Application Managerpp g

NOTE: If the job announcement requires the completion of a 
h l ll b d dquestionnaire, then applicants will be directed to 

Application Manager

 Enables applicants to manage applications
 Complete, submit and track application packages

 Guides applicants through answering assessment 
questionnaires and uploading required documentsq p g q

 Provides access to copies of previously submitted 
application packages

 Displays detailed application status and notifications (email  Displays detailed application status and notifications (email 
or postal letter) for announcements
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jdjdoe
jdoe@gmail.com
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Dual Announcements During 
TransitionTransition

 During the transition to USA Staffing and USAJOBS, 
ll b d f llvacancy announcements will be posted as follows:

 On both CHART and USAJOBS for those activities which have not yet 
transitioned

 Exclusively on USAJOBS for those activities which have transitioned to 
the USA Staffing and USAJOBS tools
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USA Staffing

 Web-enabled software that automates the recruitment, 
f l d fassessment, referral and notification processes

 OPM staffing tool
 HR professional’s technological interface for USAJOBS

 Flexible: supports DoD-specific procedures

 DON has successfully used this tool for delegated 
examining recruitmentexamining recruitment

12



Selection Manager

 Hiring manager’s component of USA StaffingOPM staffing 
ltool

 Provides access to the candidate referral list
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Selection Manager Features

 Receive alerts of new referral lists and upcoming due dates 
lvia email

 Electronically document hiring decisions, sign and return 
the referral list

 Share access to referral lists with others involved in the 
hiring process

 Mark individual candidates to view easily later Mark individual candidates to view easily later
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Increase Collaboration:

Hiring Managers and HR Professionals
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Increase Collaboration

Hiring managers and HR professionals work 

 Collaborate in the development of job analyses and 
assessment questionnaires 

together to:

assessment questionnaires 

 Determine which hiring authorities, flexibilities, etc., are 
likely to result in the best candidates

 P ti i t  i  ti  it t f did t  ll   Participate in active recruitment of candidates –colleges, 
job fairs and other outreach venues

 staffing plan and recruitment strategies
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Job Analysis

Hiring managers and HR 
professionals identify p o ess o a s de t y
tasks performed and 

competencies 
required
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Job Analysis

 Systematic procedure for gathering, documenting and 
l f b h f h banalyzing information about the requirements of the job 

 Identifies the major duties of the job and the competencies 
required to perform them

 Documents specific job tasks related to each identified KSA

 A good job analysis is the basis for creating assessments 
and is instrumental in rating applications and identifying and is instrumental in rating applications and identifying 
the best-qualified candidates
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Job Analysis for Hiring Managers

Eight key steps in the job analysis process 

 Gather information, such as position description, 
qualification standard, etc.

 Involve a subject matter expert and an HR professionalj p p

 Identify critical job duties

 Identify needed KSAs and competencies

 Identify selective placement factors

 Identify tasks for each KSA

 Validate analysis Validate analysis

 Document decisions
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Key Changes …….

 Actively recruit and market your positions - individual 
ll b d f h d fannouncements will be used for each vacancy instead of 

open continuous announcements

 All POCs listed on the RPA will receive an email notification 
with a link to the announcement when it has been posted. 

 No longer using Resumix skills - Don’t need names of 
potential candidates

 Applicants will self rate and self rank by answering task 
based questionnaires. Their answers form the basis for who 
is certified for selection
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Key Changes ……(cont.)

 An acknowledgement email will be sent to the CHR POC 
h l d b lwhen a complete RPA is received by HRSC. A complete RPA 

includes the following:
 A classified PD

 Area of Consideration identified (HRSC will follow up to confirm)

 CHR point of contact

 Provide the Selecting Official contact information – will receive system 
generated emails about certificate availability/expiration (not required)generated emails about certificate availability/expiration (not required)

 Incomplete RPAs will be returned to the CHR POC

 The hiring manager is the SME for his/her positions. They will 
i   tifi t  f li ibl  d lifi d did t  R i  f th  receive a certificate of eligibles and qualified candidates. Review of the 

resumes and interviewing is essential for the manager to narrow the 
number of candidates to consider for a position.
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