DEPARTMENT OF THE ARMY

WEST CIVILIAN PERSONNEL OPERATIONS CENTER

GREELY HALL BUILDING 61801

FORT HUACHUCA, AZ 85613-5000

SFCP-W-S


                 DATE:  XXXXXXXXXXXXXX

                 SUSPENSE DATE: XXXXXXXXXXXX

MEMORANDUM FOR:  Selecting Official

SUBJECT:  Resumix Referral List for XXXXXXXXXXXXXXX

                                    Requisition: XXXXXXX


                                    Persact# XXXXXXXXXXXX

1.  Enclosed is the Resumix referral list for subject position, resumes of referred candidates, a Customer Service Survey, and non-selection letters for your use once your selection has been finalized by the servicing Civilian Personnel Advisory Center (CPAC).  

2.  All candidates referred have been determined to possess the skills you identified as mandatory for successful job performance.  In addition, they have been screened to ensure they meet minimum Office of Personnel Management (OPM) qualification requirements.  Note that resumes may contain garbled or misspelled words.  This sometimes happens in the electronic scanning processing; it is not the fault of the applicants and should not be held against them. 

3.  Please note that if you requested to consider candidates from more than one referral source, the attached list groups candidates by source type (i.e., promotion eligibles, reassignment eligibles, VRA eligibles, reinstatement eligibles, etc.), and that sources are separated by a blank line.  You may select from any source referred to you. If you select from any of the sources where candidates are listed alphabetically, you may select any one of the available candidates.  If you select from an external source list which indicates veterans’ preference standing by the name of the candidate, then you must select in accordance with veterans’ preference rules.  Please contact your CPAC representative if you need additional guidance on selection procedures if your list includes applicants with veterans’ preference. 

4.  Interviews should be conducted as appropriate, in accordance with any local bargaining unit agreements or other guidance.  Interviews are useful tools in determining the relative merit of candidates as well as providing information to them about the position they are under consideration for.  Please remember that you have a responsibility to support the Army’s Affirmative Action Program and status as an equal opportunity employer.  Your selection must be based on merit factors only, such as relevant experience, training, awards, or other factors that are indicators of potential for future success.  Non merit factors may not be used in the selection process. 

5.  We ask that you make both a primary and alternate selection from the attached list, in case your top candidate declines the position.  When you have made your selection, print the referral list, indicate the names of the selectee(s) in the designated locations, and fully document the specific reasons for your selection.  Avoid general statements such as “experience and training”; rather, describe what experience and training sets the selectee apart from the other applicants and indicates his/her ability to perform the duties of the position.  If you have contacted candidates on the referral who decline interest or are not available for your position, please indicate this by using the appropriate code.  These codes are defined on the referral. Return the signed referral list to the CPAC; we also ask that you take a moment to print and complete the attached Customer Service Survey form and return it with the referral list.  

6. Information regarding each applicant’s eligibility and appointability, such as entitlement to veterans’ preference, has not been verified, as we depend on applicants to self-certify their eligibility at the time of their application.  The CPAC will make a tentative offer to your selectee and request documentation to verify eligibility.  Should that candidate be found ineligible for or decline the appointment, the CPAC will offer the position to the alternate candidate with your concurrence.  Once the offer has been accepted by either the primary or alternate candidate, the CPAC will notify you, at which time we request that you sign and mail the notices of non-selection to the unsuccessful candidates on the list.

7.  Thank you for the opportunity to provide you with this referral list.  The Civilian Personnel Operations Center (CPOC) and CPAC representatives are working together to help fill your vacancies with quality candidates in a timely manner.




Staffing Services Division

Position title, series, grade:  

Location of Vacancy(s):  

WCPOC is operating under RESUMIX, an automated ranking and referral system.  Jobs are announced under an open inventory system, which will provide for the receipt of resumes at any time, for all occupations and geographical locations serviced by us, on an open continuous basis. This open inventory system has been submitted as a pilot test for the Department of the Army.  Our primary focus will be on the quality and availability of the candidates referred to you.  In order to evaluate the process, we are asking you to provide customer feedback by responding to the following questions.  Please return this form along with the referral list to your local CPAC.  Thank you for your cooperation. 
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                                 1-5         6-10        11 or more

How many referrals have you received from RESUMIX?




   PLEASE RATE THE FOLLOWING ITEMS REGARDING THE CURRENT REFERRAL LIST RECEIVED:
                             Outstanding    Adequate        Poor                   

Quality of candidates






   Comments:

Availability of candidates






Please indicate total number of candidates on list _________ and   

number no longer interested or available _________.

Timeliness of referral






Responsiveness of CPOC staffing specialist




If you are returning the referral list unused, please provide reason:

_____________________________________________________________________


Do you have any suggestions to streamline the process?  _____________
_____________________________________________________________________


How would you compare this process to the process previously used at 

your location?  _____________________________________________________
_____________________________________________________________________


Additional comments:  _______________________________________________
_____________________________________________________________________

Name and duty telephone number (optional):  _________________________

    06/13/2000       Affirmative Action Certification

   Requisition: XXXXXXXX

   Position:  XXXXXXXXXXXXXXXXX

               XXXXXXXXXX

   1 Males     

   2 Females

   0 American Indian/Alaskan Native

   0 Black

   0 Asian/Pacific Islander

   0 Hispanic

   3 White

   0 Unknown or Other

   3 Total Referred

                      REFERRAL LIST OF ELIGIBLE CANDIDATES

Servicing CPAC: XXXXXXXXXXXXXXXXX            Date Issued: XXXXXXXXXX

PERSACT Number: XXXXXXXXXXXX                 Requisition ID:XXXXXXXX

Title:  XXXXXXXXXXXXXXXXXXXX                 Position Type: XXXXXXXXXX

Pay Plan, Series, Grade: XXXXXXXXXX          CPOC Staffing Specialist

Organization: XXXXXXXXXXXXXXXXXXXXXX         XXXXXXXXXXXXXXXXXXXXXXXXX

 _________________________________________________________________________

 CODES: Please indicate the results of your contact with applicant(s) who declined consideration or were not available.


DA – Declined appointment type
DO – Declined, accepted another offer


DB – Declined, benefits reason(s)
DP – Declined, personal/family reason(s)


DG – Declined, grade/salary

DR – Declined relocation/no PCS expenses


DL – Declined geographic location
DW – Declined work schedule


DN – Declined, no reason given
DS – Declined specific position


O    Other, please specify
 
      Eligibility                           Applicants                  Code

________________________________________________________________________________

Promotion Eligible                          XXXXXXXXXXXXXXXXX           _________
Promotion Eligible                          XXXXXXXXXX                  _________

Promotion Eligible                          XXXXXXXXXXXXXXX             _________

____________________________________________________________________

IT IS STRONGLY RECOMMENDED SELECTING OFFICIALS CONDUCT INTERVIEWS.

      A C T I O N   B Y   S E L E C T I N G   O F F I C I A L

Selectee:  _________________________________________________________

Alternate Selectee:  _______________________________________________

Reason for Selection:  _____________________________________________

____________________________________________________________________

Name of Selecting Official:  _______________________________________

Date of Selection:______________________

FOR CPAC USE ONLY:

Date referral returned:

Date job offer made:

Date offer accepted/declined:

Effective Date:

CPAC representative:

_955883662

