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WEST REGION AUTOMATED RECRUITMENT AND PLACEMENT PLAN

1.  PURPOSE:  The purpose of the program is to designate RESUMIX as the single method to expedite the referral of qualified employees for internal recruitment and placement within the West Region.  All personnel actions processed by the Civilian Personnel Operations Center (CPOC) will be in accordance with statutory and regulatory guidance.

2.  SCOPE:


a.  The provisions of this plan apply to Army appropriated fund General Schedule, Wage System and Pacific Northwest Power Rate Schedule, competitive service positions in organizations serviced by the West Region CPOC and Civilian Personnel Advisory Centers (CPACs) only at such time when they are transitioned from local HR servicing to CPOC servicing and thereafter.

            b.  When this plan is silent regarding aspects of the merit placement and staffing

       program, the  individual installation bargaining unit agreements or local merit promotion    

       plans apply.

c. The labor partners and CPOC/CPO/CPAC representatives listed below met in 

             Portland, Oregon on 17-18 November 1998 and reached consensus in continuing to

             utilize the attached West Region Automated Recruitment and Placement Plan through 

             March 2000, six months following the completion of the West Region transition.  The 

             parties further agree to conduct video teleconferences at six month intervals to discuss 

             concerns and implement revisions.  

      d.  At any time, the CPOC, CPAC, or bargaining unit employees may bring up in writing issues of concern regarding implementation of this program.  The parties will discuss these issues and if necessary, develop a memorandum of understanding resolving the issues of concern.

3.  EXCLUSIONS:  The competitive procedures of this plan do not apply to the following actions:


a.  Career Management Program.  Positions identified at mandatory command, Department of the Army, or Department of Defense-wide referral levels are filled under the provisions of applicable career management regulations.


b.  Senior Executive Service (SES).  Positions in the SES are filled under the provisions of the Department of the Army SES system.


c.  Statutory/regulatory/administrative placements unless otherwise specified herein, placements required by law, rule, regulation, or directive of a higher authority.


d.  Consideration of an employee entitled to non-competitive priority consideration as corrective action for failure to be given proper consideration under this plan.


e.  Placements made during or in lieu of reduction-in-force (RIF).


f.  Conversion of excepted appointments of physically or mentally disabled Veterans Readjustment Act (VRA), appropriate student employment, or other eligible appointments.


g.  Conversion to permanent appointments of eligible Veterans with 30% or more disability who are serving on temporary or provisional appointments under 5 CFR 315.707.


h.  Promotion to a grade previously held on a permanent basis in the competitive service (or in another merit system with which Office of Personnel Management (OPM) has an interchange agreement) from which an employee was separated or demoted for other than performance or conduct reasons.


i.  Promotion, reassignment, demotion, transfer, reinstatement or detail to a position having promotion potential no greater than the potential of a position the employee currently holds or previously held on a permanent basis in the competitive service (or in another merit system with which OPM has an interchange agreement) and did not lose for performance or conduct reasons.


j.  Temporary promotions of 120 days or less, or 179 days or less at activities that are within two years of the effective date of a major reduction-in-force (involving involuntary separations of 50 or more employees or 10% of the workforce) are excluded from this plan.  Prior service under all non-competitive details to higher graded positions or temporary promotions during the preceding 12 months is counted in determining whether the 120 day or 179 day limit will be exceeded.  A competitive temporary promotion may be made permanent without further competition provided:



(1) the fact that it might lead to a permanent promotion was made known to all potential candidates initially, and;



(2)  the area of consideration used for the competitive temporary promotion was appropriate for competitive permanent promotion.


k.  Details of 120 days or less to a higher graded position or to a position with known promotion potential, or 179 days or less at activities that are within two years of the effective date of a major reduction-in-force (involving involuntary separations of 50 or more employees or 10% of the workforce) are excluded from this plan.  Prior service under non-competitive details to higher graded positions during the preceding 12 months is counted in determining whether the 120 day or 179 day limit will be exceeded.  An employee need not meet time-in-grade or minimum qualification requirements to be detailed to another position.


l.  A promotion resulting from upgrading due to issuance of a new position classification standard or correction of an initial classification error.


m.  Career Promotions.  A promotion without current competition when at an earlier stage, an employee was selected from an OPM register, by direct hire, under a special appointment authority, or under competitive promotion procedures for an assignment intended to prepare the employee for the position being filled.  The intent must be documented by established career ladders and thus be a matter of record.


n.  Accretion of Duties.  A promotion resulting from an employee’s position being reclassified at a higher grade because of additional duties and responsibilities provided the circumstances supporting the action are in keeping with merit principles.  This section may be supplemented locally.

4.  DEFINITIONS:


a.  Area of Consideration:  The area the selecting official identifies in which a search is made for eligible candidates for a specific position.


b.  Promotion:  The change of an employee to a higher grade when both the old and new positions are under the same pay schedule, or to a position with a higher representative rate when the old and new positions are under different pay schedules.


c.  Temporary Promotion:  The temporary official placement of an employee into a position of higher grade.  This action temporarily increases an employee in grade and rate of pay.


d.  Change to Lower Grade:  The change of an employee to a lower grade when both the old and new positions are under the same pay schedule, or to a position with a lower representative rate when the old and new positions are under different pay schedules.


e.  Detail:  The temporary assignment of an employee to duties not within his/her job description.  A detail does not change the employee’s official title, grade, or pay rate.


f.  Known Promotion Potential:  Positions referred to as having known promotion potential are those positions engineered for filling at a grade below the established or target grade with subsequent non-competitive promotions to the target grade once the employee meets qualifications and satisfactorily fulfills formal/informal training requirements.  Examples of such positions include “trainee,” “intern,” or “career ladder” positions that are filled initially below the target grade.


g.  RESUMIX:  An automated recruitment and referral system.


h.  Recruitment Plan:  Job-related skills and mandatory job requirements management identifies in order to determine top candidates for positions.


i.  Date of Implementation:  The date this plan is implemented at a specific installation or activity.  The date of implementation will vary across the Region.


j.  Open Acceptance List:  A list of positions by geographical location throughout the Region.  This list will group positions by grade ranges and will identify the titles and series of positions.  From this list, employees may select up to 10 positions or position groups for which they wish to compete at any given time.

5.  POLICY:  It is the West Region policy to assure that positions are staffed on the basis of merit and fitness, without regard to race, religion, color, political affiliation, age, marital status, sex, national origin, non-disqualifying physical disability, membership or non-membership in an employee organization.  This Region:


a.  Will afford employees the opportunity to compete fairly and impartially for positions filled by competitive procedure.


b.  Will not accomplish actions under this plan based upon personal favoritism or patronage.


c.  Will not allow management officials or employees to advocate their relatives for any vacant positions.


d.  Will strive to identify and eliminate barriers to equal employment and advancement opportunity.

6.  RESPONSIBILITIES:


a.  West Region CPOC will:



(1) Implement and administer this plan to ensure that objectives are met.



(2) Solicit and consider opinions, comments, and suggestions from employees, operating officials, recognized employee organizations, and exclusive labor representatives regarding the operation of this plan.



(3) Assist the CPAC in marketing this plan, explaining RESUMIX procedures and qualification requirements, and disseminating information on this plan to the workforce.



(4) Validate selections in accordance with law, rule and regulation.



(5) Document actions and maintain record in accordance with requirements established by law, rule and regulation.



(6) In coordination with installation/activity CPACs, the CPOC will review and evaluate the effectiveness of the program to determine if it meets the needs of management and employees.



(7) Assist in providing initial training to managers and employees on the recruitment plan.



(8) Provide Open Acceptance Lists to the workforce.


b.  The Installation/Activity CPAC will:



(1) Support and assist the CPOC and managers/supervisors to administer this plan.



(2) Assist the CPOC in marketing this plan, explaining RESUMIX requirements, and disseminating information on this plan to the workforce.



(3) Assist the CPOC in securing representatives to serve as Subject Matter Experts (SME), as required.



(4) As requested, advise and assist supervisors and managers in determining the areas of consideration and recruitment plan.



(5) Notify candidates and their immediate supervisors of selections.  Negotiate entrance on duty dates.


c.  Management officials and supervisors will:



(1) Communicate the provisions of this plan to employees.



(2) Furnish suggestions and comments for the plan’s improvement to the CPOC.



(3) Counsel and assist employees who desire career advancement.



(4) Anticipate personnel requirements and initiate appropriate action on a timely basis.



(5) Establish the recruitment plan and determine the appropriate area of consideration.



(6) Assure that employees referred under this plan receive consideration in accordance with merit principles.



(7) Release employees within prescribed time limits after selection.


d.  Employees desiring promotion or other placement consideration have the responsibility to:



(1) Submit their resume and identify positions for which they are interested.


(2) Seek advice and assistance from their supervisor for career advancement opportunities.



(3) Participate in developing and maintaining an effective promotion program by submitting written comments and suggestions to management or the union.


e.  Equal Employment Opportunity (EEO) Officer: The EEO Officer will assist the CPOC, CPAC and management to develop, execute and assess programs designed to support affirmative action.

7.  LOCATING CANDIDATES:


a.  Area of Consideration:  The area of consideration will be sufficiently broad to provide a reasonable number of high quality candidates, taking into accounts the nature and level of the positions covered.  The area of consideration will also include:



(1) Qualified Army employees who submit resumes;



(2) Employees absent for military service, service in public international organizations or on Intergovernmental Personnel Act assignments.



(3) Employees at the installation having repromotion eligibility based upon pay or grade retention entitlement.


b.  Methods of Locating Candidates:



(1) All interested candidates within the area of consideration who have submitted a resume will be considered.



(2) To be eligible for promotion or placement, candidates must meet the minimum qualification standards prescribed by OPM and law.



(3) A reasonable number of candidates based on a natural break will be referred for selection.



(4) The selecting official may or may not select any candidate referred under this plan.  Selections will be based solely on job-related criteria and reasons for selection will be documented.  The selecting official may also select from any other appropriate source.  Examples include but are not limited to: the re-employment priority list, re-promotion list; transfer, reinstatement, handicapped, or Veterans Readjustment Act eligibles; or those within reach on an appropriate OPM certificate.


(5) Normally, an employee will be released no later than the beginning of the second pay period following the commitment.  An earlier or later date may be arranged by mutual agreement between officials of the gaining and losing activities.

8.  THE RESUMIX PROCESS:


a.  Resume Submission:  To be considered for internal competitive placement procedures, each applicant must maintain an active resume as described in the West CPOC Job Kit.  The CPOC will accept a resume from any eligible applicant at any time.  Employees may update their resume at any time.  The CPOC will process updated resumes daily.  Employees are encouraged to submit new resumes when they are promoted or change to jobs that reflect newly acquired skills.


b.  The CPOC will acknowledge resumes received.


c.  Managers and CPOC personnelists will develop a recruitment plan for each vacancy based on job position requirements.


d.  Referrals will be made from applicants with resumes already on file in the CPOC who have skills (skills, knowledges and abilities) and qualifications identified in the recruitment plan.  Vacancies will be publicized as appropriate.  Individual traditional vacancy announcements will not be prepared and distributed, except where mandated, i.e., DACADS.


e.  The CPOC will issue the referral list and resumes electronically to the manager and/or CPAC.  The referral list will be valid 15 calendar days from the date of issue.  The Staffing Services Division, West Region CPOC will grant referral list extensions on a case-by-case basis.

9. FEEDBACK:  

a. The West CPOC will hold, in conjunction with the CPAC staff at each stand up 

            visit, a training session for union representatives on Resumix.  Sessions will provide 

            tools for unions to use with employees:

(1)  Video tape and/or briefing materials

                 (2)  Training kit

            Unions are invited to come to the WCPOC to observe the processes, including PERSACT 

            and Resumix. 

            All partners - CPACs, CPOs, CPOC, and unions should market successful placements 

b. The West CPOC will post jobs that are currently under recruitment on its web 

            page.  A statement will be made to clarify that:

(1)  There is no opening/closing date associated with any position 

(2)  Referral lists will be issued at any time; therefore, if  a current resume is not 

                               on file the applicant might not be considered for the job

            The notice will:

(1)  Be posted upon receipt of the PERSACT SF-52 in Staffing Services Division     

                               of the WCPOC

(2)  Include PERSACT SF-52 number, title, series, grade, duty station,     

                               organization location, and a brief statement of duties

(3)  Be listed by serviced installation

            (4)  Be removed from the web page upon issuance of a referral, commitment to a 

                   priority candidate, OR cancellation of the recruit action
c. The West CPOC will rewrite the cover memo associated with the referral package 

           to include  specific instructions regarding nonselect letters.   The WCPOC will also 

           include preformatted nonselect letters for each candidate on the referral list in the package.

           Management will:

(1)  Make the selection

                  (2)  Return the package to the CPAC 

                  (3)  Hold nonselect letters until the CPAC makes the job offer and advises the 

                         manager that the selectee has accepted the position

                  (4)  Send nonselect letters to all unsuccessful candidates.

10.  ADMINISTRATION:


a.  Prohibited Action:  Discovery of a procedural, regulatory or program violation will lead to a suspension of the action until such time as the matter is resolved and properly documented.


b.  Employee Complaints and Grievances:  Employees may file a complaint relating to a promotion action.  However, non-selection from among a group of properly ranked and certified candidates is not a basis for grievance.  Efforts will be made to informally resolve employee concerns about actions under this plan.  Formal complaints will be processed under applicable procedures.

      c.  Corrective Actions.

(1) Immediate action should be taken to correct a violation or program deficiency

           based on the established facts in the case.


(2) When a violation has been alleged or discovered, the person placed will remain in the position until a determination is made as to what corrective action should be taken, if any.



(3) A procedural violation occurs when a placement action does not meet the requirements of this plan.  If reconstruction of the action shows that the employee selected could have been selected had proper procedures been followed, the employee selected may remain in the position.



(4) A regulatory violation occurs when the employee placed does not satisfy legal and/or regulatory requirements for the placement, e.g., qualification requirements.  The erroneously placed employee may be retained in the position only if he/she meets all requirements for placement at the time of corrective action.


(5) A program violation occurs if this plan and placement guidelines or practices do not conform to higher level requirements.  In a program violation, an employee generally may be retained in the position if there was no procedural or regulatory violations involved.
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