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CHAPTER 1

GENERAL
1-1. PURPOSE.

a. This plan implements the merit placement ppilesi of Title 5 of the United States
Code, sections 2301 and 2302, in accordance wgihlatory guidance issued by the Office of
Personnel Management, the Department of Defens¢éhardational Guard Bureau for
application in the placement and promotion of dual non-dual status technicians to positions
authorized by Title 32 of the United States Coeéetisn 709, in support of the Ohio Army and
Air National Guard. Since the procedures containgtis plan are applicable to both the Army
and Air National Guard, the general term Ohio NaidGuard will be used throughout the plan.
This plan incorporates provisions of the currerliective bargaining agreement and the Ohio
National Guard Joint Partnership Executive CoufIélEC) policy letters. Requirements of an
approved collective bargaining agreement will tpkecedence over any conflicting provisions
in this plan as applied to bargaining unit techamei.

b. This plan incorporates and, where conflict sxisupersedes previous written guidance

but is not limited to the Official Guide to Inteewving and Selection, all editions dated 2008 and
prior are rescinded; Guidance for making selectmmson-selections based on number of
qualified applicants, 27 June 2006; Selection Clist¢cR1 July 2006; Clarification Regarding
Composition of Interview Teams for Advertised Fiiuthe Technician and AGR Positions, 13
March 2006; and Equal Employment Opportunity / Eg)@aportunity Technician and AGR
Selection Packet Reviews, 22 May 2006.

1-2. POLICY.

a. It is the policy of the Ohio National Guard ibtechnician positions with qualified,
high-performance individuals and to ensure thagmployees (technician and active
guard/reserve, i.e. AGR) have an opportunity tcettgyand advance to their full career
potential. To promote career development within@ngo National Guard full-time technician
workforce, this agency will initially advertise tatician positions representing career
progression opportunities for competitive consitlerato current technicians within the
appropriate (Army or Air) Ohio service componentlass there is an identified, validated
personnel management consideration substantiatiegé for a modified (i.e., limited to smaller
part of the workforce, expanded beyond the fulletiworkforce, or dual announcement) area of
consideration.

b. All technician vacancies will be filled on thadis of merit using bona fide
occupational qualifications (job-related factotagividuals being considered for merit
placement must meet the eligibility requirementd standards for the position for which
considered. For dual-status technician positioligipdity includes appropriate military

membership and the ability to be assigned,to a etitvip military position. - { Formatted: Font color: Auto
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c. No placement or promotion actions under this plathorizes the use of illegal or
unethical discrimination based on race, colorgiefi, sex (except positions excluded by military
membership), national origin, marital status, age-disqualifying physical handicap,
membership or non-membership in labor-affiliategamizations, nepotism, personal
relationships, political affiliation, or patronagehe Ohio National Guard is an Equal
Opportunity Employer.

1-3. SCOPE.

This plan encompasses all technician positionkér3tate of Ohio authorized under Title 32,
United States Code section 709. It will be usefilling all dual status and non-dual status
(NDS) positions (optional for NDS Delegated Exam@mUnit initial appointments) through
initial appointment, promotion, reassignment, retement, demotion and transfer.

1-4. DEFINITIONS.

a. AREA OF CONSIDERATION (AOC). The area of consat@n for the job
announcement defines who may apply for any giverajanouncement by status. For example,
the AOC may require applicants to be a permanehnieian employed by the Ohio National
Guard or an individual qualified to become a miltanember of the Ohio National Guard
(Army or Air), etc.

b. CHANGE TO LOWER GRADE. Personnel action that e®an employee to a __ - Deleted: 1

position at a lower grade or lower rate of pay assalt of reclassification, reduction in force, !

adverse or other directed personnel action. Thetsena include voluntary requests for
assignment to a lower graded position.

c. COMMUTING AREA. A geographic population centeitlin which people can
reasonably be expected to travel to and from wark daily basis.

d. CONSENSUS. A validation by all members of ari¢hat a process is fair and __ -~ { Formatted: Font: Not Bold

A _ _ _ _ - _ - - - - _—_—_ - - __ . - - - - - . - - - - - - - __r_ - - _ - ___"_ _ __
- { Formatted: Font: Not Bold

e. DETAIL. A temporary change of job assignmentda@pecified period with the
technician returning to his/her regular dutieshaténd of the period.

f. DUAL-STATUS TECHNICIAN. Excepted-service techidas, appointed under Title
32 USC 709(b), who are required to be military merslof the National Guard as a condition of
employment.

0. ELIGIBLE APPLICANTS. Applicants for a technician gition within the identified
area of consideration who meet the qualificatiaquneements for the position as certified by
staffing.
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h. INTERVENING GRADE. A pay grade (GS or WG) witltepresentative rate more - -{ Formatted: Font color: Auto )

i. INTERVIEW TEAM. A diverse group thghterviews applicants using a fair, merit- - ‘{Deleted: along with management and}
based process with the intent of achieving a caserecommendation to a selecting official. ~. 22" re”rese"ta“""‘ ‘fV“° —
The interview team must include race and gendardity, and bargaining unit positions must {( peteted: for bargaining unipositions |

include labor representation.

j- NEPOTISM.In compliance with federal regulations (see 5 USC®, an individual
who (by law, rule, regulation, or delegation) hap@ntment or promotion authority, or
authority to recommend employees for appointmemtromotion shall not advocate (orally or in
writing) a relative’s appointment, employment, paiion or advancement within the Ohio
National Guard. This same individual may not pgstite on an interview team or promotion
panel decision affecting a relative.

k. NON-DUAL STATUS TECHNICAN (NDS). Atechnician, appointed under Title 32 - { Deleted: T )
USC 709, who is not required to be a military memifehe National Guard as a condition of
employment.

l,PRIORITY PLACEMENT. Assignment of a techniciangrade retention status (as & - - { Formatted: Font color: Auto )

result of reduction in force or classification aclj to a vacant position at his/her former grade,
or an intervening grade, provided the techniciaetséhe technician qualification requirements
for the vacant position, and can be placed in #arily compatible position (dual status ogly) - {Deleted: . ]

m. PROMOTION. The placement of a technician infmaition at a higher grade level
within the same job classification system and panedule, or into a position in a different job
classification system and pay schedule with a highte of basic pay.

n. REASSIGNMENT. The change of a technician frore position to another without
promotion or change to lower grade.

0. REFERRAL AND SELECTION CERTIFICATE. A list of éhqualified applicants
referred to the designated selecting official fompetitive consideration for a position.

p. SELECTING OFFICIAL. The supervisor or managenwdfitial who has authority to
recommend a selection, following the procedurestified in this plan, from among the
qualified applicants for placement or promotiorhjsat to administrative review and approval
by the HRQ. ///{Deleted: : ]

g. SELECTIVE PLACEMENT FACTORS. The job-related kvledge, skills, abilities
(KSAs), or other personal characteristics absohuebential for satisfactory performance in a
particular position. Selective placement factonsagd the minimum qualification requirements.
They will be listed on the technician advertisemamd will be used as part of the qualification
requirement for the position.
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r. TARGET GRADE. The fully qualified grade of thegition being filled
developmentally

s. TENURE GROUPS. Tenure groups are the categorighich technicians are
grouped based on length of employment and completfigprobationary/trial periods.

(1) Tenure Group I. Permanent, non-dual stacisrticians and permanent, dual-
status technicians who have successfully compketeidl/probationary period.

(2) Tenure Group Il. Permanent dual-status orcheal statusechnicians who are
serving a trial or probationary period.

(3) Tenure Group lll. Dual-status technicians vgleove under indefinite
appointments in the excepted service.

t. VALIDATED PERSONNEL MANAGEMENT CONSIDERATION. Aspecific
identified management requirement to deviate froensdtandard area of consideration for
advertising a bargaining unit technician positised Appendix E)..

1-5. RESPONSIBILITIES.

a. The Adjutant General is the appointing authdotythe Ohio National Guard
Technician program, and is the highest level oharity in the State concerning the overall
application of this Merit Promotion & PlacementiRla

b. The Director for Human Resources (also knowthaddiuman Resource Officer or
HRO) is directly responsible to The Adjutant Geh&waensuring that the requirements of this
Merit Promotion & Placement Plan are accomplisfidga HRO will:

(1) Develop, maintain, evaluate and reviss fi&n as necessary;

(2) Administer placement and promotion actionaccordance with the policies and
procedures outlined in this plan;

(3) Provide training, guidance and assistaaclecting officials, supervisors and
commanders concerning their responsibilities utitisrplan; and initiate appropriate corrective
action when lack of compliance is evident;

(4) Assure that applicants are properly evaldand certified for appointment,
promotion, reassignment, reinstatement, demotidraosfer;

(5) Maintain a complete placement or promofitanfor each position filled under the
provisions of this plan.

c. Managers and Supervisors will:
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(1) Comply with the principles and follow theocedures identified in this plan;
(2) Assure technicians under their supervisigninformed of this plan;

(3) Assure technician personnel actions actished within their areas of
responsibility are based on merit without discriatian;

(4) Assist the Human Resources Office in eatithg applicants, when appropriate;
(5) Recommend appropriate changes to this flaaquired.
d. Individual technicians are responsible for:

(1) Familiarizing themselves with the policesd procedures of this Merit Promotion
& Placement Plan;

(2) Assuring job application forms contain @@te and current information
concerning qualifications, job-related trainingdaxperience.
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CHAPTER 2
EXCEPTIONS TO COMPETITION
2-1. PERSONNEL ACTIONS EXEMPT FROM COMPETITION.

a. Promotion due to issuance of new classificattandards or the correction of a
classification error;

b. Promotion resulting from a technician positiming reclassified at a higher grade
because of additional duties and responsibilitreth® correction of a classification error when
the following conditions are met:

(1) The technician continues to perform the shasic function(s) of the former
position and the duties of the former positionadeinistratively absorbed in the new position

(2) The incumbent meets the qualification stadsl@nd any additional
requirements for promotion; (i.e. minimum educationlitary compatibility, etc.)

c. Placement of over-graded technicians entittegk&de retention as a result of
reduction-in-force (RIF), reclassification or maeagent directed change-to-lower grade;

d. Reassignment of a technician from one postticenother without promotion or

change to lower grade , i.e., a same target grasi¢ign, - { Deleted: ;

e. Promotion when competition was held earliex. (position advertised as a
developmental position with known promotion potabti

f. Re-promotion to a grade (or an intervening gjaat a position from which a
technician was demoted without personal cause andtrhis or her request;

g. Temporary promotion or detail to a higher grhgesition or position with known
promotion potential for 120 days or less;

h. Selection of a former technician from the Relayment Priority List for a position at
the same or lower grade than the one last heldrundéelines of the Technician Personnel
Regulation for Reduction-in-Force;

i. Reemployment in accordance with the Uniformvies Employment and
Reemployment Act (USERRA). A technician exercisst@tutory reemployment rights
following military service must be returned to his/ former position, or a position of like
seniority, status, and pay;

j. Placement under provisions of the DOD PrioRtgcement Program;
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k. Placement as corrective action directed bytadercision, settlement agreement
reached under authority of the Equal Employmentddinity Commission (EEOC), Federal

Labor Relations Authority (FLRA), U.S. Office of Bennel Management (OPN). the - { Deleted: or

Department of Defense (DOD), or by direction of RO as result of a priority consideration
when a candidate was not previously given propesideration in a competitive action.

|. Temporary appointments with a “not to exceededa
2-2. PRIORITY PLACEMENT OF OVER-GRADED TECHNICIANS.

a. A technician demoted as a result of a redudtiefiorce, reclassification or
management directed change-to-lower grade (withergonal cause) is entitled to re-promotion
as a priority placement for a period of two (2) nge&onsideration of a technician entitled to
priority placement for re-promotion must precedems$ to fill the vacancy by other means,
including merit promotion. The HRO will keep a rasbf all technicians entitled to priority
placement. Placement offers will be made accortbimgtention roster standing, unless other
procedures are agreed to by labor and managenmetentatives and certified by HRO. These
technicians will be afforded priority placementcaslined below:

b. If a vacancy of equal or intervening grade esauithin the commuting area for which
a technician in retained grade status is fully djeal, the technician will be offered the position.
The technician must meet the full technician qigdifons (and military requirements if dual-
status) for the position. The priority placemerieofvill be made by the HRO in writing with a
requirement for a response within five businessdeym receipt of the offer. Grade and pay
retention will be terminated if the technician reds an offer of a position equal to the
technician’s retained grade. The technician mustttdecline the offer in writing. Failure to
reply to an offer within the suspense period walhstitute a declination of the offer.

c. If a vacancy occurs and there are no qualifiehined-grade eligible technicians
within the commuting area, the position will beeyffd to qualified, retained-grade eligible
technicians outside the commuting area before #mr @lacement action. If a qualified,
retained-grade technician refuses the offer ofsitipo outside his/her commuting area, grade
and pay retention will continue if otherwise eliigib

d. The HRO will notify technicians when they hden considered for priority
placement but do not meet the qualification requests for the position.

2-3. TEMPORARY PROMOTIONS.

a. Generally, a temporary promotion is the appat@mway to meet a situation requiring
the temporary service of a technician in a highhadgd position. Promoting a technician
recognizes the increased responsibility and prgmennpensates him or her for the work being
performed.

b. Uses of a temporary promotion.
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(1) When management needs the duties of ahlisétad higher-graded position
performed for a period of 30 days or more.

(2) Temporary promotions are appropriate when:

(a) Essential work must be accomplishbdenthe incumbent technician is absent
at management’s request; for example, detailedtending school.

(b) Essential work must be accomplishédlerthe incumbent technician is on
extended leave (military duty, personal leave &feslte, sick leave, etc.).

(c) A position must be filldoat has been obligated for a technician who is
performing military service and is expected to netu

(d) Essential duties of aifyos vacated by a technician who has been promoted
temporarily must be performed.

c. Competition is not required for temporary prdioms of 120 days or less. Competitive
vacancy announcement procedures will be used wieetetnporary promotion is planned to be
in excess of 120 days (including prior time serivedetail to the higher graded position or
temporary promotion during the preceding 12 months)

d. If a promotion is filled as a temporary promatiwith the possibility that the
promotion could become permanent, the position lv@ladvertised for competitive fill and the
fact that the temporary action may lead to a peemgpromotion must be made known to all
potential applicants.

e. A technician selected for a temporary promotiast be given advance notice of the
conditions and circumstances on which the promas@ranted. Before the temporary
promotion is made effective, the selected techniai@st be provided the following:

(1) Explanation of why the promotion is fgomary;

(2) Identification of the expected length o foromotion, and an advisory that it may
be terminated at any time if management deternthreservices are no longer needed,

(3) Right to return to his/her current positishen the temporary promotion ends, and;

(4) The circumstances under which the promaot&m become permanent, if
applicable.

f. Documentation of notice of these conditiond Wwé acknowledged as received and

understood by the signature of the technician tprbenoted on the reverse side of the SF52
provided to the Human Resource Office requestiegemporary promotion.

10
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g. Temporary promotions from non-supervisory tpesuisory positions must be
coordinated with HRO and labor.

2-4. DETAIL TO A HIGHER GRADED POSITION.

a. Details to a higher grade are discouraged.t$wwn supervisory absences should
indicate either a temporary promotion or thoseetushould go to the next level of supervision.
If necessary, details to a higher grade may be whet the assignment is for 30 days or less, or
the full range of duties of the higher graded positvill not be performed. For periods longer
than 30 days Technicians should be temporarily ptethafter coordination with the Human
Resources Office. Employees should not be det&ited non-supervisory to supervisory
positions.

b. All detail assignments one work day or longét e recorded by the supervisor on
the technician’s Supervisor's Record Brief (prewigithe NGB Form 904-1) and may be
initialed by the employee, or a SF 52. Detailsxoess of 30 days will be processed on Standard
Form 52, “Request for Personnel Action,” and maigd in the individual's Official Personnel
File.

11
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CHAPTER 3
POSITION ANNOUNCEMENT AND APPLICATION PROCEDURES
3-1. APPLICATION.
The procedures of this chapter will be used iimnfillall technician positions, unless:
a. An exception to competition as identified in @tes 2 is appropriate, or

b. The position has been identified as a “Key Stadkition subject to the alternate
certification procedures outlined in Chapter 7.

3-2. REQUEST TO FILL A VACANT TECHNICIAN POSITION.

a. All requests to fill technician positions mbstinitiated by or submitted through the
appropriate selecting official to the Human Reseudifice. Each request will require
completion of the Standard Form (SF) 52, “RequasPirsonnel Action” and completion of an
AGOH Form 690-52, “Request to Fill a Technician ®acy.”

b. If the position has the capability of beingdill by either a dual-status or non-dual
status technician, the type of appointment reqdesigst be specified. A vacant position may be
advertised for a dual-status appointment or a nai-sktatus appointment, but not both
concurrently. The availability of a non-dual seauthorizations must be pre-coordinated with
the Human Resource Office if that type of appoimihie desired.

c¢. The requesting official (selecting official) llwnitiate the SF 52 in accordance with
instructions outlined in Appendix A.

d. In addition, the requesting official must praithe following information on the
AGOH Form 690-52 (Request to Fill a Technician \fang:

(1) Position Title, Position Description Nuenlfif known), Grade and Organization
Location of the position;

(2) Reason for vacancy (promotion, resigmateic.). Identify name of previous
incumbent (if appropriate) and date position ibéovacated (effective date of promotion,
resignation, termination, etc.).

(3) Type of Appointment (dual or non-dual st

(4) For dual-status position, identify thditary requirements (e.qg., officer, warrant or
enlisted, flight status, military grade (minimummaximum), security clearance requirement,
and requirements to hold a compatible military posisuch as ASVAB, etc.);

(5) Identify if the position is a bargainingit position.

12
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(6) Identify the requested area of considenaPermanent technicians, military
members, nationwide). NOTE: If position is a bang&j unit position and the requested area of
consideration is different from the standard arfeeonsideration, pre-coordination between the
selecting official and the appropriate union offiogust be completed prior to submitting the
request. See JPEC Policy Letter 08-02 (AppendifoEprocedures.

(7) Identify in the Remarks section aejective placement factors that should be
considered;

(8) Identify if position can be filled by etnee (developmental applicant) (explain in
remarks — see paragraph 3-6). NOTE: Supervisomgasragerial positions, as well as Small
Shop Chief positions, may not be advertised asldpu@ental positions.

(9) Provide any other information, such ascsg training, unusual working
conditions, etc., relevant to fill of the position.

(10) Identify the military rank (if appropr&gt name and telephone number of the
selecting official.

e. Request for temporary limited employment willdmeompanied by a detailed
justification clearly identifying the basis for nggsting a temporary appointment.

(1) A temporary “Not to Exceed” (NTE) appoirgnt may be made outside
competitive procedures if the appointment will egteed one year. Selections for temporary
appointments must meet the minimum qualificaticrgtie position at the grade for which the
appointee is employed.

(a) A temporary NTE position may or may he advertised.

(b) A temporary (NTE) appointment does cartfer permanent status. Temporary
(NTE) appointments may be terminated with no notiben the position or the employee’s
services are no longer needed.

(2) An indefinite appointment will be used withere is a need to fill a position
expected to extend beyond one year, but the posginot available to be hired permanently.
Normally this occurs when the position incumberdnsa leave-of-absence for duty in the
uniform service.

(a) Competitive procedures must be uskeenilling a position on an indefinite
basis unless there is an exception to competiadentified in paragraph 2-1. Competitively
bid indefinite positions may be converted to peremrappointments if a permanent vacancy
occurs.

(b) An indefinite appointment does nohi@w permanent status. Indefinite
appointments may be terminated when the positidcheéemployee’s services are no longer

13
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required with a written notice from the HRO prowidia minimum of 30 days notice of
termination.

3-3. NON-DUAL STATUS TECHNICIAN POSITIONS.
a. Non-dual status positions may be filled usirgghocedures in 3-2 of this document.

b. Non-dual status Emergency Hire Appointments beynade IAW 5 CFR 213.104.
Such appointments are temporary in nature andnegldgse coordination with the HRO.
Emergency Hires must be made in lieu of a Techmimabilized or deployed in support of
operations in Iraq or Afghanistan.

3-4. PRIORITY PLACEMENT.
Requests to fill vacant technician positions wéldubject to priority placement action prior to
advertising the vacancy. See Chapter 2.

3-5. TECHNICIAN POSITION VACANCY ANNOUNCEMENTS.

a. Vacancy announcements will be posted at the fifi€es in the Adjutant General’s
Department and at headquarter facilities throughtfeeiDhio National Guard to ensure visibility
throughout the advertised area of consideratiohte&hnician announcements will also be
published on the official Ohio National Guard wedgp. A link to ‘Jobs’ will be accessible from
http://www.ong.ohio.gov/jobs/Jobs.aspnnouncements will normally be opened for a
minimum of thirty (30) calendar days. Requestsdarmaining unit position announcements less
than 30 calendar days will require selecting oficioordination with the labor organization and
approval by the HRO.

b. In limited circumstances, an open-ended annauanémay be issued for a type of
position that has a high level of turnover andéokniown to be difficult to fill. The open-ended
announcement will contain instructions regardingligation and evaluation/selection
procedures. The use of this type announcementfigiaining unit positions will be coordinated
with the labor organization prior to advertising

¢. Announcements will contain the following informatio

(1) Announcement number, along with the titlejese grade, and salary range of
the position;

(2) Type of appointment — dual status or non-dtetus;

(3) Military requirements such as grade (offisearrant officer, enlisted),
ASVAB scores, and military compatibility. Applicaninust be eligible to meet the military
requirements of the position in order to be comgiddor selection. Applicants must meet the
required grade and military position compatibilifyon appointment or promotion, and must be
able to meet the Branch/MOS/AFSC requirements wighieasonable amount of time of
appointment or promotion.

14
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(4) Organization and geographic location of tbseifion;
(5) Closing date, and specific instructions fabmitting an application;

(6) A statement that the position may be filléa specific grade less than the
authorized grade, if applicable;

(7) Information regarding known promotion potehtif applicable;

(8) Special conditions of employment, or develepial training, if applicable;

(9) Information regarding other concurrent anramaments for the same vacancy;

(10) Area of consideration;

(11) Qualification requirements for the posititmjnclude general and/or
specialized experience, knowledge, skills and t@#sli{KSA) and other required personal
characteristics (selective placement factors, siscbecurity clearance or driver’s license, etc);

(12) Required application forms;

(13) Brief summary of duties;

(14) Equal employment opportunity statement.

3-6 DEVELOPMENTAL POSITIONS.

a. A selecting official may request a positiorslolertised for fill at less than the full
performance level under the following conditions:

(1) To avoid the need to re-advertise the pasitiben there is reasonable basis to
believe there would be insufficient qualified cataies at the full performance level to make a
competitive selection practical, or

(2) To recruit candidates in support of Ohio Na#l Guard diversity goals in
accordance with affirmative employment plan initias, or

(3) To provide opportunities in support of upwandbility within the current
technician program.

b. A Statement of Difference will be prepared by Human Resource Office prior to
announcing the position at multiple levels to prdpdocument the duties and qualifications
appropriate at each grade level. Qualification$ maldeveloped for each grade level and shown
on the vacancy announcement.

15
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¢. The Human Resource Office will include quadtions for each grade level on the
advertisement to provide identifiable criteria &mplicant to determine qualification eligibility.

d. The following positions may not be advertissdlavelopmental:
(1) Supervisor or managerial positions.
(2) Small Shop Chief Positions
3-7. AREA OF CONSIDERATION.

a. NON-BARGAINING UNIT POSITIONS. The area of cashsration for each
technician position vacancy announcement will btersieined by the HRO, in coordination with
the selecting official, to ensure the receipt dfisient highly qualified candidates. The type of
position, availability of candidates, position gtiehtions, budgetary limitations, and military
compatibility requirements will be considered inatenining the area of consideration.

b. BARGAINING UNIT POSITIONS. Technician positiotisat represent career
advancement opportunities for members of the tetdmmivorkforce will normally be initially
advertised to permanent technicians of the appatgservice component. If it is determined
necessary to limit the initial area of considenatio a smaller group of candidates, expand the
area of consideration to a larger group of candglatr use a dual area of consideration, the
selecting official requesting the adjusted areearfsideration is obligated to coordinate this
request with the labor organization prior to sulimitthe request to the Human Resource
Office. If the labor organization does not agreas gufficient basis exist to modify the standard
area of consideration, the issue will be refercethe HRO for review and resolution in
accordance with procedures identified in JPEC Rdletter 08-02. In general:

(1) The initial area of consideration for annaungdiargaining unit positions will
be toall permanent technicians of the appropriate seregther Ohio Army or Air National
Guard);

(2) Exceptions to this standard area of considamnatiill require the identification
of a validated personnel management consideragoassitating an adjusted area of
consideration;

(3) The area of consideration for individual teiciian vacancy announcements
may be modified by mutual consent of the seleatiffigial and labor organization with HRO
concurrence.

3-8. APPLICATION PROCEDURES.
The application is the basic document by whichitickvidual's qualification for the
position is determined. A complete application mostude relevant education and current

employment experience, to include military dutyigisents, qualifications, and training (when
applicable). Complete and accurate informatiorsgeatial to ensure a fair and competitive
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evaluation of candidates. Applicants must refah#instructions printed on the vacancy
announcements to identify requirements for compdeéin application. No candidate (including
current Ohio National Guard technicians) will besidered for a competitively advertised
technician position unless an application identifyeducation and experience meeting the
minimum qualifications for the position is submitteAll periods of employment and
unemployment during the past ten years should beeaded in the application.

a. Applicants may apply using:

(1) A completed Optional Application for FedeEanployment, OF 612. The ONG
Supplement to Application for Federal Employmetiaehed to each Technician Vacancy
Announcement, should be completed to identify pmditary service (active duty, Reserve or
National Guard), rank, and MOS/AFSC for dual-stapplicants; or

(2) A comprehensive resume, as prescribed dffice of Personnel Management
(OPM), including the information required in the ®F2 and Supplement described above.

b. Applicants must specifically address how theggess each of the KSA(s) identified in
the position advertisement to receive full credittheir experience and training. The applicant is
responsible to ensure the application is compésteyrrate and submitted in accordance with the
advertised criteria. Simply restating the KSA'slwibt meet this requirement.

c¢. Applicants must submit original and/or copiésallege transcripts when substituting
education for experience, or when identified asiiregl for career fields that have specific
education requirements. Credit for post-seconddugation will not be given unless transcripts
are provided.

d. Applications for positions advertised at muéigrade levels (developmental position)
must indicate the lowest grade the applicant ifingilto accept. Applicants will not be
considered for positions lower than the lowest griadicated.

e. Applicants not currently appointed or commiseid, applying for a position requiring
officer status, must submit evidence of eligibifity appointment or commission.

f. Any additional documentation submitted tham@t required as identified on the
technician vacancy announcement (e.g., positioorg®ns, performance evaluations, letters of
recommendation, certificates of training, etc.) wdt be used to certify applicants as minimally
qualified.

g. Applications may be submitted by e-mail, fadknpostal mail, or hand-delivered to
the HRO. Submission of an application in a govenmmneavelope or using government postage
is prohibited. Applications must be received netdahan 1600 hours on the closing date
specified on the vacancy announcement to be carsider the position. Timely submission of
applications is the applicant’s responsibility.
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h. E-mail applications will be sent twoappsoh@ng.army.maith a subject line of "Job
Application”. Electronic applications or attachnentust be in Microsoft Word, Acrobat
Reader, or plain text format. Applications or dtt@ments which are unreadable or cannot be
opened will not be accepted or considered. Faxiagns will be sent to (614) 336-7052, DSN
346-7052. It is the applicant’s responsibility ttsare all documents are received and readable.
The HRO is not responsible for any malfunctions mvbsing electronic means to transmit job
applications. Applicants may verify receipt of thapplication telephonically.

i. Technicians whose absence may preclude them &gplying for a vacancy may have
another individual submit their application; howewvae individual applicans responsible for
providing an accurate application for this purpdsmployees scheduled for extended TDY may
review vacancy announcementh#p://www.ong.ohio.gov/jobs/Jobs.aspr if internet access
is not available, request their supervisor forwaadancy announcements and blank application
forms to their TDY address. If the supervisor isvalable, employees may request the HRO to
forward this information. Employees are responsiblprovide a self-addressed stamped
envelope for each announcement for which theyraezd@sted. Employees must provide
sufficient information to allow the supervisor/HR@determine which announcements are to be
forwarded. The Adjutant General’'s Departmemas responsible for such things as incorrect
addresses or mail that is lost, delayed, or undedivle.
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CHAPTER 4
PROCESSING APPLICATIONS
4-1. ELIGIBILITY FOR ADVERTISED POSITIONS.

The HRO staffing specialist will review all applt@ans to determine eligibility based on
evidence provided within the submitted applicatioat the candidate meets or exceeds the
advertised minimum qualifications for the positi@nly information submitted in the
application will be considered in an assessmetttefjualification and eligibility of the
candidate. Applicants must meet the general andajmed experience requirements, any
selective placement factors and positive educagganirements identified in the technician
vacancy announcement. Applicants who meet the nuimirgualifications will be considered
eligible for competitive selection. For positiordvartised at multiple grade levels, (e.g.,
developmental), the staffing specialist will aladicate the grade level for which each applicant
is qualified. Applicants who do not meet the minimgualifications for the position will be
rated as not qualified and notified by the Humasdrece Office in writing.

4-2. MILITARY GRADE REQUIREMENTS.

Dual status position applicants must meet the anjligrade eligibility, as advertised, and be
eligible to be assigned to a compatible militargiion at the time of application. Military grade
inversion is not permitted. Determination of eligjtiy for appointment or commission as an
officer will be made by the appropriate MilitaryrBennel Officer. Applicants may be required
to provide certification of eligibility to meet nitiary grade requirements.

4-3. SELECTIVE PLACEMENT FACTORS.

Selective placement factors are knowledge, skilts @bilities (KSA) or other personal
characteristics essential for satisfactory perfareeaof the technician position the selecting
official needs to announce. These factors are ec¢ssarily required of all other jobs of the
same type, represented by the overarching positsaoription. The standard KSA(s) will be
identified in the technician vacancy announcemémntgwith those selective placement factors
that will be considered in evaluating candidategicalification eligibility. The KSA
requirements and identified selective placemertofaawill be the factors used to assess
minimum qualifications and are the principal rarkfactors used to determine the best-qualified
candidates. Applicants should specifically addezssh of the KSA(s) and all selective
placement factors identified in the position anram@ment in their application. Applicants must
go beyond simply copying the KSAs and selectivegtaent factors into their application.
Applicants must show in the application how theyetr@r exceed the KSAs and selective
placement factors.

4-4 CONDITIONS OF EMPLOYMENT.

Conditions of employment are those requiremente@position which are necessary in order to
perform duties of the position (e.g., security cieae, medical/physical requirements and
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specialized education). In addition, positions rhaye established requirements which must be
met for continued retention (e.g., developmentihing). When either of these type
requirements has been established, they will Haded in the position announcement.

a. Security Requirement. An announcement for lanieé@n position requiring a
specialized level of security clearance for entitg ithe position will identify that requirement in
the announcement. Applicants must provide inforamato verify they possess the security
clearance.

b. Training Requirement. Applicants for a techaicposition with an identified
developmental training requirement will be informeaddvance of selection for the position that
failure to complete the required course(s) willcaeise for removal from the position. Upon
selection, the applicant will be required to subanitritten statement indicating that he/she
understands the requirement to satisfactorily cetepthe appropriate course(s) or be removed
from the position.

¢. Medical/Physical Requirement. Applicants musetrany medical standards or
physical requirements identified as a requiremeiold the position.

4-5. APPLICANT EVALUATION PROCEDURES.

All qualified applicants for an advertised bargagiunit position will be certified concurrently
to the selecting official. When there are more tteanqualified applicants, the Selecting

Official may request the Human Resources Officestablish a ranking panel to evaluate the
qualified applications and determine which représies best qualified. The ranking panel will
include both personnel staffing and a functionabagxpert appointed by the appropriate senior
management official. Only the ten best-qualifieglagants will be certified to the selecting
official.
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CHAPTER 5
REFERRAL AND SELECTION PROCEDURES
5-1. REFERRAL OF APPLICANTS.

Following the determination of basic eligibility duevaluation of applicants as outlined in
Chapter 4 (and Appendix G, if applicable), the HarResource Officwvill:

a. Notify applicants not meeting the minimum gficditions.

b. Notify applicants who were qualified, but neferred on the certification list among
the best-qualified for selection consideration.déwling to the procedures in Appendix G).

c. Certify to the selecting official all qualifieapplicants. The order of applicants on the
Referral and Selection Certificate will be alphadsdtorder.

(1) Referral and Selection Certificates (identifyeligible applicants for a
particular announced position) will be valid foperiod of 30 days, unless an extension is
requested from and approved by the HRO. If a select not made within 30 days, the HRO
will notify the selecting official that the certifiite is canceled. The selecting official will be
required to return the selection package and texaithe request to fill the vacant position. The
Human Resource Office will notify applicants thesjpion fill action has been cancelled.

(2) REUSE OF A REFERRAL AND SELECTION CERTIFICATEA selecting
official may reuse a Referral and Selection Cedife from which a previous candidate was
selected only if (1) the position to be filled ihe same title, series, grade and is located in the
same organization and geographic location as theiqo for which the certificate was initially
issued, and?2) the certificate is not more than 90 days otohf the date of issue by the Human
Resource Office.

d. Provide the selecting official a copy of thetmctions found at Appendix C of this
Plan and access to this Plan.

5-2. PROCEDURES FOR THE SELECTING OFFICIAL.

a. Upon receipt of a Referral and Selection Ce#té for an announced position, the
selecting official must review policies for plangiand conducting interviews as provided in
Appendices C and D, and read and understand rebpities and procedures required as
identified in Chapter 5 of this Merit PlacementrRIH is the responsibility of the selecting
official, or his/her designated representativegrisure each member of the interview team is
provided access to the materials in Appendicesdaprior to conducting interviews.

b. Upon receipt of the Referral and Selection @edtie, the selecting official will initiate

the process of interviewing eligible applicantsdentify a recommended selection. If the
selection certificate contains only one eligibl@légant, the selecting official may recommend
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the lone applicant for selection without an intewior re-announce the position to a wider area
of consideration. For bargaining unit vacancies,dblecting official must ensure the local labor
official has been notified. If the selecting offitthooses to re-announce the vacancy, the initial
position advertisement will be cancelled and timglsi applicant advised that his/her application
may be transferred to the re-advertised positiamupquest. Whenever there are two (2) or
more qualified applicants certified for selectiamc{uding the combined total of certified
applicants for a technician and AGR position anrmadnconcurrently), the selecting official will
be required to conduct interviews and attempt tkereaselection. All applicants certified as
eligible for consideration will be interviewed ustean applicant declines or withdraws.

c. The selecting official will appoint an intervideam to assist in the interview and
evaluation of all applicants to be interviewed. Begecting official will either act as the
interview team chief or appoint a management remtagive with appropriate knowledge of the
position requirements to act as the interview tearef. The interview team will be composed of
at least three members. The selecting officiah designated representative, will function as the
interview team chief. One or more subject mattgreets, at or above the grade of all applicants,
will be identified.

(1) For bargaining unit positions, a laborresgentative will be identified by the labor
organization for full participation on the intervideam. Roles and responsibilities of the
interview team will be in accordance with policidentified in JPEC Policy Letter 08-05
(Appendix D).

(2) The selecting official will ensure thhgtinterview team includes, at a minimum,
one female and one minority representative. Thikbeithe requirement regardless of the
gender, race or ethnicity of the certified applisaRequests for waiver of this requirement will
require Army or Air Command (as appropriate) conence and will be submitted to the HRO
with a clear justification prior to conducting inteews.

(3) Interview dates must be identified witlifient lead-time to coordinate the
schedules of the interview team members, and akk fplace during duty hours unless
extenuating circumstances apply. Interview team b@mwill be scheduled to ensure
availability for interview duty. The designated telvepresentative (when appropriate) will be
provided official time to prepare for and partidipan the interview. Prospective employees will
be expected to arrange their own schedules tovieterfor advertised positions.

(4) Every reasonable effort must be madetalact personal interviews with all
applicants. If a personal interview is not possibééephone interviews should be conducted.
Reasonable effort must be made to contact thecgi. Should the selecting official be unable
to contact an applicant after several attemptsheemay proceed with the interview process. A
record of the dates and times of the attempts tifyrtbe applicant will be included on the return
endorsement of the certificate to the HRO.

d. The selecting official must identify the crieeto be used by the interview team to

evaluate applicants and ensure the team underdtamdsiteria. The evaluation and selection of
all applicants will be conducted with referenceyatol job-related, merit-based factors. However,
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when the relative assessment of applicants using-besed factors alone does not result in a
clear selection, consideration of the organizatiativersity goals may be used as a tie-breaker in
arriving at a final selection.

(1) Employment references. The selecting @ffjor the designated interview team
chief, may make employment inquiries of previougkyers or supervisors of applicants. If
employment inquires are made, inquiries will be mmadncerning all applicants, and the results
of the inquiries will be shared with the interviésam prior to completing the evaluation and
formulation of an interview team recommendationdelection. Derogatory reference
information related to work habits, conduct or otesployment suitability factors may be
considered to mitigate the experience, knowledgesaiils of an applicant in the evaluation.
Additionally, first-hand knowledge of applicantsbvk habits and capabilities are valid
considerations.

(2) Selecting officials, or their designeesistiveview the interview questions and
expected responses with all interview team mempéos to conducting the interviews.

(3) Selecting officials should refer to ti&uidelines for Conducting an Effective Job
Interview,” at Appendix F as a reference for plaxgnand conducting interviews. (The Guide to
Interviewing and Selection will be updated afteblptation of this plan and subsequently
published).

e. The interview team will function with the intesf achieving consensus in a
recommendation to the selecting official derivebtigh a fair, merit-based interview process.
The selecting official is entitled to make a satatfrom among any of the applicants; however,
a selection that differs from the consensus recomdiggon of the interview team or a non-
selection from the certified list of eligible caddtes will require justification to be submitted to
the HRO. For bargaining unit positions, the lab@ragement coordination items will be
completed as identified in JPEC Policy Letter 08@ppendix D), when applicable.

f. The selecting official, or designated interviemam chief, will maintain the interview
notes and these will become part of the placensmatrd. When a selection has been identified,
the selecting official will turn all forms and nstesed in the interview along with the completed
selection package into the Human Resource Offibe Standard Form 52, “Request for
Personnel Action,” must be completed as indicatelgpendix A of this plan, and the selection
certificate must be annotated, signed and dated.

g. Completed selection packages are subject teweaw ensure selection procedures
were in accordance with merit principles and ndhfited personnel practices were involved.
The selection is not final until the selection bagn administratively approved by the Human
Resource Office staffing function. The selectinfioidl will be notified when the final approval
has occurred. The selecting official and intervieam participants are not authorized to release
the proposed selectee’s name prior to adminis&approval from the Human Resource Office.

(1) Team members will conduct themselves pnadessional manner throughout all
phases of the interview and evaluation processoRat information regarding applicants must
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be treated as protected information, and discussigthin the interview team evaluation process
will be treated as confidential.

(2) Completed selection packages may be redduy the State Equal Employment
Manager (SEEM), the HRO, and the Chief of Staff-#mn Director of Staff-Air as appropriate.
An Equal Employment Opportunity (EEO) review wi# bonducted on a random sampling of
completed selection packages as a standard bugireetse. However, any reported or
suspected irregularity in the selection procesktrigiger an EEO and/or Command review of
the selection process.

(3) Final authority for appointments, promaso etc, resides with the Adjutant
General and is delegated to the Director of HumesoRrces or his/her designated
representative.

5-3. NOTIFICATION.

After the EEO and/or administrative review (as appiate) is complete, approval of the
selecting official’s tentative selection and natifion procedures will be as follows:

a. The Human Resource Office staffing function waintact the selecting official and
authorize him or her to notify the selected candidand inform all other applicants of their non-
selection.

b. The selecting official will contact the selectsthdidate and offer the position. If the
candidate accepts, the selecting official will ag@vihe candidate the selection is to remain
confidential until the non-selected candidates Haen notified. If the candidate does not accept
the offer, the selecting official may offer the jii@s in turn to the next most qualified candidate
as identified in the interview process and apprdwedtaffing. The selecting official will then
notify the non-selected candidates by telephonajleanletter, prior to releasing the name of the
selected candidate if possible. The selecting iaffghould document all notifications.

(1) Non-selected applicants may request afboafing on their performance during
the interview process.

(2) In those cases, the selecting officidl @oordinate a face-to-face or telephonic
feedback follow-up with the interview team. Thedback will cover the interview team
evaluation of the merits and deficiencies of tmaplyee only. The performance of other
applicants and the overall ranking of the applisamitl not be disclosed.

b. For dual-status positions, the selecting offigiast notify the appropriate military
personnel office of military assignment requirensenta compatible military position, and
ensure any military personnel action is documented.

c. The Human Resource staffing function will imfothe immediate supervisor and/or the

selectee when the proposed personnel action i®aggrand initiate Standard Form 50,
Notification of Personnel Action to effect promatiplacement action.
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5-4. START DATE.

The effective date for new appointment actions ballthe first day of each biweekly pay period.
If the selectee is currently an on-board technidia@ gaining supervisor must coordinate a start
date with the losing supervisor allowing the teckan to assume his/her new position as soon as
practicable. The gaining supervisor must keep tR©Hhformed when this situation arises.
Release will normally be within two weeks afterestion unless a later effective date is
coordinated with the Human Resource Office. Dispateer a release date will be resolved by
the Director of Human Resources.

25



15 July 2009 ONG Merit Promotion & Placement Pla@OH TPP 335

CHAPTER 6
PLACEMENT/PROMOTION RECORDS
6-1. PURPOSE.
The Human Resource Office will maintain completaceiment and promotion records to:
a. Provide a clear record of placement and prandaictions;
b. Enable evaluation of the merit placement praogra

c. Provide proof that merit placement actionsteriag made on a fair and equitable basis
in accordance with this plan.

6-2. RECORDS REQUIRED.

Sufficient records are required to allow recongtarcof the placement action. As a minimum,
the following information and forms will be retaohen the record:

a. Copy of the vacancy announcement (or copy alfifigation screening requirements
for alternate certification of a ‘key staff’ positi);

b. List of all applicants names (NGB Form 300-2);
c. Applications of unsuccessful applicants;
d. Forms used in the evaluation and rating process
e. Referral and Selection Certificate with setegfficial's endorsement;
f. Record of priority placement lists having bexdeared.
g. Documentation provided by selecting officiajustify selection.
h. Copy of the Request for Personnel Action, SF-52
6-3. DURATION.

The complete placement/promotion package will bentamed for a minimum of two years. If a
grievance or complaint is pending, the packagelvélmaintained until resolution.
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6-4. PRIVACY PROTECTION.

Information relating to individual placement actsoor to the applicant will not be discussed with
or shown to unauthorized individuals. Supervisarg personnel specialists participating in merit
placement actions will not disclose the detailshefr work to unauthorized persons.

a. An employee is not entitled to review informatiegarding another employee without
the written consent of the other employee.

b. Merit promotion records may be disclosed ticafs of labor organizations when
relevant and necessary in the performance of theies as exclusive representatives of the
bargaining unit. In these circumstances, accesscturds will be provided within the Human
Resource Office under staff supervision, and theruafficial will be advised that no employee
is entitled to review any other employee’s recardsmay the union official disclose such
information without the written consent of the eoyse whose records are being reviewed.
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CHAPTER 7

RESERVED FOR FUTURE USE

RESERVED
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RESERVED
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RESERVED
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CHAPTER 8
GRIEVANCES AND COMPLAINTS
8-1. GRIEVANCES.

An applicant who believes that proper procedureswet followed in a placement or promotion
action for which they were an applicant may sulargtievance under Agency Administrative or
Collective Bargaining Negotiated grievance proceduas applicable. A grievance will not be
considered when it is based solely on an objedtidreing non-selected. Complaints must be
timely in order to preserve the rights of otherlaggmts. A grievance must be presented within
the time limitations established under applicalslevg@ince procedures.

8-2. DISCRIMINATION COMPLAINTS .

Allegations of discrimination because of race, caleligion, sex, age, handicapping condition,
or national origin made during any phase of a siele@rocess will be considered under Ohio
National Guard discrimination complaint procedutedividuals should contact the State Equal
Employment Office for information and proceduresfiing a complaint. A discrimination
complaint will not normally be processed if presehnbeyond the time limitations provided in
the discrimination complaint procedures.

8-3 OTHER COMPLAINTS.

Other complaints or inquires, including those mbhg&on-technician candidates, should be
directed to the Director for Human Resources. sitth inquires will be considered and every
effort made to resolve the complaints.

8-4. COMMENTS OR SUGGESTIONS.

Users of this plan are invited to send commentssaiggiested improvements to the Director for
Human Resources, 2825 West Dublin Granville Roaidii@bus, Ohio 43235-2789.

FOR THE ADJUTANT GENERAL:

sl
MICHAEL ORE
COL. MP, OHARNG
Director of Human Resources

DISTRIBUTION: “Special”
(1 ea. Tech Supv)
(1 ea. Mil Dept. Activity/Organization)
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APPENDIX A (1 of 4)

REQUEST FOR PERSONNEL ACTION

1 detone Rt 3. Feques M
T FOR FILL
B Call e avnd T ahepons Pemben [T B e

T e TR Sk At el P Dol Concurmncs Daws)

IGNATURE

5/29/20

5/29/2009

PART B - For Preparation of 5F 50 [Use oaly codes in FPM Supplemant 202-1. Show aff dates in mo

nth-day-yaar order. ]
1. Name $ea, Frsg Miodic) 2. Soced Secudty Nurmber 3 Date of Ban [ Effeive Daw

FIRST ACTION SECOND ACTION

6-A- Coda|E-8. Hatem af Acton 6 A Codel 5 & Manra of Actan

ENTER OFFICIAL
POSITION DESCRIPTION
TITLE, NUMEER, SPMD
MO., & FAC

6-C. Codel 6.0 Legal Aty

F-F. Cooe| 6+, Legul Autueiy

N T TouE T = NambE

B Py P [8.00 G0 A Fayiegm 5 Fay  [17.0 iAo s 105 o e |20, Totsd Suyifward |21 ey
. och. =

16 & 17 FOUND IN
THE OFFICIAL
POSITION
T, Maene dend Locaton of Fos ESCRIPTION

T2A. Baue Fay. 04, Baie Fay. 200, Duer Fay

208, Locay Ady. |'.--x. Ad Bmi Fay

2. NS I LOGSTen O ST S LT

EMPLOYEE DATA

33, Vrer s, Pradevmencn [P Twrra T8 Veremes Fruf ko RIF
1-twrm 3 - Toera Ty e el - e
2- e 4- Vo anm e & - 0P et % 1 YES NO
7. el FERp T e 35, Fay Ale Dawrrinunt
305 Fn T S G D ey |22, Wk Sohriin T T Tie o T
30, Rt Pl - o
] || Pevrend
POSITION DATA
TA, Podtin O ghal

5. FLEA Tl 35. Amroptann Code |27. g i Ui Bt
B Sz

3. Duny Swtion Oy - Counly - Srate o Dvaraoas Lacatkn)

- =B 2.
35 Elicatorsl Leve |35, Yaar Degros Atsiwd |57, Acadmic Diotite| 48 Functonsl Cass (39, CAZwshe 50, Vewesns SOAR |61, Sueisoy S
|| voeme s-oee
PART C - Reviews and Approvals (Mot to be used by mquesting office.)
1 OffeaFurton ik Some [ Ok S ne
A .
B k.
[ 2
3. Agoeoval: | canly that the inlarmaton entamd on s Town is scumin and that Tl > 904 Aperoit D
rapased setion & in o o WP ST Py 2 rogriORy Tt semont.
iy e e o e )
62:118 NSN 7640401-333-6230

Sample Request for Fill (Front of SF-52)
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APPENDIX A (2 of 4)

PART D - Remarks by Requesting Office
(NOte to Superisors: L)u‘ yuu_nnnw of additonal of ContICHNg reasons for the employes s resignation/ retirements u YES I NO
If "YES", please state these facts on a separate sheet and attach to SF 52 )

Military Unit, Para/Line,
MOS5/AFSC, Security

Clearance Required, and
Other Restrictions.

PART E - Employee Resignation/Retirement
Privacy Act Statement

You are requested to fumish a specific reason for your resignation or and agencies to issue regulations with regard to employment of
retirement and a forwarding address. Your reason may be considered in individuals in the Federal service and their records, while section 8506
any future decision regarding your re-employment in the Federal service requires agencies to furnish the specific reason for termination of
and may also be used to determine your eligibility for unemployment Federal service to the Secretary of Labor or a State agency in
compensation benefits. Your forwarding address will be used primarily connection with administration of unemployment compensation
to mail you copies of any documents you should have or any pay or programs.

compensation to which you are entitled.
The fumishing of this information is voluntary; howewver, failure to

This information is requested under authority of sections 301, 3301, and provide it may result in your not receiving: (1) your copies of those

8508 of title 5, U.S. Code. Sections 301 and 3301 authorize OPM documents you should have; (2) pay or other compensation due you; and
(3) any unemployment compensation benefits to which you may be
entitled

1. Reasons for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and
avoid generalizations. Your resignation/retirement is effective at the end of the day - midnight - unless you specify otherwise.)

2. Effective Date (3. Your Signature 4. Date Signed  |5. Forwarding Address iNumber, Street, City, State, ZIP Code)

PART F - Remarks for SF 50

Sample Request for Fill (Back of SF-52)
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APPENDIX A (3 of 4)

Standars Form 52

Rev. 7/91
Fixi S S0 B e REQUEST FOR PERSONNEL ACTION
L PART A - Requesting Office (Also complete Part B, Items 1, 7-22, 32, 33, 36, and 39.)

1. Actions Hequested 2. Reguest Number
APPOINTMENT

3. FOr AQOITIONENMTOMTIETCN LAl WVETH 300 FEEpnone UITDer] . Propased Effective Date
aFC JOHN NOR 777-777-7777 . 1 JNE 0%

5. Action Requested By (Typed Narme, Titke, Signature, and Fequest Date) 6. Action Authorizad by (Typed Name, Tide, Signature, and Concurence Date)
SFC JOHN L[OE SIGNATURE LT JENE SMITH SIGNATURE
QITPRRVTAOR 5/ao/ao0p |[WR @R s/20 /2000

PARTB - For Preparation of SF 50 (Use only codes in FPM SUMMn! 292-1. Show alf dates in month-day-year order.)

1. Nare (Last, Fust, Micdle) ‘2, Socia Secunty Number ‘3, Diste 5f Birth t Effective Date

FIRST ACTION SECOND ACTION
5-A. Code5-B. Neture of Acion 6-A Code|8-E. Nature of Action
5-C. Code|5-D. Legal Authark \ B-C. Code|6 0. Legal Auhoity
5E Code ENTER OFFICIAL GE Code |6F. Legal Authority
POSITION
T DESCRIPTION TITLE, T6. T0: Poston Title and Number
NUMBER, SPMD NO., & [
FAC
8. Pay Pan [9.0cc. Code(10.Grade or Leve|11.5tep or Rat2|12. Tota Salary 13.Pay Basis |16, Pay -| 7. Dcz. 18.Grace or Leve 19.Step or Rate [2(0). Tetal Sﬂ|ﬂf,‘.‘AWﬂl’L1 21. Pay
) }’Ien Cods Easis
124, Basic Pay 12B. Localty Ad) 12D. Other Pay 204. Basic Pay 20B. Locality Ad.  |20C. Adj. Basc Pay |20D. Other Pay

14. Name and Lecation of, £2. Name and Location ¢t Pesition’s Organization

16 & 17 FOUND IN THE
OFFICIAL POSITION
DESCRIPTION

EMPLUYEEDAITA
23. Veterans Prefe-ence 24 Tenure Agency Use 26. Veterans Pref for RIF

1 - None 3- 10-Point Disabil ity 6 - 10-PonuDthe 0 - None 2 - Canditionsl

2 - 5-Point 4- |0-Point/Conpensabls 6 - 10-Pointiompensable/30% 1 - Permanent 3 - Indefinits YES NO
27. FEGLI 28. Annuitant Indicetor 29. Pay Rate Determinant
30. Retrement Phn 31. Sendce Comp. Date (Leave} | 32. Work Schedul 33 Par-Time Hous Fer

v ek y
Pay Period

POSITION DATA

34, Postion Ocaugied 35. FLSA Catego'y AR Appmpraaton Cods 27 Raigaining |lnt Statie
1 - Conget five Senvice 3- 365 General E- Exerpt
2 - Excepied Sarvice - SES Caresr H - Nonaxemot
38. Duty Station Code 39. Duty Station (City - County - State or Oversas Localon)
40. Agancy Data 41 42, 43. 44.
45. Edwational Level  [48. Year Cegree Atteined |4 7. Acedenic Disdpline|48. Functional Class 49, Citizenship 50. Veterans Status |51, Suservisory Smtus
1- USA 3 - Other
PART C - Reviews and Approvals (Nat to he used hy requesting nffice.)
1. Office/Function Initiaks Signature Date Office Functior Initial s/Signature Darte
A D.
B. E.
C. F.
2. Apcroval: | certify that the information entared on this form is accurate md that thy S9N Appioval Dete
Proposed acton |5 1N Comptance With SOy and meguiatory requiements.
, E JER Eartions Pror t 7791 ArE Mot Usakle ATTer B/a0ros
52118 NSN 7540-01-333-6239

Sample Appointment SF-52
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glund?ig Form 62
ev. 791
U2, Offce of Persor o Manggament REQUEST FOR PERSONNEL ACTION
- Requesting ice 0 complete Part B, . 7-22, 32, 33, 36, an X
PART A - R ting Office (Als: lete Part B, Items 1, 7-22, 32, 33, 36, and 33.)
[ 1. Acions Hequestea '2. Fequast Number
PROMOTION
3. For Additional Information Call (Mamie and Telephone Nurrber) 4. Foposed EMective Late
SFC JOHN DOE 717-777-7777 1 JumE 03
5. Action Requested By (Typed Name. Titke, Signature, and Request Datel 6. Action Authorized by (Typed Narme, Title, Signature, and Concurence Date)
SFC JOHK DOE SIGNATURE LT JENE SMITH 3IGNATURE
SUFERVIZOR 5/29/2009 HR SUP. 5/28/2009
PART E - For Preparation of SF 50 (Use onfy codes in FFM Suw!Mnf 292-1. Show all dates in month-day-year order.)
1. Manw iLasi, Fust, Middie) 2. Bocial Secuny Nurnber 3. Date of Birth [ Hective Date
FIRST ACTION SECOND ACTION
5 Ep Codo|A-R Nature of Action

FROM: OFFICIAL

POSITION DESCRIPTION TO: OFFICIAL POSITION™Guony
TITLE. NUMBER. SPMD DESCRIPTION TITLE,
: . NUMBER SPMD, NO, & Tty
NO., & FAC
FAC
4. FRLAVED FUSILUUT TIUE du Ui er oIV Fosibon  Iitle and Number

8. Pay Fan [8.00e. Code O.Grade of Leve '11.5tep o

13.Pay Basis | . ray

Ylan ICade

. um. B Grade of leve 19 Step or Rele’za_ Total Salary/Award [21. Pay
Base

INFORMATION
FOUND IN OFFICIAL
POSITION

DESCRIPTION

12A. Basic Pay 120 Locality Ad). 20A. Basic Pay 20B. Locality Adj. 20C. Ad|. Basic Pay |20D. Other Pay

14. Mame and Locaticn of Position’s Orgl 12, Mame and Locetion of Pasitian’s Organizaticn

EMPLOYEE DATA
23, Vbterans Preferenze 24. Tenure gency Lia 26. Vetarars Prof for RIE
1 Mone 3 0 Peintisobiliny & 10 PoirvOthor O MNans 2 - Conditio
2 -5-Pant 4 - 10-Poinv/Compensehie € - 10-Point/Compensable/30% 1- Pemanent 3 - indefinite YES NO
27. FEGLI 28. Anruitam Irdicstor 29. Pay Rate Determinant
30. Ratirernert Plan 1. Senvice Corp. Date Leawe] |32, Woik Schecle 3. Fart [me Hows Per

Biwvedkly
Pay Periot
FOSITION DATA
24 Position Ocapiod 95 FLSA Categoy 6. Appropilation Code
1 - Competitve Sarvice E- Exerpt
2 - Cxcepted Sorce N - Monesempt

37. Bargainig Unit Status

38. Duty Station Cods 3. Duty Station (CAy - County - Stafe or Overseas Location!
40. Agency Data a1 12 a3. aa,
45. Educatioral Level 46 Year Dogree Attaired [47. Acadenic Dsdpline|48. Functiona Class |49, Ciizership 50. Veterans Status |5 1. Supervisory Status
- USA 8- Other
PART C - Reviews and Approvals (Not to be used by requesting office.)
1. Office/Function Iritiaks/Signat e Date Offce Functon Initials Signature Darte
A D
R 3
C F.
2. Approval: | cartity that the information entersd on this fomm s scourste ad st the 59D Approiel Bt
proposed action is in comoliarce with statutory and regulatory ecuirements.
TONTINUED ON REVERSE SIDE OVER Eamions Prior o 2101 Are Mot Usaple ATter /20
52118 NSN 7640-01-233-6239

Sample Promotion SF-52
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MERIT ANNOUNCEMENT REQUEST, July 2009
(Staple to SF 52, Request for Fill)

POSITION TITLE/GRADE:

UNIT AND OFFICIAL ADDRESS OF VACANCY

VACANCY DUE TO:
NAME EFFECTIVE DATE
REASSIGNMENT OF:
PROMOTION OF:
TERMINATION OF:
LWOP OF:
OTHER:

TYPE OF ANNOUNCEMENT
[ ]PERMANENT
[ 1INDEFINITE (Reason):
[ ] TEMPORARY, NTE
[ ] DEVELOPMENTAL (Reason):

BARGAINING UNIT POSITION* [ ]Yes [ ]No

DURATION OF ANNOUNCEMENT
[ 130 DAYS (Standard)

[ ]15DAYS
[ ] DAYS
AREA OF CONSIDERATION: [ JARMY [ JAIR

[ ]EXCEPTED TECHNICIANS WITHIN THE STATE
(Labor coordination required for bargaining urostions only)

[ ]EXCEPTED TECHNICIANS WITHIN THE UNIT
(Labor coordination required for bargaining urospions only)

[ ] MILITARY MEMBERS WITHIN THE STATE
(Labor coordination required for bargaining urospiions only)

[ ] MILITARY MEMBERS WITHIN THE UNIT
(Labor coordination required for bargaining urostions only)
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[ ] MILITARY MEMBERS NATIONWIDE
(Labor coordination required for bargaining urospions only)

[ ] NON-DUAL STATUS TECHNICIANS WITHIN THE STATE
(Labor coordination required for bargaining urosftions only)

[ ] NON-DUAL STATUS TECHNICIANS WITHIN THE UNIT
(Labor coordination required for bargaining urostions only)

[ ] NON-DUAL STATUS TECHNICIANS NATIONWIDE
(Labor coordination required for bargaining urospiions only)

MINIMUM MILITARY GRADE: MAXIMUM MILITARY G RADE:
(Restrictions normally relate to grade inversioriher military manning document)

OTHER RESTRICTIONS:

REMARKS:

WILL PCS BE AUTHORIZED? [ ] Yes [ ]No

NAME, RANK, UNIT ADDRESS AND PHONE OF THE SELECTINGFFICIAL:

IF LABOR COORDINATION IS REQUIRED:
NAME OF LABOR REPRESENTATIVE:

CONTACT INFORMATION:

[ ]CONCUR
[ ] NON-CONCUR (Reason):

* Labor coordination of bargaining unit positiosstihe responsibility of the selecting official.
For information on labor coordination, see PEC &olietter 08-02 under Tab 3 of the
Collective Bargaining Agreement.
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AGOH-HRO DATE

MEMORANDUM FOR: SELECTING OFFICIAL

SUBJECT: Instructions to Accompany Referral Crdife for JA#

1. Referral and Selection Certificate with Apptioa(s) for qualified candidates for subject
announcement is at enclosure 1. Detailed insbmstfor making your selection can be found in
AGOH TPP 335, Merit Promotion and Placement Pldrgp@er 5 and Appendices. Copies of the
TPR are available dittp://www.ong.ohio.gov/hror by contacting Customer Service at DSN
346-7051 / COMM (614) 336-7051.

2. You are entitled, with appropriate coordinatitmmake a selection or non-selection from any
candidate on the certificate. Selection must ls=d®n job-related factors only. You must
conduct interviews if more than one applicant hesnbreferred. In addition, you should review
the applications and may contact current and fosupervisors of candidates for job-related
referrals.

3. The Joint Partnership Executive Council (JPEQ)ires labor representation on interview
teams for bargaining unit positions. As selectiffgcial, it is your responsibility to coordinate
this with the local union vice-president or the#stgnee. The labor union will name the labor
representative to sit on the interview team. If wo@ not sure who to contact locally, you may
call the Labor Relations Specialist. Job packelishe returned to the selecting official without
action if interviews are conducted for a bargainimg position and a labor representative was
not present during interviews.

4. Each candidate's basic qualifications for th&itipn you advertised were evaluated prior to
their names being placed on the referral certéicat/ritten performance or job knowledge tests
conducted as part of the interview process ara@utbiorized. If the selecting official has reason
to believe that potential candidates should haes liecluded on the referral certificate, or that
candidates were referred that should not have lpease notify this office.

5. Any questions or inquiries should be directetitman Resource Office Customer Service
Section at DSN 346-7051 or commercial (614) 3361705

s i
MICHAEL ORE
COL, MP, OHARNG
Director for Human Resources
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[The following contains the text of the Joint Partnership Executive Council Policy Letter 08-05,
signed by The Adjutant General and Union President and issued 1 January 2008.]

SUBJECT: JPEC Policy Letter 08-05 (Labor-ManagemetnProcedures Regarding
Interview Team Roles and Responsibilities for Bargaing Unit Positions)

1. We agree that Interview Teams will be used &edtions of all advertised bargaining
unit positions. The interview team will be a megisan to engage a diverse group of
subject matter experts along with management drat k@presentation to interview
applicants for bargaining unit positions. The imiew team will function with the intent
of achieving consensus in a recommendation toexthed official derived through a fair,
merit-based interview process in which labor islagarticipant. The team will evaluate
the knowledge, skills and abilities of qualifiedpéipants to create an order of merit list as
a recommendation for hiring or promotion. Resplitises of the team, the selecting
official and management officials in the chain ofranand, the interview team chief (if
someone other than the selecting official) andaber representative are as follows:

Interview Team Structure

Selecting
Official
/
[ / |
Subject Interview Labor
Matter | Diversity Team Chief

a._Selecting Official The selecting official will either act as thedrview team chief
or appoint a representative with knowledge of titerview process/procedures to act as
the interview team chief. The selecting offical the designated team chief acting for
the selecting official, will coordinate with thecla vice-president or their designee to
obtain labor representation to participate on tierview team. As a minimum, there
will be one voting member appointed by labor. Ehkecting official is responsible for
establishing the criteria to be used by the teagvéduate applicants and ensuring the
team understands the criteria. This may be acdehaul directly by the selecting official
in coordination with the team, or by the selectifficial communicating his/her intent to
the interview team chief who will develop the crigégeand coordinate an interview plan
with the team. When the team provides a selecdéoommendation, the selecting official
will complete the selection package and forwarditfiermation to the Human Resource
Division for validation. [f the selecting offici@loes not concur with the selection
recommendation, he/she must reconvene the inteteiam along with the local labor
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officer to explain to the team why the recommeratais not satisfactory and attempt to
reach consensus on the selection with the teara.s@&lecting official has final
responsibility to make the selection. If consersarmot be reached, the selecting
official must submit a detailed justification fdret non-consensus selection to the
Director for Human Resources. The Director of HarResources will coordinate with
the President of the Labor organization for revidfithe Director for Human Resources
and the President of the Labor organization arélena resolve this issue, the matter
will be referred to the appropriate Partnershipdtxiee Council (Army or Air) for
resolution.

b. Interview Team ChiefThe interview team chief will either be the stileg official
or an individual appointed by and acting for thiesing official in the appointment and
preparation of the interview team. The team cidifensure that the criteria for
evaluation to be used in the interview processh@ ly understood by all team
members. The interview team chief will ensure lneis knowledgeable of the interview
and evaluation process as outlined in the ‘Guidat@rviewing’ materials identified in
the job package materials forwarded to the selgdfficial by Human Resources. The
team chief will ensure representation on the inégsvweam includes appropriate race and
gender diversity, as well as subject matter expertHe/she will ensure the labor official
notified has a reasonable amount of time to prositkbor representative for the
interview team (normally three to five days noticEje team chief will be responsible
for briefing the team members of their respongiptlb conduct themselves
professionally during and after the interview prgscand to protect the confidentiality of
information obtained throughout the interviews.eTihterview team chief will maintain
positive control of all documentation prior to, ohg and after the interview process. The
team chief will be responsible for identificatiohaorating system to be used by the team
and providing the team adequate pre-interview arst-mterview preparation and
analysis time. The interview team chief will schkdinterviews and establish the game
plan for the interview and evaluation process keytdam. Interviews will be scheduled
during normal technician duty hours unless circamsgs warrant a coordinated
exception. The interview team chief will conductlamordinate the evaluation analysis
and attempt to lead the team into reaching consemsa selection recommendation and
the ranking of the applicants. The interview teznef should ensure the top three
applicants are ranked, as a minimum. The teani wlillgorovide an analysis of the basis
for the selection recommendation which will be irgd in the job package returned for
action. The interview team chief should ensuréeslm members understand their
responsibilities, as outlined below, including amerstanding of the meaning of
consensus.

c. Labor Representative he labor representative will participate inadpects of the
interview team process as a voting member. Theabthe labor representative will be
to ensure visibility of the selection process tbdade that the process is a fair and
equitable process in treatment of the bargainirng un
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d. Interview Team Responsibilitie&\ll team members will participate in the pre-
interview preparation, the interview process aredgbst-interview evaluation and
consensus determination. Team members will be ns#iple to read and understand the
‘Guide to Interviewing’ materials identified in thj@b package. Team members will
ensure they understand the evaluation criteriaratinig system prior to the interview
process, and the team members will ensure theyrstiaaiel the consensus process. Team
members will conduct themselves in a professioraimar throughout all phases of the
interview and evaluation process. Personal inftionaegarding applicants must be
treated as protected information, and discussidtiénithe interview team evaluation
process will be treated as confidential. Team mambhould be prepared to provide
formal feedback to applicants requesting feedbaltt&ing the interviews; however, all
feedback should be conducted as a team. Team memliiebe tasked to work together
to reach consensus on a selection recommendation.

e.Consensus ObjectiveThe interview team must strive to reach a cosisen
recommendation. Consensus by the team does noteexyery team member to have
independently reached the same conclusion on rgrtknapplicants, nor does it require
that every team member must be convinced to chimgjieindividual ranking analysis of
individual applicants. Team members may arriveagied individual ranking and
combine the individual results to achieve a graegult. The consensus step is a
validation by all members of the team that thect&la process was a fair and equitable
process and the outcome is a reasonable outcomns tiefendable and supportable. A
team member who cannot reach consensus with threwdlbe obligated to explain to
the team why he/she is unable to agree that tleetiml recommendation is fair and
reasonable. If the team fails to reach conserdlsing discussion, a comprehensive
analysis of the outcome will be provided to theesghg official to include the points of
disagreement regarding the process and outcome.

f. Management Responsibilities When ProposdeicBen Differs from Selecting
Official's Decision If another management official within the chafrcommand of the
selecting official seeks to select an applicant@oy to the decision of the selecting
official, that management official must first megth the interview team and the local
labor officer to explain why the recommendatiomds satisfactory and attempt to reach
consensus on the selection with the team. If consecannot be reached, the
management official must submit a detailed jusdifien for the non-consensus selection
to the Director for Human Resources. The DiretdoiHuman Resources will coordinate
with the President of the Labor organization foriews. If the Director for Human
Resources and the President of the Labor organizatie unable to resolve this issue, the
matter will be referred to the appropriate Parthigr&xecutive Council (Army or Air)
for resolution.
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g._ Management Responsibilities When Proposau$édection of Applicants Certified
for Interview Would Result in a Continued VacansHon. If a selecting official, or
another management official within the chain of caand of the selecting official, seeks
to non-select one or more applicants who have besgified for interview and that action
would result in a continued vacant position, thfit@l must submit a detailed
justification for the non-selection decision(s)jnolude whether or not there was
consensus on this decision with the interview tediis justification will be submitted
to the Director for Human Resources. The DiretdoiHuman Resources will coordinate
with the President of the Labor organization foriew. If the Director for Human
Resources and the President of the Labor organizatie unable to resolve this issue, the
matter will be referred to the appropriate Parthigr&xecutive Council (Army or Air)
for resolution.

2. This memorandum establishes personnel politggeoDhio National Guard and will be
administered as a policy of The Adjutant GeneratHeyHuman Resource Division. This
policy will be effective for the period coincidingith the AFGE and Adjutant General's
Department Collective Bargaining Agreement apprdwethe Department of Defense on
December 19, 2007, unless specially rescindedpmarsaded.
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[The following contains the text of the Joint Partnership Executive Council Policy Letter 08-02,
signed by the Adjutant General and Union President, and issued 1 January 2008.]

SUBJECT: JPEC Policy Letter 08-02 (Labor-ManagementCoordination Regarding
Advertising Bargaining Unit Positions and Hiring/Promotion Procedures)

1. We agree that effective labor-management coatidin regarding position
advertisement, hiring and promotion proceduredfogaining unit positions in the Ohio
National Guard requires policies and proceduretssiinaport a balanced approach to
addressing military readiness and employee quafitife while sustaining the Ohio
National Guard as a high-performance public seragency. In furtherance of this goal,
the Joint Partnership Executive Council adoptfahewing policy guidelines to
supplement the procedures outlined in Article Mlbar collective bargaining agreement:

a. When a position is eligible to be filletheir as a bargaining unit technician position
or as an AGR position (concurrent advertisemetfig)standard area of consideration for
the technician advertisement will be to all permmriechnicians of the appropriate
service, and the standard area of consideratiothéoAGR advertisement will be to all
permanent AGRs of the appropriate service. This@ach assures a consistent and
equal opportunity for technician and AGR memberswfworkforce to compete on an
equal footing for career-advancement opportunitiés. supervisor or commander
identifies a need to adjust the standard areamsideration, the following coordination
procedures will be required prior to submittingamsstandard advertisement request to
the Human Resource Division.

(1) Before a change to the standard areamdideration is requested for a
position that is eligible for advertisement as eghining unit position or a concurrent
(technician and AGR) advertisement that includbargaining unit position, the
selecting official will contact the Union Vice-Pident, or other designated Union officer
with jurisdiction over labor-management issuesdiifg that local organization, to
coordinate the basis for an exception to the stahdahe purpose of this coordination
will be to afford management the opportunity tontiy the issue(s) that support a valid
need to expand or restrict the area of consideragind afford labor the opportunity to
understand the competing interests and impact@badhgaining unit. Both management
and labor representatives are expected to perfdrateacing test to compare the impact
on the organization versus the impact on the mesntfethe full-time workforce to
determine if the exception is reasonable. Thiegse will be conducted informally and
in an expeditious manner to allow position advertients to proceed quickly. If the labor
and management representatives agree that a aalisl for an exception exists, a request
for advertisement will be submitted to the Humars&ece Division annotated with the
names of the coordinating labor and managemen¢septatives.
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(2) If the local management and labor represemattannot agree, the matter
will be referred to the Director of Human Resourfmsresolution. The Director of
Human Resources will review the analysis of thaloepresentatives in concert with the
Command and Union President before issuing a fieaision on the appropriate area of
consideration.

b. Filling intermediate and higher-graded posg through promotion or re-
assignment of qualified permanent full-time persns a joint goal of labor and
management. We acknowledge, however, that thersecane personnel management
considerations that out-weigh the normal priorityeg to advertising practices that
support enhanced opportunity for internal promotiome-assignment (our standard).
These validated personnel management consideratgonie identified by performing a
balancing test to determine the benefit to the mizgdion in contrast to the cost to quality
of life impact on the full-time workforce. Straigforward validated personnel
management considerations demonstrate that thgehaould have significant benefit to
the military readiness of the organization witlidiimpact to the full-time workforce
(such as, expanding the area of consideration litargimembers for positions that are
normally filled by personnel entering the full-timeogram, or positions that have
traditionally been hard-to-fill through internalredidates). More complex personnel
management considerations require demonstratingitugh there is some potential
impact to the full-time workforce, the benefit aragssity for the military readiness of the
organization is more significant.

c. All management and labor representativest imel made knowledgeable of their
responsibilities to collaborate to accomplish bl mission of the organization and to
meet the legitimate needs and expectations ofuditifne personnel. Senior
management and senior labor officials must protigiaing on collaboration procedures
regarding position advertisements, as well asitrgim the mutual responsibilities and
obligations of carrying out the mission of our laimsanagement partnership in problem
solving.

d. If an initial advertisement fails to resmlta selection, a subsequent advertisement
for the same position may expand the area of ceraidn without restriction. Human
Resources will inform the appropriate labor officer

e. Applicants for all bargaining unit positooadvertised concurrently (i.e., as both
technician and AGR) will be screened for qualifisatusing standard criteria for the
advertised technician position. Only AGR applisamieeting the minimum
qualifications required for a technician applicatilt be included on the certificate of
qualified candidates for selection consideration.

f. Those positions advertised as “indefiniteyrhecome permanent” which would be
considered as a bargaining unit position if adsedias a permanent, will be processed in
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the same manner as permanent bargaining unit @asitiThis includes use of interview
teams.

2. This memorandum establishes personnel politggeoOhio National Guard and will be
administered as a policy of The Adjutant GeneratHeyHuman Resource Division. This
policy will be effective for the period coincidingith the AFGE and Adjutant General's
Department Collective Bargaining Agreement apprdwethe Department of Defense on
December 19, 2007, unless specially rescindedparsaded.
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GUIDELINES FOR CONDUCTING AN EFFECTIVE JOB INTERVIE W

The job interview is the fundamental process ueatktermine who should be hired or
promoted. Too often this process lends itself deeision made on the basis of the personality
displayed by the candidate during the interviewcpss: a highly unreliable method of predicting
future success in performing a specific job. Aagknt personality and ready answer to “what do
you think” questions is not a reliable indicatorhmiw that individual will perform on the job.

This guide is an outline for structuring a systemifiterviewing that does not force the
interviewers to rely on “instincts” or “feel” th#this person would be the best candidate.

Fundamental Planning Assumptions

1. The single best predictor of a candidate’s futuregb performance is his or her past job
behavior.

o How do we know this is true? It has been provetthausands of real-life job situations
studied and documented by HR consultants and i&esar  Interviews that probe for
demonstrated, past job behaviors have been foube more reliable than ones that
focus on ‘claims’ of a desirable personality traiich as “I'm dependable,” or “I'm hard-
working.”

2. Federal law requires us to base hiring and promotin decisions on bona fide
occupational qualifications (BFOQ), and nothing els.

o A job selection (or promotion) that cannot be valét! on the basis of bona fide, pre-
identified job qualifications may lead to accusati®f exercising bias or discrimination
in the hiring practice. In the most extreme, thusld lead to litigation for discrimination
if a non-selected individual has the necessarysskilbe successful in the job.

o Weight placed on factors unrelated to qualificadiem perform this job increase the
likelihood of skewing the selection due to a gehpositive or negative impression. For
example, differentiating candidates based on howinyou liked their response to “what
do you consider to be your greatest strength aedtgst weakness” without identifying
what this information demonstrates about a spetifidargeted technical skKill,
performance skill or job behavior will result iman-specific bias and decision-making
based on a general impression.

3. A hiring (or promotion) interview system needs to stablish a validated method to
assess these two qualification areas leading to a&eéh(or promote) decision

» Ability to do the job - match required job knowledge and skills (i.echinical

knowledge, problem-solving ability, writing abilitgtc.) with demonstrated candidate
skills and experience.
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» Willingness to do the job— match required performance characteristics flanning
and prioritizing tasks, assisting customers, wagkinith a team, meeting deadlines, etc.)
with demonstrated candidate performance skillstatthvior.

Suggested Methodology for design and implementationf valid interview structure

1.

Begin with the specific job in mind and develoh gescription that identifies the essential

technical knowledge and skills as well as the dsdgrerformance characteristics (i.e.,

performance ability) required of a successful cdaté

o Begin with established job description and evabratiof prior employees

o Identify “essential” capabilities required to besessful — do not focus on minor or
easily learned aspects of the job

Identify the essential technical knowledge andskieeded for the job, for example:
o Using specific kinds of machines, software, toets,
o Performing a skilled function requiring specializ@tbwledge, training or experience

Identify the essential performance abilities orrelteristics needed for the job, for example:
o Organizing work processes to meet suspense timefram

o Making independent decisions without constant aghts

o Following established guidelines

o Collaborating with a team of co-workers, or dealvith other departments or the public

Prepare questions that will elicit specific infoitioa from the candidate to relate how he or
she possesses the knowledge, skills or charaateréstsential to doing this job
o Begin with rapport building questions to create tanand obtain general information
necessary to flush-out the written application
o Tailor performance and skills questions to get Bjmeexamplesof past job behaviors
that relate to abilities to perform
o Consider behavior based questions that are stedttike:
“Think of a time when you had to ...... Tell me howuyleandled this.”
“Can you give me an example of a situation thatiregl you to ..... ,
Explain what you did to resolve this situation.”
o Require specific examples.

Rate candidates on the technical knowledge/skillsperformance characteristics that you
have identified as essential to successful joboperdince. Do not attempt to rate the
response to each question, but apply the informatiiained from each question to assess
how well each candidate demonstrated the neceskilrgr characteristics.

Compare the interview information with applicati@sume information and job reference

information to obtain a whole-person picture inteatthe areas to be evaluated. Job
references may be used to assess the credibilitienfified technical knowledge/skills or
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performance characteristics, but any referencenmdition obtained should be made
available to all members of the interview team.

7. Each member of the interview team should identifgrgking of the candidates using a
system identified by the selecting official. A \&t§i of fair, equitable ranking methods exists
and may be employed by the selecting official. A®gample of a ranking process, two
alternative recommended methods are outlined below.

a. SUGGESTED INTERVIEW EVALUATION METHOD 1 : The selecting official
develops a list of the essential technical knowdéskjlls and performance characteristics
(abilities) needed to be successful in the job.gflaes are developed to expand on
information identified in the application/resuméated to these essential knowledge/skill and
abilities. Each interview team member is askedsterh to responses, review the
application/resume and assign a ranking scoredbo essential knowledge/skill or
characteristic for each candidate using a scaletof5 (1 being poor: 5 being excellent). If
one essential skill or characteristic is more sigait, the selecting official identifies the
weighting factor that should be applied for thisesgial skill or characteristic. A composite
score is then tabulated for each candidate by gdtimindividual essential skill or
performance characteristic scores. Candidatesdialy ranked based on composite scores.
Whenever the score for any particular skill or perfance characteristic differs by 2 or more
points as assigned by different interview team mamnfthe interview team should review
the factors resulting in the differential scorirgfdre agreeing on a final ranking.

(1) For exampleif the selecting official has identified succé@sshe job requires that the
candidate:

___Must possess knowledge of double-entry accogiptiinciples

____Must produce written evaluation reports withswpervision

____Must have skill in presenting classroom ingtauincon technical subject matter (This
item is identified as being twice as importanthie bverall evaluation as any other
knowledge, skill or ability; therefore it is weigitt by a factor of 2)

____Ability to listen, be responsive, & establiskdibility in one-on-one interaction

(2) A review of the interview responses and theiapfion/resume could result in a rating of
4, 3, 4, and 4 by an interview team member. Thkingrscore for this candidate would be 4
+ 3 + (4X2) + 4 = 19 of 25 possible. The intervimam member should have notes and be
prepared to explain what assessment factors laditong at the point value rating assigned.

b. SUGGESTED INTERVIEW EVALUATION METHOD 2 : The selecting official
develops a list of the essential technical knowdéskjlls and performance characteristics
(abilities) needed to be successful in the job.sQors are developed to elicit information
that demonstrates the candidate’s knowledge/skplesformance characteristics in these
essential areas. If each question is to be riatdds manner, it is important to pre-identify
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what demonstrated characteristic(s) or skill(s) veibult in a good score for the question
Each interview team member assigns a rating sooreaich question during the interview. A
rating score, using a scale of 1 to 5 (1 being psdreing excellent), is used to assess how
well the response demonstrates one of the esskntialledge, skills or performance
characteristics required. A composite score is ldgesl for each candidate by adding
individual scores for each question for each caatdidA second score (using a scale equal to
the maximum composite score for the total of in@mquestions) is assigned for the
application/resume by each interview team membgedban an assessment of how well the
application/resume demonstrates all of the esdémitaviedge, skills or performance
characteristics required.

(1) For example, using 8 scored questions, the maxi candidate interview score would be
8X5 = 40. The application/resume would be scored enale of 40 (assuming equal weight
is given to the application/resume and the intevyid he total of the interview and
application/resume score establishes the rankiogegor each candidate.

(2) Whenever the score for any rated question ify 2 or more points as assigned by
different interview team members, the interviewnteshould review the factors resulting in
the differential scoring before agreeing on a figalking. The same review should be
conducted whenever the point rating for the appticaesume differs by more than 10% of
the possible score. For example, if the scale fetthe application/resume rating is a 40
point scale, a score for the application/resumarbytwo interview team members that
differs by more than 4 points should be reviewedhayinterview team before arriving at a
final ranking for the candidates.

8. After the interview is completed, the interviewrreahould attempt to reach a consensus
agreement on the ranking of the top three candiddtee ranking must be based on bona
fide occupational qualification factors. Whilestmot uncommon that ranking scores by
individual interview team members may differ andessments by individual team members
may result in a different ranking of the top thoemdidates, the consensus effort must focus
on clarifying for the entire team what factors prodd the varying individual assessments.
The evaluation process must not be a contest inhwhdividual team members attempt to
substitute their personal judgment over the judgméthe selecting official. Ultimately,
consensus of the interview on the selection rankidgates that all members have reviewed
the bona fide occupational qualification factomsdWledge, skills and abilities) and are in
agreement that the selection (or ranking) is aomasle outcome derived through a fair,
equitable process. This is not to say that I, asdividual, would have arrived at exactly the
same outcome independently, but it is an affirnmatiat |, as an individual, have reviewed
all the relevant evaluation material [interviewpesses, application/resume, references (if
appropriate)] and listened to the assessment asgisevided by other team members to
identify how they arrived at another ranking; archih acknowledge that the
selection/ranking process was a fair process amdukcome is one that is a reasonable
evaluation of the candidates.
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