Checklist for Vacancy Announcements

	Item
	
	Notes

	Step 1 - Vacancy Description  format:
	 FORMCHECKBOX 

	Title, Pay Plan-Series-Grade / Grade (IC)

	Step 1 – Open & Close dates:
	 FORMCHECKBOX 

	Cannot open same day as Approved.  

Should not close on Sat/Sun/Mon/Holiday or the day after a Holiday.  

	Step 1 – Applicant Eligibility: 
	 FORMCHECKBOX 

	Must correspond with Area of Consideration in Additional Information field

	Step 1 – Announcement type: 
	 FORMCHECKBOX 

	At least one selected – DEU is mandatory for all Public vacancies

	Step 1 – Used template in Additional Information: 
	 FORMCHECKBOX 

	Mandatory.  Cut & paste into Additional Information field.  Templates available at:  http://ehr.od.nih.gov/hhscareers/

	Step 1 - Area of Consideration in Additional Information: 
	 FORMCHECKBOX 

	In “Vacancy” template

	Step 1 - Brief Description of Duties

In Additional Information: 
	 FORMCHECKBOX 

	Brief is the key here.

	Step 1 - Basic Quals in Additional Information:
	 FORMCHECKBOX 

	Should correspond with those listed in the vacancy questions.

	Step 1 - Specialized experience description in Additional Information: 
	 FORMCHECKBOX 

	Must use grade level examples

	Step 1 - Other Selective factors in Additional Information:
	 FORMCHECKBOX 

	Should correspond with those listed in the vacancy questions

	Step 1 – Add skills & conditions in Additional Information:
	 FORMCHECKBOX 

	Restate any info here that is used in Step 3 

	Step 1 - Point of Contact in Additional Information: 
	 FORMCHECKBOX 

	In “Vacancy” template

	Step 1 - Supporting documentation instructions in Additional Information:
	 FORMCHECKBOX 

	In “Vacancy” template

	Step 1 - HHS Careers Instructions in Additional Information:
	 FORMCHECKBOX 

	In “Vacancy” template

72-hour requirement in description

	Step 2 – Duty Location Code and Location Name:
	 FORMCHECKBOX 

	0675 for any Washington, DC Area jobs, change Location Name to read exact location, e.g., Bethesda, MD

	Step 2 – Promotion Potential:
	 FORMCHECKBOX 

	Mandatory.  Never use N/A

	Step 2 – Salary Range for Grade(s):
	 FORMCHECKBOX 

	Include locality pay 

	Step 2 – Use Grade Associations from “Edit”  Salary Range for Grade:
	 FORMCHECKBOX 

	Checked in all cases except COTA

	Step 2 - Must Apply Online… in Remarks:
	 FORMCHECKBOX 

	In “Apply Online” template

	Step 3 – CPDF Code: 
	 FORMCHECKBOX 

	CPDF for NIH = HE38

	Step 3 - Duration Appt:
	 FORMCHECKBOX 

	Must be completed.

	Step 3 – Org Contact Name:
	 FORMCHECKBOX 

	Do not remove Essie Wright’s name and phone #.

	Step 3 – Skills, Conditions & Considerations:
	 FORMCHECKBOX 

	Restate these in Additional Information field.  Do not use 068.

	Steps 5 – Select Questions & 

Step 6 - Weights & Screen-Outs: 
	 FORMCHECKBOX 

	Min Quals listed under specific Grade tabs.

	Step 6 – Min Qual screenouts in Weights & Screen-Outs:
	 FORMCHECKBOX 

	Screenout criteria - Use 3rd button and add reason addressed to the applicant.

Example: You indicated that you do not meet the grade-level minimum qualifications. 

	Step 6 – Citizenship screenout in Core Questions in Weights & Screen-Outs:
	 FORMCHECKBOX 

	Screenout criteria - Use 3rd button and add reason beginning with:

You indicated that you are not a U.S. citizen. 

	Step 6 - Number of Vacancy Questions Used in Weights & Screen-Outs:
	 FORMCHECKBOX 

	Recommended – Between 15 and 25, all or most should be mandatory.

	Step 6 – Weighting in Weights & Screen-Outs:
	 FORMCHECKBOX 

	Weights or screenouts must be assigned to all questions/responses, even if weight is zero.

	Step 7 – Auto Notify and Show Vacancy/Applicant Status:
	 FORMCHECKBOX 

	Both are mandatory.

	Step 8 – USAJobs User Name & Password:
	 FORMCHECKBOX 

	Mandatory for all Public and Government-wide Status vacancies.

	Step 8 - Created by/Modified by:
	 FORMCHECKBOX 

	Identifies initiator.  This information can be found at the bottom of the screen on Step # 8
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