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NIH Pre-Recruitment Worksheet

The following checklist must be completed and signed by the selecting official (SO) and the Human Resources Specialist (HRS) prior to the announcement of the vacancy.  The completed document must be kept in the official vacancy case file.

SO Name/Title/Organization/Phone #:      
HRS Name/Phone #:      
Preliminary Position Information:

· Desired Pay Plan, Job Series & Title:                           
· Duty Station:                                             
· Is this a new position?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No      If no, who previously occupied it?   
· Desired Full Performance Grade Level of Position: 
· Is this position covered/included in a bargaining unit?  FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
· Name of person to whom this position reports (if other than SO):      
· Anticipated number of vacancies to be filled:      
· Type of Appointment
 FORMCHECKBOX 
 Permanent 
 FORMCHECKBOX 
 Temporary NTE 
 FORMTEXT 

  

 Term NTE 
 FORMTEXT 

  
 
 Student STEP/SCEP

· Work Schedule 

 FORMCHECKBOX 
 Full-Time
 FORMCHECKBOX 
 Part-Time (
 FORMTEXT 

     
 hrs/wk)
 Intermittent
 FORMCHECKBOX 
 Weekends
 FORMCHECKBOX 
 Shift

Establishment of Position Description (PD)—check completed items:
 FORMCHECKBOX 

SO provides PD to the HRS
 FORMCHECKBOX 

HRS classifies PD

Job Analysis—check completed items:

 FORMCHECKBOX 

SO identifies major job duties and % of time required to perform each duty

 FORMCHECKBOX 

SO identifies KSAs

 FORMCHECKBOX 

SO identifies selective factors, if appropriate (justification for use of selective factor is attached)

 FORMCHECKBOX 

SO identifies weights for each KSA

Selection of Questions from QuickHire Library—check completed items
 FORMCHECKBOX 

SO selects questions relevant to each KSA and submits to the HRS using the email function from the HHS Careers library on the web (see http://ehr.od.nih.gov/hhscareers/managers.htm for instructions) 
 FORMCHECKBOX 

SO and HRS finalize weighting of questions

Vacancy Announcement (Completed by SO and HRS)
· Area of Consideration
 FORMCHECKBOX 
 All Possible Candidates 

 FORMCHECKBOX 
 Government-wide
 FORMCHECKBOX 
 DHHS-wide only

 FORMCHECKBOX 
 NIH-wide only
 FORMCHECKBOX 
 IC-wide only


 FORMCHECKBOX 
 Program Area-wide only

· Conditions of Employment:

· Security Clearance Required? 
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
If yes, type of clearance:  
· Financial Disclosure Required? 
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

· Drug Testing Required?       
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

· License Required?            
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
If yes, type of license: 
· Relocation Expenses Paid?    
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

· Overnight Travel Required?   
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
If yes, average # of nights per month? 
· Offer Recruitment Bonus
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

· Other:   
· Names of Additional Recruitment Sources (e.g., publications, universities, etc.):  

     
RESERVED FOR HRS COMPLETION

· Title/Series/Grade(s) of Position Advertised:       
· Promotion Potential of Position Advertised:        
· Advertised for:     
· Area of Consideration:        
· Open date:        
Closing date:        
_________________________

________________________

HRS Signature              (Date)
            

SO Signature             (Date)

Revised 03/18/2004


