Merit Staffing Policy

335.1

APPENDI X C. VACANCY ANNCUNCEMENT CONTENT AND UNI FORM NUMBERI NG SYSTEM
C-1 Vacancy Announcenent Content

A. Area of Consideration is indicated at the top left side of the
Noti ce of Position Vacancy. Refer to section 3-5.3 to determ ne
area of consideration.

B. Issue Date represents target date for publicly posting the
Noti ce of Position Vacancy.

C. Cosing Date represents final date that applications will be
accepted. Applications nmust be received in the servicing HR
Ofice by this date in order to be considered, unless other
instructions are specified in the vacancy announcenent.

D. Position will give title, series, and grade of the position.
More than one grade | evel may be i ndi cated. This should al so

i ndicate the type of appoint and the maxi mum grade potential for
this position.

E. Location will state specific field or headquarters,
organi zation, and duty station.

F. Duties will briefly describe the major duties and
responsibilities of the position. The duties statenent should
reflect the selective placement and quality ranking factors
adverti sed.

G Mninum Qualifications Requirenents will summarize the
rel evant requirenments of the governing OPM Qualification
Standards. Tinme-in-grade requirenents will also be stated.

H Required Statenment (as applicable)

“In addition to the SF-171, O-612, resune, all applicants are
required to list each selective placenent and quality ranking
factor separately and provide a narrative description of how
their experience and education satisfy the factors. Applicants
wi Il NOT receive consideration for this position if this

addi tional description material is not submtted.

|. Selective Placenent Factors will be entered under this
section, if applicable at the tinme vacancy announcenent is
construct ed.

J. Quality Ranking Factors will be entered under this section.
If factors are double or triple-weighted, this nust be stated
next to the factor.

K. Required Statenent (Basis of Rating)



When nore than ten candi dates nmeet the mnimum qualification
requirenents and the selective placenent factors, if applicable,
candi dates will be further eval uated by conparing each

candi date's application with the Quality Ranking Factors |isted
bel ow. These itens are assigned val ues and defined by a crediting
plan. This rating process will deternmine who will be referred to
the selecting official. |If ten or fewer candidates neet the

m ni mum qual i fi cation requirenents and the sel ective pl acenent
factor(s), if applicable, the candidate's applications will be
further evaluated using a required Critical Factor identified in
the vacancy announcenent. Each applicant's background will be
compared to the Quality Ranking Factor identified as the
"Critical Factor". Those applicants whose applications neet the
"above average" benchmark for the Critical Factor, will be
referred to the selecting official

Applications of qualified candi dates eligible for non-competitive
reassi gnment or repromotion will be referred to the selecting

of ficial sinmultaneously on a separate Sel ection Roster, w thout
ranking or rating. Selecting Oficials may choose a candi date or
candi dates fromeither Sel ection Roster.

L. O her Essential Information
1. Maxi mum grade potential of this position will be stated.

2. Required statenent: This position is exenpt (or non-exenpt)
fromthe Fair Labor Standards Act, as anmended.

3. The current Appraisal of Performance, HUD Form 8054.1 front
cover sheet and HUD Form 8054.2 or its equival ent nust be
attached to the application

4. \Wen required, Appraisals of Potential, HUD Form 832 for
upward nobility positions nmust be attached to the SF-171, OF-612
or Resune.

5. If the nerit staffing is for a tenporary pronotion, the
foll owi ng statenment may appear, if applicable: "The
tenmporary pronotion nmay be non-conpetitively converted to a
per manent pronotion".

6. Any travel requirements and ot her special enploynent
condi ti ons shoul d be stated.

7. Supervisory probationary period statenent, if applicable.

8. Required statenent, if applicable: "Applications will also be
accepted from candi dates who have eligibility for non-conpetitive
appoi nt nents, such as those available for 30 percent disabled
veterans, VietnamEra Veterans (GS-1 to GS-11 positions), and
handi capped persons. Candidates eligible for these specia

non- conpetitive appoi ntnents nust subnit evidence of their
eligibility with their applications"

9. Required Statenent



Non- conpetitive applicants are required to subnmit only the basic
application or resume, and when applicable, separate narrative
statenments addressing the Sel ective Placenment Factor(s).

Non- conpetitive applicants may choose to subnmit the additiona
narrative statenents addressing the Quality Ranking Factors to
enhance their application package. Candidates eligible for
non-comnpetitive referral are not rated and ranked; therefore,
these suppl emental docunments are not nandatory subm ssions.

10. Ot her essential information including Bargai ning

Uni t/ Non-Bar gai ni ng Unit, Designated snoking areas, paynent of
rel ocation costs, drug testing, CTAP, ICTAP information will be
applied to the vacancy announcenent as appropri ate.

M Personnel Representative is the person officially del egated
the authority to handle the nerit staffing action. A nane and
phone number must be shown.

N. How to Apply will give the address where applications are to
be sent.

C- 2 Vacancy Announcenent Numbering System

The vacancy announcenent numnbers described below will be used as
the vacancy announcenent nunbers on all HUD vacancy announcenents
within their perspective |ocal commuting areas.

ESC Fi el d/ Headquart er s- Program Code- Fi scal Year- Sequence Numnber
foll owed by either amendnent and/or bargai ning unit code.

A. Location codes are:

00 for Headquarters Announcements
01 for ASC 1 Announcenents
02 for ASC 1 Announcenents
03 for ASC 1 Announcenents
04 for ASC 2 Announcenents
05 for ASC 1 Announcenents
06 for ASC 2 Announcenents
07 for ASC 3 Announcenents
08 for ASC 3 Announcenents
09 for ASC 3 Announcenents
10 for ASC 3 Announcenents

B. Program Codes are:

uMm - Upward Mbility Program

HI - HUD | ntern Program

ER - Executi ve Resources Personnel Managenent
positions

MS - Merit Staffing positions

C. In addition to the Program Code, Human Resources O fices may
add a third letter to the two-letter code to designate a specific
person, team or office in charge of the particul ar vacancy.



D. Fiscal Year

Refers to the last two digits of the fiscal year in
whi ch the vacancy is opened. The fiscal year starts
Cct ober 1 and ends Septenber 30.

E. Sequence Nunbers

These nunbers are assigned sequentially each fiscal year; the
first announcenent for each programcode in the fiscal year is
desi gnated "0001", with subsequent announcenents nunbered
sequentially. Field announcenents are distinguished by their ASC
(Field) codes.

Sanpl e: Headquart ers vacancy announcenent nunber
Locati on Program Optional Fisca
Sequence
Code Code Code Year Nunber
00 M5 F 96 0012
Sanpl e: ASC (Field) vacancy announcenent nunber
Locati on Program Fi scal Sequence
Code Code Year Nunber
02 UM 96 0015

F. Amendnent Codes

These are single letters added after the sequence nunber to

i ndi cate an anended vacancy. The code shall be a capita

al phabet starting with "A" for the first amendnent and run
through "Y" for any subsequent anendnents for each particul ar
vacancy. (exanple: 00-MSD 86-0012A).

G Bargaining Unit Codes

Announcenent nunbers for bargaining unit positions are foll owed
by a | ower case "z". |If the announcenent has been anmended, the
bargai ning unit code should foll ow the anendnent code |etter
(Exanpl e: 00- MSF- 86-0012z, 00- M5F- 86- 0012Az) .
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