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<I>Salary range listed above includes locality pay</I>

<b>AREA OF CONSIDERATION: </b> 

Current career or career-conditional employees of (specific organization, IC, NIH, or DHHS)
<b>POSITION DETAILS: </b>

<ul>

<i>Appointment Type: </i> Insert appointment type
<i>Work Schedule: </i> Insert work schedule
<i>Tenure: </i> Yes or No
<i>Bargaining Unit Position: </i> Yes or No
<i>Merit Promotion Position: </i> Yes or No
<i>Travel Required: </i> Yes or No
<i> Travel and relocation expenses will or will not be paid.</i>

</UL>

<b>DUTY LOCATION: </b>

Insert duty station (City, State)
<b>ORGANIZATION LOCATION: </b>

Department of Health and Human Services, National Institutes of Health, Fill in IC
<b>DUTIES AND RESPONSIBILITIES: </b>

Insert duties/responsibilities
<b>BASIC QUALIFICATIONS AND SELECTIVE FACTORS: </b>

All candidates must meet the requirements of the position within 30 days of the closing date of this announcement:

Insert minimum qualifications (Min qualifications can be found at http://ehr.od.nih.gov/hhscareers/series.htm)
Time-in-grade restrictions must be met no later than 30 days from the closing date of this announcement.  
In order to meet the selective factors of this position, applicants must demonstrate possession of (If you are using any selective factors in the weighting process, you must list them here.  Selective factors are anything required to be considered eligible for the vacancy.  They also include such things as typing, special lab techniques, etc. If you are not using any, delete this statement before copying to your vacancy announcement.) 

<b>QUESTIONS REGARDING THIS ANNOUNCEMENT SHOULD BE REFERRED TO: </b>

Insert HR contact name, address, phone, and e-mail here
Insert CSD Team TDD information here or use the paragraph below
For technical/systems issues please contact NIH HR Systems Support at <a href=mailto:hrsystemssupport@od.nih.gov>hrsystemssupport@od.nih.gov</a> or 301-451-1436.
If you are a hearing impaired individual seeking assistance with the application process, you may contact the Human Resources Specialist listed in this announcement by phoning a relay operator at 1-800-735-2258.  For additional information on the services available, you may visit the following websites:  Maryland Relay at <a href=”http://www.md.relay.org”target=newwin>http://www.md.relay.org</a> or the AT&T Nationwide Relay at <a href=”http://www.consumer.att.com/relay/”target=newwin>http://www.consumer.att.com/relay/</a>.  

<a href=”http://www.jobs.nih.gov/appinfo.htm#eval”target=newwin>Click here to link to <b>EVALUATION METHOD</b></a>

<b>WHAT TO SUBMIT:</b>

Resume and responses to all core questions and job specific questions via the HHS Careers online system – see details at <b><a href=”http://www.jobs.nih.gov/appinfo.htm#how”target=newwin>How to Apply</a></b> .

Applicants must submit copy of your Notification of Personnel Action, SF-50, or equivalent showing your full performance level or career ladder. You may obtain a copy of your SF-50 from your Human Resources Office.
Applicants must also submit a copy of their latest signed performance appraisal.
Applicants claiming eligibility based on CTAP or ICTAP, MUST submit a copy of their Reduction in Force (RIF) Notice or other equivalent agency notification documenting your eligibility, a copy of your current (or last) rating of record, and a copy of your Notification of Personnel Action, SF-50, or equivalent showing your full performance level or career ladder. 

<b>WHERE TO SEND SUPPORTING DOCUMENTATION</b>

Insert HR contact name, FAX, and phone
<b>SUPPORTING DOCUMENTATION</b>
Additional documents listed in the vacancy announcement as mandatory for you to submit to receive consideration MUST be received within 72 hours of the closing date of the announcement to be considered. You may fax the documents to the contact fax on the vacancy announcement. 

<a href=”http://www.jobs.nih.gov/appinfo.htm#supp”target=newwin>Click here to link to more information on <b>SUPPORTING DOCUMENTATION</b></a>

<a href=”http://www.jobs.nih.gov/appinfo.htm#reason”target=newwin>Click here to link to <b>REASONABLE ACCOMMODATION</b></a>

<a href=”http://www.jobs.nih.gov/appinfo.htm#add”target=newwin>Click here to link to <b>ADDITIONAL DETAILS ON USING THE HHS CAREERS (QUICKHIRE) SYSTEM</b></a>

<b>ADDITIONAL EMPLOYMENT INFORMATION </b>

NIH is an Equal Opportunity Employer.  Selection for this position will be based solely on merit, without discrimination for non-merit reasons such as race, color, religion, sex, national origin, politics, marital status, sexual orientation, physical or mental disability, age or membership or non-membership in an employee organization.  

<a href=”http://www.opm.gov/insure/health/new_employees.asp”target=newwin>Guide to Federal Benefits for New Employees</a>
<a href=" http://www.jobs.nih.gov/pop/ctap.html"target=newwin>Click here to link to
<b>Department of Health and Human Services (DHHS) Surplus or displaced Employees CTAP criteria.</b></a>

