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Tips for HHS Careers (QuickHire) Vacancy Builder
General information

· 80% of HHS series are available to recruit using HHS Careers (QH). However, at this time, we are not using HHS Careers to advertise SES or Title 42 positions. Also, if you would like to use HHS Careers to recruit for interdisciplinary positions, we will accommodate you, however, we suggest using CareerHere (no exception request necessary).

· You will be timed out of CITRIX after a period of inactivity. Save your work when interrupted so nothing is lost. If you mistype your password three times, you will need to be reset to enter CITRIX or QuickHire. Contact hrsystemssupport@mail.nih.gov.
· Use templates in the Vacancy Builder. They’re available at http://ehr.od.nih.gov/hhscareers/resources.htm
· Cancel button – This will cancel whatever process you’re in and waste a vacancy announcement number
· Close button – Closes just the window you’re in but will prompt whether or not you wish to save.

· Save at Steps 1, 5, and 6

· Use grade 99 in QuickHire for 00 for SES or Title 42 (future)
· The secret to QuickHire is “Right-click”. This will bring up a menu.
· Ctrl-C = copy; Ctrl-V = paste.
· Once an applicant has applied to your vacancy, you may no longer change the following 7 items:

· Series

· Grade

· Announcement Type

· Location(s)

· List of questions

· Which questions are mandatory

· Department where vacancy is located

· See also Vacancy Checklist at http://ehr.od.nih.gov/hhscareers/resources.htm 

Logging on to HHS Careers (QuickHire)

CITRIX Logon:
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QuickHire Login:
Your initial QuickHire login will consist of:

· UserID the same as EHRP user ID

· Password set to changeme (Please change immediately upon entering by choosing the Utility menu and selecting User Manager. Click the Show as clear text check box to facilitate changes.)
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Build a New Vacancy
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The default is Copy Existing Vacancy. To create a new vacancy, you will have to select the organization under which the position will be filled and click the radio button next to Create New Vacancy.
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Otherwise, to copy existing vacancy, select the vacancy you wish to copy and click OK.

Step 1 – Enter Vacancy Information

· Department field is auto-filled, but, if necessary, use pull-down menu to change. DO NOT SCROLL THROUGH, it will cause vacancy numbers to auto-generate and then be lost. It may also move your vacancy to another Department (IC/Division).
· Vacancy Number is auto-generated and if you cancel, that number is tossed (like numbers in a bakery).
· Vacancy Description format should be Title Pay Plan-Series Grade(s) (IC) so that vacancies appear in alphabetical order (Example: Administrative Officer GS-0341 07 / 09 / 11 (NIAMS)). You must put spaces between numbers and slashes (/) or QuickHire will read the information incorrectly.
· Series/Job Code field is mandatory. You can type in it to pull up a series. However, you must click on the series in the drop-down list. You can’t edit the default series title text. If you try to edit the text, the Next button will become grayed out and you will be unable to move forward.

· Open date defaults for TODAY, Closing defaults for TOMORROW – don’t forget to change!

· Vacancies should not open the same day they were approved. This is our policy.

· Do not close a job on a Saturday, Sunday, or Monday. Applicants must have 24 hours to request reasonable accommodation.
· Applicant Eligibility only specifies Public, Status, or Internal. Use a question to screen out outside applicants. NIH and HHS internal questions are located in the Question Library under Additional Considerations, Area of Consideration.
· See below for Announcement Type information. Select Announcement Type for the widest audience.
· Tracking Info will be EHRP job requisition number, for now, and later, WiTS tracking number. 
· Right-click within the Additional Information field for cut/copy/paste menu. Use the vacancy templates available at http://ehr.od.nih.gov/hhscareers/resources.htm. Follow the directions at the top of the documents.
· Length indicator will show current character length for Additional Info field.
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· Announcement Type selection will allow you to generate reports on MP or DEU. It will also call up the certificate templates selected when the job closes. 
· If advertising all sources, you must select DEU. MANDATORY
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· Tracking Information request number will eventually be tied to WiTS. In the meantime, please use EHRP job requisition number.

[image: image7.png]Tracking Info

[Vacancy Tracking Information

Request No

Date ReceivedinHR [ 5/ 2/03 E

Date Approved to Recrit | /21703

Requesting Offcial [

ok | % concer





· At the end of Step 1, SAVE and select No when prompted to close the vacancy builder. Then, hit the Next button to move onto…

Step 2 –Vacancy Location and Salary
· QuickHire allows up to 30 vacancy locations, however, USAJobs will only accept and advertise the first three.
· Choices in the Number of Vacancies field include “few,” or “many”, or numeric number of positions.
· Any text in the Remarks* box will appear BEFORE the Additional Information on the vacancy announcement. If any remarks are too long, add them to Additional Info on Step 1.
· Remarks should include area of consideration and work schedule.
· Remarks should also include the following:  APPLICATIONS (RESUME AND APPLICATION QUESTIONS) MUST BE RECEIVED ON-LINE VIA THE HHS CAREERS WEB SITE BEFORE MIDNIGHT EASTERN TIME ON THE CLOSING DATE OF THIS ANNOUNCEMENT.  PLEASE SEE BELOW FOR DETAILS ON USING HHS CAREERS. THE HHS CAREERS WEBSITE CAN BE ACCESSED AT: https://jobs.quickhire.com/scripts/hhs.exe
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· Clicking on the ellipse button next to Duty Location Code will bring up a search box with all OPM location codes

· For jobs in the DC Metro area – To ensure that applicants searching for jobs throughout the Washington, DC Metro area will see NIH jobs in the area, we will be using the location code for DC Metro (0675) and editing the Location Name to reflect the actual location, e.g., Bethesda, MD. MANDATORY
· For jobs outside the DC Metro (including Baltimore), use the appropriate OPM Location Code.

· You must indicate the salary range for the position by clicking the “Edit” button to access the Salary range for Grade wizard.
· To add a grade level, click the “New” button and type salary information from pay scales. Then click Save. Repeat until all Grade levels are entered. Be careful to select “New” and not “Edit” to add a grade or you will override what was already entered.
· Checking the box for “Use Grade Associations” will auto-fill the Basic Qualifications questions for each grade. If you receive an error message at this step, please notify the help desk immediately. MANDATORY except for COTA positions.
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Step 3 – Contact Information
· Accept Electronic Resume should always be No
· IMPORTANT - Make sure CPDF Code = HE38 – this will tell QuicKHire and USAJobs that your job is NIH (displays on vacancy). 
· Duration Appt is the only mandatory field on this step, but easily overlooked. Don’t forget it!

· Org Contact Name will be centralized (do not change), but Contact Name, e-mail and phone number should be your information (displays on vacancy).

· Clicking in the TDD field will make it mandatory so don’t (unless you have a TDD number).
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· Skills, Conditions, and/or considerations allows up to 5. Nothing but the numerical code is sent to USAJobs, so even if you edit the text, USAJobs will only read what is originally designated by the code.  Although the text displays on the HHS Careers vacancy, it does not display on the USAJobs vacancy.  It is used for providing information to call-in applicants.

· To select them, click the Edit button
· Click and drag up to 5 skills over to the right-hand window and click OK when you’re done
Step 4 – Vacancy Phasing

· Phasing would only be used for positions that require intermediate steps, such as committee review, background checks, or drug testing when you want the scores included in the overall score.  A separate job aid will be developed for this in the near future.
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Step 5 – Select Questions

· Our question library has been set up by Series with non-series specific skills and additional considerations at the bottom

· If you selected “Use Grade Associations in Step 2 above, you will see tabs for each grade level and the Basic Quals will already have pre-populated.  Be sure to look for additional Basic Quals, such as Basic Quals for all grades.  These should be dragged to the All Grades tab.

· 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.  Too many questions is time-consuming for applicants and will diminish the difference in points between your well-qualified applicants.  Applying on line is meant to make the application process easier and faster for HR staff as well as applicants.
· Use the Filter Questions button to find specific questions

· Right-click a question to view the full text or to add the question to your vacancy. Be careful not to Expand All Below or you’ll be waiting a long time.

· You can also drag and drop questions.
· You can reorder your questions by clicking and dragging up or down
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· At the end of Step 5, SAVE and select No when prompted to close the vacancy builder. Then, hit the Next button to move onto…

Step 6 – Weights and Screen Outs

· To make a question mandatory, click in the check box next to the question number. Making all questions mandatory will force applicants to complete ALL questions before they may save.
· Default weights already in the system for Applicant Assessment (AA) questions.  Click “Load Default Weights” if you want to include the defaults.

· Only HR Specialists and Senior HR Assistants will see the Weights and Screen Outs screen as Step #6. 
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· To make a question a screen out, simply type an “S” in the weight box and the Screen Out Criteria box will appear
· Our policy is to use “Reason as stated below” so that when an applicant is screened out and the job closes, they will receive THAT EXACT reason in the notification e-mail. Be as specific as you can to avoid applicant inquiries. (Example: “You indicated that you do not have the education or experience to qualify for a GS-9 HR Specialist.”) MANDATORY
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· At the end of Step 6, SAVE and select No when prompted to close the vacancy builder. Then, hit the Next button to move onto…

Step 7 – Applicant and Diversity Notification
· Automatically notify applicants of new vacancy should always be checked so that applicants who are registered to receive notification of specific vacancies will be notified. MANDATORY
· Assign Diversity Notification will bring up the Diversity box after Step 8.
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Step 8 – Administrative settings

· Select the second radio button and set HR Manager and Selecting Official to the appropriate HR Specialist.
· Applicants cannot appear on multiple open certs will apply for things such as multiple locations, etc.

· Once the job is sent to USAJobs and you receive a return e-mail with the OPM Control #, please return to step 8 and add that information to the vacancy.

· Web Admin Password should be unique for each vacancy
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Diversity Notification

· Will contain diversity groups, colleges, and professional organizations

· Users can choose a group or individual organizations to target

· Notifications are sent automatically via e-mail on the open date
· See job aid at http://ehr.od.nih.gov/hhscareers/resources.htm for instructions.
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Help Desk Information
HR Systems Support will be staffed by Kiddy Liggins and TaShea Brodgins and will operate from 8:30 AM to 4:30 PM, Monday through Friday. The HR Systems Support staff are available by submitting a ticket in WiTS (http://wits.od.nih.gov), phone at 301-451-1436, and e-mail at hrsystemssupport@od.nih.gov.

Before contacting the HR Systems Support staff, please check the FAQs and the User Guide for the answer to your question. Then contact your Super User.
1. Super/ Lead Users will provide the first line of support to HR staff. These users are authorized to contact the HR Systems Support staff directly. Others who call the HR Systems Support staff will be referred to their Super/Lead Users. 
2. When contacting the HR Systems Support staff, the Lead User will need to provide the name of the user experiencing the problem, the user’s phone #, the nature of the problem, and the relevant QuickHire screen(s). A ticket will be created at that time. 
3. The HR Systems Support staff will refer the problem to a member of the Bethesda QuickHire Team. This person will be responsible for resolution of the problem and providing written documentation to the HR Systems Support staff for updating the ticket. 
4. The QuickHire Team person will determine whether the problem requires escalation and, if necessary, will contact the QuickHire Help Desk. 
5. We will respond to the Lead User within 1 workday for all issues. We are hopeful that many issues will be resolved within an hour. 

