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MEMORANDUM FOR ALL CPACs within the West Region and the WCPOC

SUBJECT:  External Standard Operating Procedure E-99-08 for Temporary and Student Employment for the Summer

1. PURPOSE:  To establish consistent and efficient operating procedures for recruitment of summer  hires.  This supersedes the previous SOP dated 2 April 1999.
2. SCOPE:  These procedures apply to the Civilian Personnel Advisory Centers (CPACs) within the  West Region and to the West Civilian Personnel Operations Center (WCPOC).

3. RESPONSIBILITIES:

a. Management is responsible for initiating the summer hire request for 

recruitment by submission of a PERSACTION SF52.

b. The CPAC will advise and assist the manager with recruitment, forward 

request to the  WCPOC, and provide job information and explain Summer Hire Program to applicants. 

c. The CPOC will post summer job vacancies on the WCPOC web site under 

Recruitments in Process and process the actions in a timely manner.  When uploading the vacancy information to the web page, the title of the vacancy will be preceded by “SH-“.  This will allow applicants to review vacancies being recruited for the summer.

4. PROCEDURES:

a. Management  initiates PERSACTION SF52 with action requested 

“Fill/Recruit” in Part A, Block 1 and adds the words “Summer Hire” in the space for additional text.  Management also indicates employment source(s) as Temporary Summer and/or Student Temporary Employment.  As in other recruit actions, management indicates appropriate skills necessary to perform the duties of the position.  Management may recruit for any position under the Temporary and Student Temporary Employment categories and may select anyone referred under the Student Temporary Employment Program without regard to financial need. 
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b. The CPAC will post the flyers, job listings and sample resume and 

supplemental data sheets for students at the CPAC or other appropriate locations as determined locally.  Upon request, the CPAC will advise applicants on proper application procedures. 

c.  The CPOC will issue Resumix referrals to the manager for the requested category of applicants, and a copy to the CPAC. 

d.   The CPAC will verify that selectees meet the criteria for summer employment 

prior to making the job offer.  To facilitate timely processing of actions for payroll purposes, the entrance on duty date will normally be the beginning of a pay period.

e.   The CPOC will process the actions upon receipt of required employee data.

                                                                                   /s/

                                                                   JEANNIE A. DAVIS

                                                                   Director, West CPOC
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