Analysis of Best Practices in DOJ Recruitment Processes

During the first quarter of the fiscal year 2004, the Department of Justice conducted a survey of component recruitment processes.  Data were received from the Antitrust Division, Environmental and Natural Resources Division, Executive Office of the United States Attorneys, the Federal Bureau of Investigation, the Office of Boards and Divisions, the Tax Division, the United States Marshal Service, and the United States Trustees.  Upon analysis of this data, four best practices in recruitment have been identified: elimination of approval authority, automation, standardization of processes, and standardization in the form of templates or other consistent documentation.  This report presents detailed information on these best practices.

Elimination of Approval Authority

Elimination of approval authority is clearly one of the Department’s best practices, which has resulted in an overall decrease of the recruitment process by 5-10 days.  This best practice is especially noteworthy because it is one of the primary emphases in the President’s Management Agenda.  Five components implemented the elimination of approval authority on three increasing levels:

· Delegating from Department level to component level for evaluating candidates and preparing certificates of eligibles.

· Vacant positions and new positions are approved on a weekly basis, thereby eliminating the need to have each position approved individually.

· Approval completely eliminated: Each time a vacancy occurs, the Section is authorized to fill it, which eliminates the requirements to wait for the hiring committees to meet.

The first level began in 1999 with the delegation of evaluating candidates from the Department level to the component level.  For example, the Tax Division relied on the Department when it came to evaluating candidates and preparing certificates of eligibles.  Now that staffing has been delegated to the component, the Division is able to respond and issue certificates expediently.  To go a level further in eliminating approval authority, the United States Trustees, for example, approves vacant positions and new positions on a weekly basis, thereby eliminating the need to have each position approved individually.  The third level that was seen in this broad practice was complete elimination of approval.  Each time a vacancy occurs, the Section is authorized to fill the vacancy, which eliminates the requirements to wait for the hiring committees to meet.  This third and optimal level of elimination of approval authority reduces the recruitment and staffing process by approximately 5 to 10 days.  Consequently, we think it is best to implement this final level of elimination of approval authority Department-wide, as its practice has produced the best results.  Additional detail may be reviewed in Table 1.

Automation
Two of the best practices we found throughout the components surveyed were the use of fax and email to expedite the recruitment process, as well as the use of the Internet.  The use of fax and email was practiced in three components.  In some cases, this practice reduced the process by up to 30 days.  Some examples of such automation include:

· The employing office can fax a copy of the selection certificate to the HR Specialist to initiate the hiring process while the original is sent via mail.

· The vacancy announcement includes the fax number and email address to speed the receipt of applications, which allows the HR Specialist to begin determining qualifications and ratings before the announcement even closes.

· Fax requests for approval to fill the position from the Executive Officer when an employee expresses his or her intent to vacate a position.

· SF-52s are faxed rather than sent through the mail.

Another best practice within automation is the use of the Internet.  This has been used in 7 components, and it seems to decrease the recruitment process by 14 to 21 days.  Some examples of this best practice include:

· AVUE, an automated hiring system, is used to create crediting plans, job analyses, and post job vacancies.

· Model job analyses, crediting plans, and announcement templates have been developed and are available on the Personnel Staff website.

· The initial application process is now online.

· Job announcements are posted to USAJOBS.

These practices produced results consistent with reducing the recruitment and staffing process. Further information can be found in Table 2.

Standardization of Process

The standardization of the recruitment process was practiced in 8 components, with excellent results.  The standardization of recruitment process reduced the entire process by 2 to 7 days.  While automation and the standardization of documentation in the recruitment and staffing process definitely fall under this area as well, the following examples show other work methods that may be standardized:

· Developed SOP for lateral attorney recruitment and qualification determination, including recommended avenues of recruitment.

· Developed SOP for processing EOD paperwork.  

· HR Staff can now take fingerprints.  

· Assistants perform pre-qualifications review.

· Preliminary processing, background investigation, and physical exam all initiated at the time applicant is issued his/her conditional letter.  Background investigation and physical no longer wait for polygraph completion.

· Managers are encouraged to recruit as soon as they know incumbent is vacating.

These work methods have proven invaluable and we recommend they be practiced throughout the Department where applicable.  Table 3 provides additional information.

Standardization: Templates and Other Consistent Documentation

One of the best practices found in this area concerns the standardization of recruitment documents.  We found it used in 4 components, and on average this practice seemed to shorten the recruitment process by 1 to 2 days.  Some examples of standardization include:

· Creation of announcement template.  This was used by the Antitrust Division, U.S. Marshals, and U.S. Trustees.  

· Standardization of qualification determination forms, which was used primarily by the Antitrust Division.

· Standardized crediting plans, used by Antitrust Division, as well as U.S. Marshals. 

A full description is found in Table 4.  

Conclusion

During the past three years, several Justice components have demonstrated strong progress in improving recruitment services and decreasing the time it takes to hire qualified applicants.  Four areas, elimination of approval authority, automation, standardization of processes, and standardization of documentation, are especially noteworthy.  In our view, these practices are indeed best, and should be considered by all Department of Justice components.  

Table 1

Elimination of Approval Authority

	Component
	Series
	Who
	Does What
	Time Frame in Calendar Days
	Average Time in Accumulated Calendar Days
	Process Improvements

	ENRD
	Paralegal Specialist

0950
	 SEQ CHAPTER \h \r 1Human Resources is notified of vacancy
	 SEQ CHAPTER \h \r 1Management approves SF-52 for recruitment

Develops crediting plan, job analysis.

Post vacancy through automated system

Develops certificates of eligible candidates for forwarding to selecting official.
	25
	15
	 SEQ CHAPTER \h \r 1Each time a vacancy occurs, the Section is authorized to fill which eliminates the requirements to wait for the hiring committees to meet.   

	EOUSA
	Legal Assistant

0986
	 SEQ CHAPTER \h \r 1Employing component
	 SEQ CHAPTER \h \r 1Approves recruitment action (not required)
	 SEQ CHAPTER \h \r 10 (shortened by 5 days)


	5
	 SEQ CHAPTER \h \r 1Approval not required

	EOUSA
	Assistant United States Attorney

0905


	 SEQ CHAPTER \h \r 1Employing component
	 SEQ CHAPTER \h \r 1Approves recruitment action (not required)
	 SEQ CHAPTER \h \r 10 (shortened by 5 days)
	5
	 SEQ CHAPTER \h \r 1Approval not required



	FBI
	Special Agent (Criminal Investigation)
1811
	 SEQ CHAPTER \h \r 1SAC, in consultation with Applicant Coordinator/ Field Board


	 SEQ CHAPTER \h \r 1Reviews additional information from applicant and nominates only those candidates with critical skills deemed most competitive for Phase II testing
	 SEQ CHAPTER \h \r 121 days
	 SEQ CHAPTER \h \r 154 days
	 SEQ CHAPTER \h \r 1SACs given responsibility for ranking candidates.

	Tax
	Legal Assistants / Paralegals

0986, 0950
	 SEQ CHAPTER \h \r 1HR Specialist
	 SEQ CHAPTER \h \r 1Rates and ranks applicants; refers certificate to selecting official
	 SEQ CHAPTER \h \r 1Generally 2-5 days after the announcement closes
	5
	 SEQ CHAPTER \h \r 1In 1999, this office relied on the services of the Department for evaluation of candidates and preparation of certificates of eligibles.  The delegation of authority for staffing has enhanced our ability to respond and to issue certificates expediently.

	UST
	Secretary

0318
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Approves SF-52 for recruitment

· Develops vacancy announcement crediting plan, & job analysis

· Post vacancies

· Qualifies applicants

· Forwards certificate(s) to Administrative Officer
	 SEQ CHAPTER \h \r 11 to 30
	 SEQ CHAPTER \h \r 117
	 SEQ CHAPTER \h \r 1Vacant positions and new positions are approved on a weekly basis, thereby eliminating the need to have each position approved individually.




Table 2

Automation 

	Component
	Series
	Who
	Does What
	Time Frame in Calendar Days
	Average Time in Accumulated Calendar Days
	Process Improvements

	ATR
	Paralegal Specialist

0950
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Receives selection certificate 

· Ends offer letter and security forms to selectee.

	 SEQ CHAPTER \h \r 11 day

Same day
	 SEQ CHAPTER \h \r 115-28 days
	 SEQ CHAPTER \h \r 1Employing office can fax copy to for Specialist to initiate hiring process while original is sent via mail

	ATR
	Secretary

0318
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Determines applicant qualifications, rates and ranks qualified candidates, issues certificate of BQ candidates to selecting official 

	 SEQ CHAPTER \h \r 15-6 days

(Including 5 business days allowed for post-marked mail)


	 SEQ CHAPTER \h \r 117-19 days
	 SEQ CHAPTER \h \r 1Announcement includes fax number and email address to speed receipt of applications, which allows Specialist to begin determining qualifications and ratings before announcement closes (shortened by 0-1 day)

	ATR
	Secretary

0318
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Receives selection certificate 

· Sends offer letter and security forms to selectee
	 SEQ CHAPTER \h \r 11 day

Same day
	 SEQ CHAPTER \h \r 132-34 days
	 SEQ CHAPTER \h \r 1Employing office can fax copy to for Specialist to initiate hiring process while original is sent via mail


	ENRD
	Paralegal Specialist

0950
	 SEQ CHAPTER \h \r 1Human Resources is notified of vacancy
	·  SEQ CHAPTER \h \r 1Management approves SF-52 for recruitment

· Develops crediting plan, job analysis.

· Post vacancy through automated system

· Develops certificates of eligible candidates for forwarding to selecting official.


	25
	15
	 SEQ CHAPTER \h \r 1Advertisement through AVUE enhances process.   

	ENRD SEQ CHAPTER \h \r 1
	IT Specialist

2210
	Human Resources is notified of vacancy
	·  SEQ CHAPTER \h \r 1Management approves SF-52 for recruitment.

· Posting of vacancy announcement through automated system.

· Certificate of eligibles completed and forwarded.

	25
	15
	 SEQ CHAPTER \h \r 1Positions have been developed through AVUE for all IT positions.  Crediting plans and job analysis were completed through AVUE according to new IT Standards.



	ENRD
	Legal Support Assistant

0901
	 SEQ CHAPTER \h \r 1Human Resources is notified of vacancy
	·  SEQ CHAPTER \h \r 1Management approves SF-52 for recruitment

· Develops crediting plan, job analysis.

· Post vacancy through automated system
· Develops certificates of eligible candidates for forwarding to selecting official.

	25
	15
	 SEQ CHAPTER \h \r 1Advertisement through AVUE enhances process.

	EOUSA
	Legal Assistant

0986
	 SEQ CHAPTER \h \r 1Human Resources Specialist and/or Subject Matter Expert


	·  SEQ CHAPTER \h \r 1Completes job analysis 

· Develops crediting plan
	 SEQ CHAPTER \h \r 12 (shortened by 3 days)
	9
	 SEQ CHAPTER \h \r 1Model job analysis and crediting plans developed and available on Personnel Staff website 



	EOUSA
	Assistant United States Attorney 

0905
	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Receives recruit SF-52

· Prepares and posts announcement

· Vacancy closes

· Receives applications

· Determines applicant qualifications and issues listing to selecting official
	 SEQ CHAPTER \h \r 12 (shortened by 3 days)

Open 10 calendar days

Wait 10 days for mail

5 (shortened by 2 days)
	7

17

27

32
	 SEQ CHAPTER \h \r 1
Template announcement developed and added to Personnel Staff website 



	FBI
	Special Agent (Criminal Investigator)

1811


	 SEQ CHAPTER \h \r 1Applicant
	·  SEQ CHAPTER \h \r 1Completes on-line application
	 SEQ CHAPTER \h \r 11-2 hours
	 SEQ CHAPTER \h \r 1Processing Start Point
	 SEQ CHAPTER \h \r 1Initial application process now on-line

	FBI
	Special Agent (Criminal Investigator)

1811
	 SEQ CHAPTER \h \r 1FBIHQ
	·  SEQ CHAPTER \h \r 1Application is screened by computer and made available to the office of applicant's residence electronically.
	 SEQ CHAPTER \h \r 114 days
	
	 SEQ CHAPTER \h \r 1Online system automatically screens out ineligible candidates and identifies those candidates possessing most sought after critical skills



	FBI
	Special Agent (Criminal Investigator)

1811


	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Score Phase I test
	 SEQ CHAPTER \h \r 14 days
	 SEQ CHAPTER \h \r 132 days
	 SEQ CHAPTER \h \r 1High speed scanning system installed

	FBI
	Secretary

0318
	 SEQ CHAPTER \h \r 1HR Supervisor SEQ CHAPTER \h \r 1
	·  SEQ CHAPTER \h \r 1Receives approved request and assigns
	 SEQ CHAPTER \h \r 11 day SEQ CHAPTER \h \r 1
	 SEQ CHAPTER \h \r 14 days SEQ CHAPTER \h \r 1
	 SEQ CHAPTER \h \r 1Tracking process automated



	OBD
	Program Specialist

0301


	Personnel Specialist
	· Classifies position, develops announcement and crediting plan
	2-3
	5
	Process is automated by Avue

	OBD
	Program Specialist

0301


	Personnel Specialist
	· Posts announcement.

· Announcement closes.
	10
	16
	Process is automated by Avue

	OBD
	Program Specialist

0301


	Personnel Specialist
	· Issues certificate
	17
	33
	Process is automated and would be faster but has been short staffed.

	OBD
	Program Specialist

0301
	Personnel Specialist
	· Receives selection certificate
	1
	79
	Process is automated in Avue

	OBD
	Program Specialist

0301
	Selecting Official and Personnel Specialist


	· Vouchering and security approval
	28
	107
	May be faster after eQuip is implemented.

	OBD
	Program Assistant 

0303


	Personnel Specialist
	· Classifies position, develops announcement and crediting plan
	2-3
	5
	Process is automated by Avue

	OBD
	Program Assistant 

0303
	Personnel Specialist
	· Posts announcement.

· Announcement closes.

	10
	16
	Process is automated by Avue

	OBD
	Program Assistant 

0303


	Personnel Specialist
	· Issues certificate
	25
	41
	Process is automated and would be faster but has been short staffed.

	OBD
	Program Assistant 

0303


	Personnel Specialist
	· Receives selection certificate
	1
	87
	Process is automated in Avue

	OBD
	Program Assistant

0303
	Selecting Official and Personnel Specialist


	· Vouchering and security approval
	28
	115
	May be faster after eQuip is implemented.



	Tax
	Legal Assistants /Paralegals

0986, 0988
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Confers with Section Manager on approach to filling position/ vacancy announcement; development of vacancy announcement

	 SEQ CHAPTER \h \r 1Generally within two days of being notified of approval to fill position.  


	2
	Since 1999, we have become directly responsible for posting our announcements to USAJOBS, either directly or indirectly.   SEQ CHAPTER \h \r 1We have also seen an increased use of automated systems.  

	Tax
	Legal Assistants /Paralegals

0986, 0988
	 SEQ CHAPTER \h \r 1Section Manager
	·  SEQ CHAPTER \h \r 1Requests approval to fill the position from the Executive Officer when an employee expresses his or her intent to vacate a position (e.g. resign, transfer, retire etc)

	 SEQ CHAPTER \h \r 1Generally within 1-2 days; can be longer depending on the manager 
	 SEQ CHAPTER \h \r 12
	 SEQ CHAPTER \h \r 1The time involved in making these requests have been reduced through the use of email and better, more interactive communication on the matter between the managers and the HR Office

	Tax
	Legal Assistants /Paralegals

0986, 0988
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Confers with Section Manager on approach to filling position/ vacancy announcement; development of vacancy announcement
	 SEQ CHAPTER \h \r 1Generally within two days of being notified of approval to fill position a position
	2
	 SEQ CHAPTER \h \r 1Since 1999, we have become directly responsible for posting our announcements to USAJOBS, either directly or indirectly.  This has enabled us to post jobs more quickly.  We have also seen an increased use of automated systems.



	Tax
	Legal Assistants /Paralegals

0986, 0988
	HR Specialist
	·  SEQ CHAPTER \h \r 1Posts vacancy announcement
	 SEQ CHAPTER \h \r 1Generally within one day of Section Manager approval of announcement.
	1
	 SEQ CHAPTER \h \r 1Since 1999, we have become directly responsible for posting our announcements to USAJOBS, either directly or indirectly.  This has enabled us to post jobs more quickly.  We have also seen an increased use of automated systems.



	Tax
	Legal Assistants /Paralegals

0986, 0988
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Initiates pre-employment security process
	 SEQ CHAPTER \h \r 1Generally within 1-3 days of cert. being returned
	3
	 SEQ CHAPTER \h \r 1We have reduced the time involved in initiating the pre-employment security process through the use of an automated system.  Once the selection has been entered in the system, it triggers a notification to the personnel security specialist to initiate the process.  We are also been encouraging candidates to complete the security forms electronically which tends to speed up the time spent completing the forms.  Since 1999, we have also begun using electronic transmission of fingerprints - this has resulted in a savings of weeks in getting results back from the FBI.

	USMS
	Detention Enforcement Officer

1802
	 SEQ CHAPTER \h \r 1Incumbent vacates position by resignation, transfer, retirement, death, etc.


	·  SEQ CHAPTER \h \r 1Management submits SF 52 for recruitment
	5-7
	7
	 SEQ CHAPTER \h \r 1Management has intranet access to their staffing plan.  This allows them to determine if the position may be filled.

	USMS
	Detention Enforcement Officer

1802


	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Receives recruit SF 52
	1
	8
	 SEQ CHAPTER \h \r 1SF 52s are faxed rather than being sent thru the mail

	USMS
	Detention Enforcement Officer

1802
	 SEQ CHAPTER \h \r 1Management and Budget Division
	·  SEQ CHAPTER \h \r 1Approves position funding

· Approves SF 52 for recruitment
	2
	10
	 SEQ CHAPTER \h \r 1Staffing plan developed for each District and posted on the intranet.

	USMS
	Detention Enforcement Officer

1802
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Post vacancy announcement

· Vacancy closes

· Review applicant qualifications, rate and rank qualified applicants, issue BQ certificate
	 SEQ CHAPTER \h \r 12 days from receipt of request

10 days later

14
	 SEQ CHAPTER \h \r 114

24

38
	Certificate and applications are faxed to selecting official, if feasible.



	USMS
	Detention Enforcement Officer

1802
	 SEQ CHAPTER \h \r 1Human Resources Division SEQ CHAPTER \h \r 1
	·  SEQ CHAPTER \h \r 1Receives selection certificate

· Makes tentative offer and mails security forms SEQ CHAPTER \h \r 1
	 SEQ CHAPTER \h \r 11

2
	 SEQ CHAPTER \h \r 146

48
	 SEQ CHAPTER \h \r 1The signed certificate is faxed back to specialist.



	USMS
	Administrative Officer

0341
	 SEQ CHAPTER \h \r 1Incumbent vacates position by resignation, transfer, retirement, death, etc.


	·  SEQ CHAPTER \h \r 1Management submits SF 52 for recruitment
	5-7
	7
	 SEQ CHAPTER \h \r 1Management has intranet access to their staffing plan.  This allows them to determine if the position may be filled.

	USMS
	Administrative Officer

0341


	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Receives recruit SF 52
	1
	8
	 SEQ CHAPTER \h \r 1SF 52s are faxed rather than being sent thru the mail

	USMS
	Administrative Officer

0341
	 SEQ CHAPTER \h \r 1Management and Budget Division
	·  SEQ CHAPTER \h \r 1Approves position funding

· Approves SF 52 for recruitment

	2
	10
	 SEQ CHAPTER \h \r 1Staffing plan developed for each District and posted on the intranet.

	USMS
	Administrative Officer

0341
	 SEQ CHAPTER \h \r 1
 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Post vacancy announcement

· Vacancy closes

· Review applicant qualifications, rate and rank qualified applicants, issue BQ certificate

 SEQ CHAPTER \h \r 1
	 SEQ CHAPTER \h \r 12 days from receipt of request

10 days later

7
	 SEQ CHAPTER \h \r 114

24

31
	 SEQ CHAPTER \h \r 1
Certificate and applications are faxed to selecting official, if feasible.

	USMS
	Administrative Officer

0341
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Receives selection certificate

· Makes tentative offer and mails security forms
	 SEQ CHAPTER \h \r 11

2
	 SEQ CHAPTER \h \r 139

41
	 SEQ CHAPTER \h \r 1The signed certificate is faxed back to specialist.

Estimated improvement in time spent is approximately 30 days.



	USMS
	Supervisory Criminal Investigator

1811


	 SEQ CHAPTER \h \r 1Management and Budget Division
	·  SEQ CHAPTER \h \r 1Verify funding
	1-3
	7
	 SEQ CHAPTER \h \r 1Developed an automated system to track position control.

	UST
	Secretary

0318
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Approves SF-52 for recruitment

· Develops vacancy announcement crediting plan, & job analysis 

· Post vacancies

· Qualifies applicants

· Forwards certificate(s) to Administrative Officer
	 SEQ CHAPTER \h \r 11 to 30
	 SEQ CHAPTER \h \r 117
	 SEQ CHAPTER \h \r 1Competitive positions advertised via AVUE.


Table 3

Standardization - Process
	Component
	Series
	Who
	Does What
	Time Frame in Calendar Days
	Average Time in Accumulated Calendar Days
	Process Improvements

	ATR
	Attorney: 

0905
	 SEQ CHAPTER \h \r 1Personnel Specialist
	·  SEQ CHAPTER \h \r 1Obtain information on qualifications, specifics for advertisement  

· Develop ad

	 SEQ CHAPTER \h \r 11-2 days from notification of authorization
	 SEQ CHAPTER \h \r 14-7
	 SEQ CHAPTER \h \r 1Developed SOP for lateral attorney recruitment and qualification determination, including recommended avenues of recruitment.

	ATR
	Attorney: 

0905
	 SEQ CHAPTER \h \r 1Personnel Specialist
	·  SEQ CHAPTER \h \r 1Post vacancy announcement

· Vacancy closes
	 SEQ CHAPTER \h \r 11-2 days from receipt of request

30 days later 


	 SEQ CHAPTER \h \r 15-9

35-39

(10-14)


	 SEQ CHAPTER \h \r 1Developed basic procedures for posting on various recruitment sources (decreased by 1-2 days)

	ATR
	Attorney: 

0905
	 SEQ CHAPTER \h \r 1Personnel Specialist
	·  SEQ CHAPTER \h \r 1Prepare SF-52 and offer letter for OARM approval

· Voucher employment

· Fingerprint and drug test clearances run concurrent with above processes.


	 SEQ CHAPTER \h \r 13-5 from date incumbent returns EOD paperwork
	 SEQ CHAPTER \h \r 169-75

(21-27)
	 SEQ CHAPTER \h \r 1Developed SOP for processing EOD paperwork (decreased by 2-7 days)

	ATR
	Secretary

0318
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Conducts security process, including drug test and fingerprints
	 SEQ CHAPTER \h \r 15-7 days from date completed forms are received
	 SEQ CHAPTER \h \r 137-41 days
	 SEQ CHAPTER \h \r 1Developed SOP for processing EOD paperwork; Fingerprints can be taken by HR Staff (shortened by 2-3 days)



	ENRD
	Legal Support Assistant

0901
	 SEQ CHAPTER \h \r 1Human Resources is notified of vacancy
	·  SEQ CHAPTER \h \r 1Management approves SF-52 for recruitment

· Develops crediting plan, job analysis.

· Post vacancy through automated system
· Develops certificates of eligible candidates for forwarding to selecting official.

	25
	15
	 SEQ CHAPTER \h \r 1Each time a vacancy occurs, the Section is authorized to fill which eliminates the requirements to wait for the hiring committees to meet.   

	EOUSA
	Legal Assistant

0986
	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Prepares and posts vacancy announcement

· Vacancy closes 

· Receives applications 

· Determines applicant qualifications, rates and ranks qualified candidates, issues certificate to selecting official

	 SEQ CHAPTER \h \r 13 (shortened by 2 days)

Open 10 calendar days

Wait 10 days for mail

5 (shortened by 2 days)
	 SEQ CHAPTER \h \r 112

22

32

37
	 SEQ CHAPTER \h \r 1Shortened time standard for posting vacancies

Assistants perform pre-qualifications review

	EOUSA
	Assistant United States Attorney 

0905
	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Receives recruit SF-52

· Prepares and posts announcement

· Vacancy closes

· Receives applications

· Determines applicant qualifications and issues listing to selecting official

	 SEQ CHAPTER \h \r 12 (shortened by 3 days)

Open 10 calendar days

Wait 10 days for mail

5 (shortened by 2 days)
	7

17

27

32
	 SEQ CHAPTER \h \r 1Assistants perform pre-qualifications review



	FBI
	Special Agent (Criminal Investigator)

1811
	 SEQ CHAPTER \h \r 1HQ-Applicant Case Specialist
	·  SEQ CHAPTER \h \r 1Initiates background investigation
	 SEQ CHAPTER \h \r 13 days 
	 SEQ CHAPTER \h \r 1118 days
	 SEQ CHAPTER \h \r 1Preliminary processing, background investigation, and physical exam all initiated at the time applicant is issued his/her conditional letter.  BI and physical no longer wait for polygraph completion.



	FBI
	Secretary

0318
	 SEQ CHAPTER \h \r 1Resource Allocation Office
	·  SEQ CHAPTER \h \r 1Determines availability of resources, funding allocation
	 SEQ CHAPTER \h \r 11-15 days

(3 average)
	 SEQ CHAPTER \h \r 13 days
	 SEQ CHAPTER \h \r 1Approval process streamlined to permit all approving components to view request simultaneously, rather than consecutively.



	FBI
	Secretary

0318
	 SEQ CHAPTER \h \r 1Position Management Office
	·  SEQ CHAPTER \h \r 1Ensures position is on record and properly classified

· Establishes new position if needed

	 SEQ CHAPTER \h \r 12 days
	 SEQ CHAPTER \h \r 13 days
	 SEQ CHAPTER \h \r 1Approval process streamlined to permit all approving components to view request simultaneously, rather than consecutively.



	FBI
	Secretary

0318
	 SEQ CHAPTER \h \r 1Applicant Case Specialist - Scoping Subunit
	·  SEQ CHAPTER \h \r 1Makes initial computer entries/orders conditional letter (CAO)/initiates background
	 SEQ CHAPTER \h \r 13 days
	 SEQ CHAPTER \h \r 161 days
	 SEQ CHAPTER \h \r 1Initial case review centralized at HQ, improving accuracy of lead setting.   FD-140 is collected earlier in the hiring process to avoid delays in getting background process initiated



	FBI
	Secretary

0318
	 SEQ CHAPTER \h \r 1Field Office HR Assistants
	·  SEQ CHAPTER \h \r 1Provides CAO to applicant. 

· Schedules/ Completes preliminary processing (polygraph exam, drug test, personnel security interview)

	 SEQ CHAPTER \h \r 114 days
	 SEQ CHAPTER \h \r 175 days
	 SEQ CHAPTER \h \r 1Preliminary processing and background investigation are initiated simultaneously at the time applicant is issued his/her conditional letter.  BI is not held in abeyance awaiting polygraph results.



	FBI
	Intelligence Analyst

0132
	 SEQ CHAPTER \h \r 1Applicant Case Specialist- Scoping Subunit
	·  SEQ CHAPTER \h \r 1Makes initial computer entries/orders conditional letter (CAO)/initiates background
	3
	78
	 SEQ CHAPTER \h \r 1Initial case review centralized at HQ, improving accuracy of lead-setting.   FD-140 is collected earlier in the hiring process to avoid delays in getting background process initiated



	FBI
	Intelligence Analyst

0132
	 SEQ CHAPTER \h \r 1Field Office HR Assistants
	·  SEQ CHAPTER \h \r 1Provides CAO to applicant. 

· Schedules/ completes preliminary processing (polygraph exam, drug test, personnel security interview)

	14
	92
	 SEQ CHAPTER \h \r 1Preliminary processing and background investigation are initiated simultaneously at the time applicant is issued his/her conditional letter.  BI is not held in abeyance awaiting polygraph results.



	OBD
	Program Specialist

0301
	Selecting official
	· Approves SF-52 when incumbent vacates
	1-5
	3
	Managers are encouraged to recruit as soon as they know incumbent is vacating.

	OBD
	Program Assistant

0303


	Selecting official
	· Approves SF-52 when incumbent vacates
	1-5
	3
	Managers are encouraged to recruit as soon as they know incumbent is vacating.

	Tax
	Legal Assistants /Paralegals

0986, 0988
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Confers with Section Manager on approach to filling position/ vacancy announcement; development of vacancy announcement
	 SEQ CHAPTER \h \r 1Generally within two days of being notified of approval to fill position.  


	2
	Since 1999, we have become directly responsible for posting our announcements to USAJOBS, either directly or indirectly.  This has enabled us to post jobs more quickly.   SEQ CHAPTER \h \r 1We have also received authority to test for Luevano positions (paralegal positions), which allows us to post the positions at this level.  



	Tax
	Legal Assistants /Paralegals

0986, 0988
	HR Specialist
	·  SEQ CHAPTER \h \r 1Posts vacancy announcement
	 SEQ CHAPTER \h \r 1Generally within one day of Section Manager approval of announcement.
	1
	Since 1999, we have become directly responsible for posting our announcements to USAJOBS, either directly or indirectly.  This has enabled us to post jobs more quickly.   SEQ CHAPTER \h \r 1We have also received authority to test for Luevano positions (paralegal positions), which allows us to post the positions at this level.  



	USMS
	Detention Enforcement Officer

1802
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Post vacancy announcement

· Vacancy closes

· Review applicant qualifications, rate and rank qualified applicants, issue BQ certificate

	 SEQ CHAPTER \h \r 12 days from receipt of request

10 days later

14
	 SEQ CHAPTER \h \r 114

24

38
	 SEQ CHAPTER \h \r 1One person is dedicated to recruiting GS-1802s.



	USMS
	Supervisory Criminal Investigator

1811
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Verify allocation and classification

· Post vacancy

· Closes in 3 weeks

· Rate and rank, generate certificate, plan and conduct interviews

· Prepare for Career Board meeting

· Conduct Career Board meeting


	 SEQ CHAPTER \h \r 11 to 5

1 to 8

21

27 to 60

14 to 21

2 to 5
	 SEQ CHAPTER \h \r 110

14

35

79

97

100


	 SEQ CHAPTER \h \r 1Implemented Open Season concept to have applicant scores ready on hand.

Designed a structured interview to speed the interview process and allow more applicants to be evaluated during an interview week.

	UST
	Attorney

0905
	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Verifies qualifications

· Reviews tentative selection

· Forwards package to OARM for security processing

	 SEQ CHAPTER \h \r 15 to 10
	8
	 SEQ CHAPTER \h \r 1Work closely with AO as management narrows the field of applicants.  This speeds up the package going to OARM for processing.

	UST
	Paralegal

0950
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Approves SF-52 for recruitment
	 SEQ CHAPTER \h \r 11 to 3
	3
	 SEQ CHAPTER \h \r 1Vacant positions and new positions are approved on a weekly basis, thereby eliminating the need to have each position approved individually.



	UST
	Paralegal

0950
	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Verifies qualifications

· Reviews tentative selection

· Forwards package to security processing

	 SEQ CHAPTER \h \r 15 to 10
	8
	 SEQ CHAPTER \h \r 1Work closely with AO as management narrows the field of applicants, thereby speeds up the security processing

	UST
	Secretary

0318
	Human Resources Division
	· Approves SF-52 for recruitment

· Develops vacancy announcement crediting plan, & job analysis

· Post vacancies

· Qualifies applicants

· Forwards certificate(s) to AO


	1 to 30
	17
	Vacant positions and new positions are approved on a weekly basis, thereby eliminating the need to have each position approved individually.



	UST
	Secretary

0318
	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Reviews tentative selection

· Offers position

· Forwards package to security processing

	 SEQ CHAPTER \h \r 15 to 10
	10
	 SEQ CHAPTER \h \r 1Work closely with AO as management narrows the field of applicants, thereby speeds up the security processing.


Table 4

Standardization: Templates & other consistent documentation
	Component
	Series
	Who
	Does What
	Time Frame in Calendar Days
	Average Time in Accumulated Calendar Days
	Process Improvements

	ATR
	Attorney: 

0905
	 SEQ CHAPTER \h \r 1Personnel Specialist
	·  SEQ CHAPTER \h \r 1Obtain information on qualifications, specifics for advertisement  

· Develop ad

	 SEQ CHAPTER \h \r 11-2 days from notification of authorization
	 SEQ CHAPTER \h \r 14-7
	 SEQ CHAPTER \h \r 1Announcement templates, and standardized qualification determination forms (decreased by 1 day)

	ATR
	Paralegal Specialist

0950
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Develops & posts vacancy announcement

· Vacancy announcement closes


	 SEQ CHAPTER \h \r 11 day

5 days later
	 SEQ CHAPTER \h \r 12 days

7 days


	 SEQ CHAPTER \h \r 1HR Staff uses standard PD and KSAs, a template for vacancy announcements, and the cut and paste feature in USAJobs

	ATR
	Secretary

0318
	 SEQ CHAPTER \h \r 1HR Specialist
	·  SEQ CHAPTER \h \r 1Develops crediting plan 

· Develops & posts vacancy announcement

· Vacancy announcement closes


	 SEQ CHAPTER \h \r 11 day

Same day

10 days later
	 SEQ CHAPTER \h \r 12-3 days

2-3 days

12-13 days


	 SEQ CHAPTER \h \r 1HR Staff uses standardized crediting plans for 318 series and templates for vacancy announcements

(Shortened by 1-2 days)



	EOUSA
	Assistant United States Attorney 

0905
	 SEQ CHAPTER \h \r 1Human Resources Specialist
	·  SEQ CHAPTER \h \r 1Receives recruit SF-52

· Prepares and posts announcement

· Vacancy closes

· Receives applications

· Determines applicant qualifications and issues listing to selecting official

	 SEQ CHAPTER \h \r 12 (shortened by 3 days)

Open 10 calendar days

Wait 10 days for mail

5 (shortened by 2 days)
	7

17

27

32
	Template announcement developed and added to Personnel Staff website.

 SEQ CHAPTER \h \r 1

	USMS
	Detention Enforcement Officer

1802
	 SEQ CHAPTER \h \r 1Management and Budget Division
	·  SEQ CHAPTER \h \r 1Approves position funding

· Approves SF 52 for recruitment

	2
	10
	 SEQ CHAPTER \h \r 1Staffing plan developed for each District and posted on the intranet.

	USMS
	Detention Enforcement Officer

1802
	 SEQ CHAPTER \h \r 1Human Resources Specialist and/or Subject Matter Expert


	·  SEQ CHAPTER \h \r 1Develop crediting plan and job analysis
	2
	12
	 SEQ CHAPTER \h \r 1Standard crediting plans and job analyses have been developed for most positions.

	USMS
	Administrative Officer

0341
	 SEQ CHAPTER \h \r 1Management and Budget Division
	·  SEQ CHAPTER \h \r 1Approves position funding
· Approves SF 52 for recruitment

	2
	10
	 SEQ CHAPTER \h \r 1Staffing plan developed for each District and posted on the intranet.

	USMS
	Administrative Officer

0341
	 SEQ CHAPTER \h \r 1Human Resources Specialist and/or Subject Matter Expert
	·  SEQ CHAPTER \h \r 1Develop crediting plan and job analysis
	2
	12
	 SEQ CHAPTER \h \r 1Standard crediting plans and job analyses have been developed for most positions.



	USMS
	Administrative Officer

0341
	 SEQ CHAPTER \h \r 1Human Resources Division
	·  SEQ CHAPTER \h \r 1Post vacancy announcement

· Vacancy closes

· Review applicant qualifications, rate and rank qualified applicants, issue BQ certificate


	 SEQ CHAPTER \h \r 12 days from receipt of request

10 days later

7
	 SEQ CHAPTER \h \r 114

24

31
	 SEQ CHAPTER \h \r 1Standard vacancy announcement has been developed for this position.



	UST
	Attorney

0905
	 SEQ CHAPTER \h \r 1Administrative Officers and Management
	·  SEQ CHAPTER \h \r 1Post vacancies

· Qualifies applicants

· Interviews

· Makes tentative selection

	 SEQ CHAPTER \h \r 180 to 115
	 SEQ CHAPTER \h \r 1110
	 SEQ CHAPTER \h \r 1Developed standard vacancy announcement

	UST
	Paralegal

0950
	 SEQ CHAPTER \h \r 1Administrative Officers and Management
	·  SEQ CHAPTER \h \r 1Post vacancies

· Qualifies applicants

· Interviews

· Makes tentative selection

	 SEQ CHAPTER \h \r 180 to 100
	 SEQ CHAPTER \h \r 195
	 SEQ CHAPTER \h \r 1Developed standard vacancy announcement
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