DRAFT Instructions for Advertising Interdisciplinary Vacancies in HHS Careers

Note:  Although the system will handle more, the maximum number of series recommended for interdisciplinary is three.

Policy

All interdisciplinary vacancies will be advertised in HHS Careers as long as the series are available.  Otherwise, exceptions must be requested in order to use CareerHere.  Go to NIH/OHR - HHS Careers (QuickHire) Exception for instructions on requesting exceptions.

Vacancy Builder Process

NOTE:  In accordance with HHS Instruction 595, positions classified as interdisciplinary are not eligible to receive Physicians' Comparability Allowance.
1) Make determination – Which of the series is the most common (which series do more applicants search for)?  This will be considered your “last series” for step # 10 below.

2) Create a vacancy using one of the other series.

3) The vacancy description field format is Interdisciplinary, payplan, series, grades and IC in parentheses. Example:  Interdisciplinary, GS-401/403/1320-9 / 11 / 12 (NCI)  The character limit for this field is 60 characters, including spaces.

4) Include the following statement in the Additional Information field in QH Step # 1 of the vacancy builder:  This vacancy announcement will be used to fill a position for a _(series and title)_, a _(series and title)_, or a _(series and title)_ at the GS-_____ level(s).  Applicants who are qualified for any of these positions may apply.  Please read the Basic Qualifications listed below to determine whether you are qualified.  Also, be sure you include evidence that you meet the basic qualifications in your resume. Please indicate the series and title to which you are applying by responding to the appropriate vacancy question.
5) Include the Basic Quals for each series in the text of the vacancy announcement (Additional Information field of QH Step #1).  Be sure to include the title and series as a heading for each set of Basic Quals.

6) On QH Step # 2 of the vacancy builder, DO NOT click “Use Grade Associations.” Instead, include the Basic Quals for all series in the Additional Information field in Step # 1 of the vacancy builder.

7) When selecting questions for QH Step # 5, do not select any Basic Quals.  Instead, select the question in the library, “I have read the Basic Qualification requirements in the vacancy and certify that I meet them.”  This question is located in the Additional Considerations Category, under Method of Consideration (subcategory).  A screenout should be assigned to the “False” response to this question.  Also select the Short Answer question “Please provide the series and position title(s) for which you would like to be considered,” which is located in the Additional Considerations Category, under Method of Consideration (subcategory).

8) Once the vacancy is completed, enter your USAJobs info and Approve the vacancy.

9) Upon receipt of the confirmation email from USAJobs that includes your Control #, print it for the case file.  Then, through Edit Vacancy, change the series to the 2nd series you are advertising for, enter your USAJobs info (there should be no Control # in your vacancy) and click the “Resend USAJOB as New” button.

10) Upon receipt of the confirmation email from USAJobs that includes your 2nd Control #, print it for the case file.  Then, through Edit Vacancy, change the series to the 3rd series you are advertising for (“last series” identified in step # 1 above), enter your USAJobs info (there should be no Control # in your vacancy) and click the “Resend USAJOB as New” button.

11) Upon receipt of the confirmation email from USAJobs that includes your 3rd Control #, print it for the case file.  

12) Your vacancy should appear on USAJobs 3 times – once under each series.  The vacancy # will be the same for all 3.  Be sure to go to USAJobs on the opening date to ensure that all 3 vacancies are appearing.

13)  If, at any time, you need to amend the USAJobs vacancies, ensure that each series and corresponding control # are entered in the vacancy, include USAJobs user name/password and click “Finish” for each series in the same order originally submitted.  DO NOT click “Resend USAJOB as New.”

14) Your vacancy will appear one time on the HHS Careers web site – under the last series entered.

Applicant Manager Process

NOTE:  Reminder to HR staff to create an SF39 for each QuickHire (QH) DE certificate issued.  Although users are not required to use QH to generate the SF 39, the advantage of doing so is that when you create the SF 39 it automatically generates the list of eligibles for you.  A job aid has been created and is located on the HHS Careers website at the following URL:  http://ehr.od.nih.gov/hhscareers/SF39inQH.doc.  Work applicants as you usually do (i.e., determine minimum qualifications, change status to BQ as appropriate, etc.).  Once you have identified candidates you will refer, review and note these applicants’ responses to the short answer question identifying the series to which they are applying (see short answer question in step # 7 above).

In addition to marking applicants BQ and generating a QuickHire certificate, for interdisciplinary vacancies you will need to print a paper copy of the QH job certificate with all of the names of the best qualified applicants, and annotate next to each applicant’s name the series they are applying and qualified for. This paper copy will be the certificate for the case file.  (This step is critical since QuickHire is not able to annotate series next to applicants’ names and this is a requirement for delegated examining certificates.)  Forward the certificate to the manager, instructing him/her to make his determinations on this paper certificate and return it to you.  Also inform the selecting official that he/she will be receiving the best qualified applicants on line as usual.

NOTE:  When the process requires a QRB or panel, do not create the final paper certificate until after phasing scores are entered into the system.  See phasing instructions (coming soon) for more information on phasing.
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