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HHS Careers Pre-Recruitment Fact Sheet for NIH Selecting Officials

The HHS Careers is a computerized employment application processing system that electronically prescreens candidates and ranks them according to specific criteria.  The goal of the new system is to attract and identify quality candidates and to streamline the hiring process.  HHS Careers is built on the QuickHire (QH) system.

QuickHire is the leading provider of automated staffing solutions to the Federal government and services 40 Federal agencies.  QuickHire customers hire candidates in days instead of the typical months associated with the complex Federal employment system.

The implementation of HHS Careers at NIH is shifting the paradigm of recruitment at NIH.  Interested candidates will no longer focus on writing “good” KSAs (knowledge, skills, and abilities) as was previously required.  Instead, with HHS Careers, candidates will respond to position-specific questions that demonstrate the KSAs required to successfully perform the job.

As an NIH Selecting Official (SO), you will be working with your Human Resources Specialist (HRS) to develop the information needed to initiate the recruitment of your vacancy.  The following is a summary of the steps involved in the pre-recruitment phase of the vacancy:

1) Development of a new position description (PD) that accurately reflects the duties and responsibilities of the job to be filled OR certification that an existing or previously established PD is still accurate.

2) Evaluation and classification of the position (if necessary).

3) Identification of the major duties and percentage of time required to perform these duties as reflected in the classified PD.  These major duties will be used to identify the specific KSAs and other characteristics required to perform the job.  This process will also provide for the identification and justification for use of any KSA(s) that candidates must possess in order to qualify for the position, commonly referred to as selective factor(s).

4) Determination of the value of the KSAs relative to one another, which is called the weighting process.  The weights are determined in overall proportion to the position to be filled.

5) Selection of questions from the QuickHire Library, which are relevant to each of the KSAs.  This is a critical phase of the recruitment process, since questions selected are the criteria used to determine the most highly qualified candidates for the vacancy.

6) The recommended number of questions is 15 - 25.  Too few questions can result in not having enough criteria for the system to make an accurate assessment of the candidates and too many questions is not only time-consuming and frustrating but it may force the system to over analyze applicants.  Carefully choose questions that will address the primary functions of the job being advertised.  The goal is to make the system easy and efficient for both the HR staff as well as the applicant.
7) Determination of how the vacancy will be advertised and the area of consideration (e.g. all possible candidates, all Federal employees, NIH employees only, etc.)

As you can see from the steps involved in the pre-recruitment process as outlined above, your success in attaining the most highly qualified candidates using HHS Careers will be based largely upon the time you spend working in partnership with your HRS.  Attached you will find the NIH Pre-Recruitment Worksheet, which will facilitate and document this partnership.  This form must be completed and signed by you and the HRS prior to the opening of the vacancy announcement.  For detailed information on HHS Careers, you may visit the following website: http://www.hhs.gov/careers or the NIH HHS Careers information at the following website: http://ehr.od.nih.gov/hhscareers/.
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