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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure E-00-05 for Using Hot Job Flyers  

1.  PURPOSE:  To establish procedures for using hot job flyers to solicit applications to the West Region announcement when there are few or no applicants available in the Resumix data pool.  This supercedes the previous edition dated July 7, 2000. 

2.  APPLICABILITY:  This guidance applies to Civilian Personnel Advisory Centers (CPAC) and the West Civilian Personnel Operations Center (WCPOC).

3.  RESPONSIBILITIES:

a. CPAC will: 

(1) Assemble e-mail addresses or physical addresses provided by management or 

based on the CPACs personal knowledge of the local labor market and the recruitment history of the position being filled. 

                   (2) Post the flyers, make distribution throughout the installation as appropriate, and coordinate with the CPOC for additional mailing.

 b.  WCPOC CFD will:

                    (1) Pull a referral based on the information provided by management and the CPAC.  After discussing the results with management, based on management’s desires, in situations where there are few or no qualified applicants in the Resumix data pool, develop a flyer providing the specific duties, locations, grade, etc. of the position being filled.  If management desires, they can elect to accept a referral with less than three names and a flyer will not be developed or posted.  

                    (2) Forward a copy of the flyer to the WCPOC ISD help desk, together with a time frame mutually agreed upon by management and the servicing specialist/assistant.  The e-mail transmitting the flyer must contain all the information necessary to post the flyer to the “Hot Jobs” site to include the Position Title, Series, Grade and location of the position.  If the position is not located on a military installation, the organization (i.e. Corps of Engineers, Military Entrance Processing Station) and the city and state must be identified as the location.  
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Flyers will be posted on the WCPOC Homepage at the “Hot Jobs” site.  The CFD Branch will follow-up with the help desk to ensure flyers are removed should a referral list be issued.

  
        (3) Send the flyer to the requesting CPAC and the addresses (e-mail and physical) provided by the CPAC, and any other outreach sources known to the CPOC.

(4) Assemble and maintain a listing of e-mail and physical addresses based on their knowledge of the position and past practices in securing applicants.  

                     (5) Query Resumix every other day to determine when candidates are available for consideration.  Once a referral with sufficient (at least 3 or less if approved by the selecting official) candidates is made, additional efforts to identify and refer candidates will not be made unless the previous referral is returned without a selection.

b. WCPOC ISD will post the flyer on the web site under “Hot Jobs” and remove when notified by the CFD Branch.

MARY M. RODRIGUEZ

                                                                              Director, West Civilian Personnel

                                                                                  Operations Center
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