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Introduction
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This quick reference guide for hiring civilian employees is an easy-to-use summary of various options and steps for managers to consider when filling jobs.  It is not intended as a substitute for statutory, regulatory, or any local requirement or agreement, but simply a helpful tool to be used in meeting your staffing needs.

Success in the hiring process is a product of a cooperative exchange of information between two key players:

You - the Manager and
Your Human Resources Office Advisor


This guide is organized by clustering topics for quick reference. Each topic contains information, as well as references, if you wish to learn more. Electronic versions of this document contain links to websites that provide more detailed information.  We encourage you to use this guide as a starting point for consulting with your Human Resources Office (HRO) advisor who will provide additional support.

Methods Of Filling Civilian Positions
What are my hiring options?

The following list provides a brief description of various hiring options.  Contact your HRO advisor for more information on these options.

Internal Sources

(Current Federal Employees)

· Detail.  Temporary assignment to a position at the same, lower, or higher grade.  No change in pay. 

· Reassignment.  Temporary or permanent assignment to a position at the same grade. 

· Change to Lower Grade.  A permanent assignment to a position at a lower grade. 
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Transfer.  Movement to Marine Corps from an agency outside Navy/Marine Corps.  May or may not involve a grade change. 

· Promotion.  Temporary, term, or permanent. Temporary promotions may be made without competition up to 120 days in a 12-month period. 

· Noncompetitive Promotion.  An employee who has previously held a position on a permanent basis under career or career-conditional appointment at or above the grade level of the position to be filled may be non-competitively promoted.  In many cases, employees eligible for noncompetitive promotion have been forced to accept lower-graded positions in order to become re-employed with the Federal government.  Since such employees previously competed for positions at the higher grade, they must only meet the basic qualification requirements of the position.  

· Career Ladder.  Restructured positions that are filled at an entry level to allow an employee to develop, through training, to the full performance level. 

· Management Identification of Candidates.  Some positions may be filled competitively without formal vacancy announcements under your local Merit Promotion Plan.  Management officials may select a candidate for promotion without formal competition when the area of consideration is small enough that the selecting official knows all potential applicants.  If this method is used, the selecting official must evaluate each candidate equitably.  Officials should identify on the Request for Personnel Action (RPA) that this option was used and provide a copy of the evaluation documents to the HRO advisor.  Documentation must include a list of all qualified candidates considered, the evaluation criteria upon which the candidates were evaluated, and a brief justification of why the candidate was best qualified. 

· Merit Promotion.  Positions filled through merit promotion use an automated recruitment and referral program called STAIRS (Standard Automated Inventory and Referral System).  Candidates must have a resume on file at the appropriate Human Resources Services Center (HRSC) and apply to inventory announcements to receive consideration.  Candidates are matched against the skills of the position being filled.  A reasonable number of candidates possessing the greatest number of skills are referred for selection consideration. 

· Modification of Qualification Standards.  The experience requirements defined in any qualification standard may be modified for noncompetitive actions such as reassignments and changes-to-lower grade to allow the identification of closely related experience to be qualifying.  Qualification requirements for positions with greater promotion potential may also be modified in keeping with merit promotion procedures, which means selection must be done competitively so that all eligibles are considered under the same modified criteria.  This added flexibility allows managers to select candidates who clearly show the capability to perform the major task requirements of the position being filled based on closely related experience.

External Candidates
(General Public, Former Military, or Former Federal Employee)
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Delegated Examining.  This hiring authority allows you to fill temporary, term, or permanent vacancies where the source of applicants is generally candidates who are non-Federal or non-appointable under any other method.  Your HRSC has Delegated Examining Authority to issue individual announcements that are open to the general public.  Candidates are certified in score order, according to being evaluated against a crediting plan.  Veterans receive additional points. Generally, a veteran with the same or higher score of a non-veteran must be selected over a non-veteran.  Provisions are available for valid requests for passing over of veterans.  Your HRO advisor will advise you of your recruitment options when the certificate is received from the HRSC.  

· Office of Personnel Management (OPM) Shared Case Examining.  These vacancy announcements are open to the general public and are used to fill temporary, term, or permanent positions.  The manager pays a fee to OPM for all services performed.   This process is used when delegated examining does not meet recruitment needs. 

· Reinstatement Eligibles.  Re-employment of former Federal government employees.  Individuals with reinstatement rights can be non-competitively placed in positions at grades equal to or lower than the grade previously held.  Filling a position with a reinstatement eligible can be a quick method of filling a position, especially when the supervisor is able to name request an individual with previous training.  Reinstatement eligibles may also compete with merit promotion candidates for positions at higher grades than they previously held.  These applicants submit their applications to the HRSC STAIRS inventory.

· Re-employed Annuitants.  An annuitant under either the Civil Service Retirement System (CSRS) or Federal Employees Retirement System (FERS) may be employed in any position for which he/she is qualified.  Re-employed annuitants may be hired on a temporary or permanent basis.  A non-disability annuity will usually continue during re-employment, but the amount of annuity normally will be deducted from the individual’s pay.  Employment of annuitants is beneficial to management in that it provides a readily available source of highly qualified candidates, sometimes for “hard-to-fill” positions. Some restrictions apply to rehiring civilian employees who received Department of Defense (DoD) separation incentives.

· Interchange Agreements.  Allows certain employees of one system to move to another (e.g., DoD Non-Appropriated Fund to Appropriated Fund).

· Former Overseas Employees.  Appointments that can be made to eligible employees returning to the Continental United States (CONUS). 

· Term Appointment.  An individual may be hired to perform work that is expected to last for more than one year, but no longer than 4 years.  Appointments beyond 4 years must be approved by OPM.

· Usually for work of a project nature, where there is uncertainty of future funding, or where a function is scheduled for contracting out or abolishment.

· Employee is eligible for health/life insurance and FERS retirement coverage. 

· After the first year, release of an employee before the term appointment ends requires a Reduction-in-force (RIF) action. 

· Temporary Appointment.  An individual may be hired to perform work that is expected to be 1 year, but no longer than 2 years.  

· Usually for meeting a temporary workload peak, completing a project, or meeting a staffing need that is going to be terminated by contracting out or abolishment. 
· The initial appointment must be no longer than 1 year, but it may be extended to 2 years. 

· Veteran’s Readjustment Appointment (VRA).  The VRA is a special authority by which agencies can, if they wish, appoint an eligible veteran without competition.  The candidate does not have to be on a list of eligibles, but must meet the basic qualification requirements for the position.  The VRA is an excepted appointment to a position that is otherwise in the competitive service. After 2 years of satisfactory service, the veteran is converted to a career-conditional appointment in the competitive service.
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Veterans’ Employment Opportunity Act (VEOA).  When an agency accepts applications from outside its own workforce, the Veterans' Employment Opportunities Act of 1998 (VEOA) allows preference eligibles or veterans to compete for these vacancies under merit promotion procedures. Veterans who are selected are given career or career conditional appointments. Veterans are those who have been separated under honorable conditions from the armed forces with 3 or more years of continuous active service.
· Disabled Veterans.  Veterans who have a current notice of a service connected compensable disability of 30% or more from the Veteran’s Administration may be appointed without competition to positions.  The candidate does not have to be on a list of eligibles, but must meet the basic qualification requirements for the position. 

Special Recruitment Programs
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Outstanding Scholar Program (OSP).  The OSP is a special hiring authority established as a supplement to competitive examining for some entry-level positions.  Agencies may hire directly, without regard to lists of eligibles established through competitive examining procedures, for those college graduates who obtained a grade point average of 3.5 or higher on a 4.0 scale for all undergraduate courses completed toward a baccalaureate degree or college standing in upper 10 percent of a baccalaureate graduating class or the graduating class of a major university subdivision.  This special hiring authority is restricted to grade levels GS-5 and GS-7.  Individuals meeting the outstanding scholar eligibility criteria must also meet qualification requirements for the position.  The OSP is authorized under the terms of a consent decree (Luevano vs. Lachance) and can only be used for specific series and job titles.  The intent of this authority is to increase the representation of African-Americans and Hispanics within the work force.
· Student Education Employment Program (SEEP).  OPM has consolidated a number of student employment programs into one program that serves as a tool to assist agencies in building a diverse work force.  The program has two components:

· Student Career Experience Program (SCEP).  College students are hired to work in their academic fields.  Students under this authority may be non-competitively converted to a career or career-conditional appointment or term appointment within 120 days of completion of their academic program.  Tuition assistance may be available for all or part of the training expenses.  The student may be required to sign a written training agreement to continue employment for a specific period of time before accepting tuition assistance. This program includes students currently pursuing Associate, Baccalaureate, or Graduate degrees.

· Student Temporary Employment Program (STEP).  Provides flexibility to appoint students on a temporary basis (not to exceed 1 year) to jobs that may or may not be related to the student’s academic field.  Appointments under this authority may be extended in 1-year increments as long as the individual meets the definition of a student.  This authority does not provide a means of subsequently converting the student to a permanent appointment at a future date.
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People With Disabilities Employment Program.  People with disabilities may be hired through the traditional competitive hiring process or, if they qualify, non-competitively through the use of excepted service appointing authorities.  Excepted service appointing authorities for hiring people with disabilities were developed to provide an opportunity to people with disabilities to show that they can do the job and to circumvent the attitudinal barriers that managers and supervisors have concerning people with disabilities. 

· It is emphasized that candidates must be fully qualified in accordance with OPM Operating Manual for Qualification Standards and be able to perform the essential functions of the position with or without reasonable accommodation. 

· There are two ways to hire people with disabilities non-competitively: 

1. People with disabilities may be certified as eligible by the State vocational rehabilitation agency or Department of Veterans Affairs.  Employees may be converted to competitive status after two successful years of job performance. 

2. People who are severely disabled may also be hired non-competitively after completion of a 700-hour appointment.  This trial appointment allows people with disabilities to demonstrate their ability to do the job.  If successful, employees may convert to a continuing Schedule A appointment without certification.  

· Administrative Careers with America (ACWA).  ACWA is a recruitment source or examination program available through OPM.  ACWA program provides for entry-level hiring at the GS-05 and GS-07 level in a large number of professional and administrative occupations.  ACWA is authorized under the terms of a consent decree (Luevano vs. Lachance) and can only be used for specific series and job titles.  The intent of this authority is to increase the representation of African-Americans and Hispanics within the work force.

· Intergovernmental Personnel Act (IPA) Mobility Program.  Temporary assignment of employees from other Federal agencies, State government, local government, institutions of higher education, Indian tribal governments, and other eligible organizations.  Assignments may be up to 2 years, and may be intermittent, part-time, or full-time.  The goal of the program is to facilitate the movement of employees, for short periods of time, when this movement serves as a sound public purpose.  Mobility assignments may be used to:
· Strengthen management capabilities;
· Assist the transfer and use of new technologies and approaches to solving governmental problems;
· Facilitating an effective means of involving state and local officials in developing and implementing Federal policies and programs; and 
· Providing program and developmental experience that will enhance the individual’s performance in his/her regular job.
·  Presidential Management Interns.  The Presidential Management Intern (PMI) Program was established by Executive Order in 1977.  It is designed to attract to the Federal service outstanding graduate students (master’s and doctoral-level) from a wide variety of academic disciplines who have an interest in, and commitment to, a career in the analysis and management of public policies and programs.  It is a 2-year internship program that enables graduate degree students to be eligible for conversion to a permanent position.  Candidates are hired at the GS-09 level.  
· Individuals eligible to be nominated for the PMI Program are graduate students from a variety of academic disciplines completing a master’s or doctoral-level degree from an accredited college or university during the current academic year.  Students are nominated for the PMI Program by the appropriate dean, director, or chairperson of their graduate academic program.  Students participate in a competitive nomination process devised by their educational institution.

· Worker Trainee Program.  Allows individuals (GS-1, WG-1, or WG-2) an opportunity to learn skills and good work habits.  Initially, appointment is temporary, but may become permanent after 3 years.

· Welfare-To-Work Program.  Allows an individual currently on welfare to enter the workforce and receive skills and training to prepare them for life-long employment.  Individuals are hired at the GS-1, WG-1, or WG-2 levels.  Individuals may be appointed to temporary, term, or permanent positions.  Individuals appointed to permanent positions are eligible for conversion to career appointment after serving 3 years.

PPP, RPL, ICTAP
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I know what I want to do and I have approval, but now I've been told the stopper is blocked.

These programs minimize the adverse effects on employees, who, through no fault of their own, are affected by management-initiated actions. Mandatory placement program requirements must to be followed when the vacancy to be filled is subject to them.  Your HRO advisor can provide more information, advice, and guidance regarding these programs.

· Priority Placement Program (PPP or Stopper List).  This is a DoD placement program for employees adversely impacted by actions such as RIF, base closures, contracting out, and transfer of function.  When a vacancy occurs, well-qualified personnel, who have pre-registered in the program, may be referred to fill the vacancy.  PPP registrants must be considered before certain outside job applicants.  

· The PPP is also used to place overseas returnees, employees on retained grade, and spouses of active duty military members.

· Reemployment Priority List (RPL).  This is a statutory program that requires agencies to give reemployment consideration to former competitive service employees of the agency separated by RIF or who have fully recovered from a compensable injury after more than 1 year. RPL registrants must be considered before certain outside job applicants. 

· Interagency Career Transition Assistance Plan (ICTAP). This is a government-wide placement program requiring activities to give placement consideration to well-qualified displaced employees (e.g., impacted by RIF) from other Federal agencies outside DoD.  Individuals must apply to the STAIRS inventory or apply for specific delegated examining vacancy announcements in order to receive consideration.

· Defense Outplacement Referral System (DORS).  DORS is a recruitment tool available within the PPP program.  DORS provides voluntary registration and referral of DoD appropriated fund employees and their spouses to DoD activities (and other agencies).  Individuals register for their current permanent grade and up to 3 grades lower than their current permanent grade.   
· Job Swaps.  A job swap is the reassignment or transfer of two employees who swap similar type jobs when no vacancy exists.  The 2 individuals switch jobs and agencies.  All parties – the employees, the gaining and losing supervisors, and the HROM – must agree to the job swap. 

Additional personnel tools
PAY FLEXIBILITIES

Pay flexibilities allow employers to add incentives to the regular pay package in certain situations where they are having trouble hiring (recruitment) or keeping qualified workers (retention). Each of these options has specific requirements and procedures that need to be followed. Your HRO advisor will help you determine which are appropriate for your situation and what are the requirements.

· Highest Previous Rate.  Allows the employee’s pay to be set above step 1 of the grade based upon the employee previously holding a higher grade under an appointment or continuous appointments exceeding 90 days.
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 Recruitment Bonus.  A one-time payment of up to 25% of the annual rate of basic pay to a newly appointed employee.  This may be used for positions that are hard to fill, where the candidate is highly qualified, and not a current Federal employee. A recruitment bonus may be used by itself or with a superior qualifications appoint-ments.  However, a recruitment bonus must be considered first.

· Employees who are receiving a special rate can also receive a bonus.   A special rate is considered basic pay for this purpose. 

· Under a recruitment bonus service agreement, an employee must remain employed at the HQMC for at least 12 months.  

· In accordance with recruitment bonuses are recommended by the gaining supervisor, coordinated through the second level supervisor, and approved by the HRO.

· Superior Qualifications Appointments.  Setting pay higher than the Step 1 of the grade of an employee newly appointed to the Federal government.  This is based on his/her superior qualifications or because the employee meets a special need of the agency.  The possibility of using a recruitment bonus must be considered before using this appointment.     

· Relocation Bonus.  A one-time payment of up to 25% of the annual rate of basic pay to a current Federal employee accepting a position in a different commuting area. This may be used for positions that are hard to fill, where the candidate is highly qualified, and a current Federal employee.   A relocation bonus cannot be used in conjunction with the payment of Travel and Transportation Expenses.

· Retention Allowances.  An on-going payment of up to 25% of the employee’s basic pay to a current employee to stay in Federal employee.  This may be used for an employee of usually high or unique qualifications or if there is a special need of the staff agency to make it essential to retain the employee.  

· Travel and Transportation Expenses.  Payment for a candidate's travel expenses to a pre-employment interview, or payment of travel and transportation expenses for a new employee's move to his/her first Federal position. 
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Permanent Change of Station.  Payment of the candidate and their dependents’ full travel, transportation, and relocation costs.  This is used for employee’s relocating between Federal positions. 

· Incentive Awards.   Monetary (e.g., Quality Step Increase) and non-monetary (e.g., Time Off Awards) awards given to Federal employees, based on job performance. 

· Supervisory Differential.  An ongoing payment to a General Schedule (GS) supervisor who would otherwise make less than FWS (Federal Wage System) employees he/she supervises. 

· Academic Degree Training.  Payment for an employee's training leading to an academic degree, in order to keep or place an employee in an occupation for which qualified workers are in short supply. 

What automated tools are used?

The U. S. Marine Corps, like many other Federal agencies, has implemented various DoD automated tools.  Here are four of the latest tools being used in our Human Resources (HR) community.
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MODERN Defense Civilian Personnel Data System (DCPDS).  Modern DCPDS is an electronic means for creating and processing Requests for Personnel Action (RPAs).  Managers electronically request personnel actions and transmit the information to the HRO.  Documents traditionally provided to the HRO in hard copy (e.g., OF8, position description, crediting plan, etc.) are attached to the RPA, thus facilitating recruitment efforts.  HRO works with the management official to ensure documents are complete and submits RPAs to the HRSC for classification, recruitment, or final processing. 

MODERN was developed as an interim information technology support system for DoD Human Resources Management. The Modern system is intended to provide processing, reporting, and information access capabilities for managers, HROs, and the HRSCs. 

· HOTJOBS.  Hotjobs.com is a web-based recruiting tool that may be used to attract candidates to “hard to fill” or “critical” positions.  Candidates are linked to the HRSC generic inventory announcements (merit promotion) or specific vacancy announcements (delegated examining), which allow the candidate to submit their resume on line.  
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Electronic Resume Reader (STAIRS/Resumix).  STAIRS is an automated DoD system that uses a patented computer programming system to read resumes and extract applicant skills.  Department of Navy and Marine Corps has implemented this process worldwide.  Applicants simply prepare a resume, which is used for all positions to which they have applied.  Applicants apply to inventory announcements at the applicable region.  Inventory announcements are generic announcements for all grade ranges within an occupational series.  Jointly with the HRO advisor, the manager identifies skills that match the position being filled.  Applicants will then be screened against these skills.  The HRSC uses this automated process as a tool to evaluate, rate, and refer candidates for consideration.  Certificates are sent electronically to the selecting official and the HRO at the same time.  The selecting official documents the selection on the electronic certificate and returns the selection electronically to the HRO and the HRSC.  The email address serves as the selecting official’s signature.  Consult your servicing HRO advisor for more information.

· Automated Position Descriptions (COREDOC).  COREDOC is an easy to use automated HR tool that allows managers or HR specialists to produce a single (core) document consisting of a position description (PD) with a classification evaluation; performance plan; and the knowledges, skills and abilities (KSAs) for recruitment and merit promotion. You may use COREDOC to produce an official position description that then may be classified by the appropriate authority.

How do I promote into a vacancy?

There are several options for promoting an employee. Promotions may be temporary, term, or permanent. Some options require competition among other individuals and some options do not.

Promotions that may not require competition include:
· Promotions that result from new classification standards or correction of a classification error. 

· Promotions because of additional duties and responsibilities. This type of promotion requires a classification action first and must meet all of the following requirements: 

· The major duties of the employee’s old position are absorbed in the new position and the old position is cancelled. 

· The new position has no known promotion potential. 

· The additional duties do not adversely affect another employee. 

· The individual promoted meets all legal and regulatory requirements for promotion (e.g., has the specialized experienced required and meets time-in-grade). 

· Promotions from developmental grades through full performance level when the individual competed for an assignment intended to be developmental in nature (e.g., career ladder promotions, GS-5 to GS-7 to GS-9 to the full performance level). 

· Temporary promotions to a higher grade, or to a position with more promotion potential for 120 days or less. 
· Placement into any position where the grade or promotion potential is no higher than that the employee has previously held permanently. 

There are other types of promotions that may not require competition. However, if the action you want to take is not included in the above list, chances are that it will require competition among applicants. You should consult with your HRO advisor regarding any specific situations.

What are the Merit System principles?
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The U.S. Marine Corps shall promote, reassign, or demote its civilian employees per Merit Principles. Employment decisions will be made without regard to political, religious, or labor organization affiliation, or non-affiliation, marital status, race, color, sex, sexual orientation, national origin, non-disqualifying physical handicap, or age, and are based solely on work-related criteria.

· Recruit qualified individuals from appropriate sources representing all segments of society; select and advance individuals solely on the basis of relative ability, knowledge and skills, after fair and open competition that assures equal opportunity. 

· Treat all employees and applicants fairly and equitably, without regard to political affiliation, race, color, religion, national origin, sex, sexual orientation, marital status, age or handicapping condition.  

· Provide equal pay for work of equal value, with appropriate consideration for national and local rates; provide appropriate incentives and recognition for excellence in performance. 

· Maintain high standards of integrity, conduct, and concern for the public interest. 

· Use the Federal work force efficiently and effectively. 

· Retain employees on the basis of the adequacy of their performance; correct inadequate performance; and separate those who cannot or will not improve their performance to meet required standards. 

· Provide effective education and training to employees when it will result in better organizational and individual performance. 

· Protect employees from arbitrary action, personal favoritism, or coercion for partisan political purposes; and prohibit employees from using their official authority or influence for the purpose of interfering with or affecting the result of an election or nomination for election. 

· Protect employees against reprisal for the lawful disclosure of information which the employee believes evidences a violation of any law, rule, or regulation; or mismanagement, a gross waste of funds, an abuse of authority, or a substantial and specific danger to the public health and safety. 

What are prohibited personnel practices?


There are 12 prohibited personnel practices you should be aware of concerning a personnel action (such as an appointment, promotion, reassignment, or suspension). Generally stated, a Federal employee authorized to take, direct others to take, recommend or approve any personnel action may not:

 

· Discriminate against an employee or applicant based on race, color, religion, sex, sexual orientation, national origin, age, handicapping condition, marital status, or political affiliation. 

· Solicit or consider employment recommendations based on factors other than personal knowledge or records of job-related abilities or characteristics.

· Coerce the political activity of any person. 
· Deceive or willfully obstruct anyone from competing for employment.

· Influence anyone to withdraw from competition for any position so as to improve or injure the employment prospects of any other person.

· Give an unauthorized preference or advantage to anyone so as to improve or injure the employment prospects of any particular employee or applicant.

· Engage in nepotism (i.e., hire, promote, or advocate the hiring or promotion of relatives).

· Engage in reprisal for whistle blowing i.e., take, fail to take, or threaten to take or fail to take a personnel action against an employee or applicant for disclosing to the Special Counsel, or to an Inspector General or comparable agency official (or others, except when disclosure is barred by law, or by Executive Order to avoid harm to the national defense or foreign affairs), information which the employee or applicant reasonably believes evidences a violation of any law, rule or regulation; gross mismanagement; a gross waste of funds; an abuse of authority; or a substantial and specific danger to public health or safety).

· Take, fail to take, or threaten to take or fail to take a personnel action against an employee or applicant for exercising an appeal, complaint, or grievance right; testifying for or assisting another in exercising such a right; cooperating with or disclosing information to the Special Counsel or to an Inspector General; or refusing to obey an order that would require the individual to violate a law.

· Discriminate based on personal conduct, which is not adverse to the on-the-job performance of an employee, applicant, or others.

· Take or fail to take, recommend, or approve a personnel action if taking or failing to take such an action would violate a veteran’s preference requirement.

· Take or fail to take a personnel action, if taking or failing to take action would violate any law, rule or regulation implementing or directly concerning merit system principles at 5 U.S.C. § 2301. 

Is there a checklist or something to help me?

The following checklist summarizes the information provided in this guide and is included for your reference.

	_______
	Does a vacancy exist?

	_______
	Is the PD accurate?

	_______
	Is the need temporary or permanent?

	_______
	Does it need to be a full-time position?

	_______
	Are the applicant sources internal?

	_______
	Do applicants exist within the organization?

	_______
	Can I use Management Identification of Candidates (MIC) to meet competitive requirements?

	_______
	Do I have qualified employees who can be placed into the vacancy (on a temporary or permanent basis) without competition?

	_______
	Are the applicant sources external to the Federal government?(

	_______
	Are there resources that will assist in the job search (professional/technical associations, web-sites, schools, etc.)?

	_______
	Does funding exist?

	_______
	Is it covered by an activity instruction?

	_______
	Is it covered by a bargaining unit agreement?

	_______
	Should it be filled at the full-performance level or could it be structured as a training opportunity?

	_______
	Have Affirmative Action principles been considered?

	_______
	Is it subject to a mandatory placement program?

	_______
	Do I need to consider pay setting options or flexibilities? $

	_______
	Will interviews be a part of the selection process?

	_______
	Have I initiated the RPA to fill the vacancy?

	_______
	Has the HRO received my request?

	_______
	Have I talked to my HRO advisor about my recruitment needs? (

	_______
	Do my intended actions incorporate Merit Principles? (

	_______
	Does my intended action avoid prohibited personnel actions?


  

What are some good web sites?




References
5 CFR 213
Excepted Service

5 CFR 300
Employment

5 CFR 307
Veteran's Readjustment Appointments

5 CFR 315
Career and Career Conditional Employment

5 CFR 316
Temporary and Term Employment

5 CFR 332
Recruitment and Selection through Competitive Examination

5 CFR 335
Promotion and Internal Placement

5 CFR 337
Examining System

5 CFR 338
Qualifications Requirements (General)

5 CFR 340
Other than Full-Time Career Employment (Part time, Seasonal, on-call and intermittent)

5 CFR 410
Training

5 CFR 530
Pay Rates and Systems

5 CFR 550
Pay Administration

5 CFR 553
Reemployment of Military and Civilian Retirees

5 CFR 575
Recruitment and relocation Bonuses; Retention Allowances; Supervisory Differentials

5 USC 5307
Limitations on certain payments

OPM Operating Manual for Qualifications Standards for General Schedule positions
DOD Priority Placement Program Operations Manual 

compiled by


Human Resources and Organizational Management (AR)


Headquarters, 


U. S. Marine Corps





A Manager’s Guide





Human Resources and Organizational Management (HRO)  � HYPERLINK "http://www.chro.usmc.mil/" ��http://www.chro.usmc.mil/�





Department of the Navy Civilian Human Resources   (� HYPERLINK "http://www.donhr.navy.mil/default.asp" �http://www.donhr.navy.mil�) 





Defense Civilian Personnel Management Service


 (� HYPERLINK "http://www.cpms.osd.mil" \t "_blank" �http://www.cpms.osd.mil�) 





Civilian Marines (� HYPERLINK "https://lnweb1.manpower.usmc.mil/CCLD/index.htm" ��https://lnweb1.manpower.usmc.mil/CCLD/index.htm�)





OPM  (� HYPERLINK "http://www.opm.gov/" \t "_blank" �http://www.opm.gov�)





OPM Job Listing  (� HYPERLINK "http://www.usajobs.opm.gov" \t "_blank" �http://www.usajobs.opm.gov�)





Civilian Marines (� HYPERLINK "https://lnweb1.manpower.usmc.mil/CCLD/index.htm" �https://lnweb1.manpower.usmc.mil/CCLD/index.htm�)





COREDOC  (�HYPERLINK "http://www.cpms.osd.mil/regmod/userguide/pdf/module2/Chap4.pdf" \t "_blank"��http://www.cpms.osd.mil/regmod/userguide/pdf/module2/Chap4.pdf� 





Pay Tables


FWS  (� HYPERLINK "http://www.cpms.osd.mil/wage/scheds/pay_info.htm" \t "_blank" �http://www.cpms.osd.mil/wage/scheds/pay_info.htm�) GS  (� HYPERLINK "http://www.opm.gov/oca/payrates/index.htm" \t "_blank" �http://www.opm.gov/oca/payrates/index.htm�)











PAGE  
2

