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What is Candidate Inventory?

Candidate Inventory allows hiring managers direct access to search for candidates
who have already applied to jobs within their agency without the need to undergo a
new recruitment. Eliminating the need to initiate a new recruitment process will
improve efficiency and reduce the time to hire for Federal agencies.

Human Resources users manage their agency’s Candidate Inventory by including
candidates who may be considered for certain noncompetitive, excepted service,

merit promotion and direct hire recruitments.

Delegated examining (i.e. Category Rating and Rule of Three) certificates should not be
shared.

*Candidate Inventory does not support certificate or candidate sharing between agencies.



Candidate Inventory Benefits
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Hiring Managers

Hiring Managers have
easy access to Pre -
Qualified candidates.

Agencies

Agencies & HR have
improved time to hire
with less effort by filling

Direct Hire & Merit

Promotion positions.
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Applicants

Applicants experience
efficiency in the hiring
process as they submit a
single application.



Candidate Inventory Feature Overview

Human Resources Experience



HR’s Role in Governing Candidate Inventory

Agency HR teams set policy and standard procedures for
the appropriate use Candidate Inventory, including:

* Which hiring authorities, sub-organizations, occupations are
In scope?
* What types of certificates may be included?

 When should certificates be added to and removed from the
Inventory?

* What steps should occur once a manager identifies a
candidate of interest?



Building your
Candidate
Inventory

All four requirements must be met for
candidates from a recruitment to
populate Candidate Inventory.

HR may disable sharing from an
applicant list at any time or adjust the
date range in which the candidates are
shared.

Managers can see candidates across
their (USA Staffing) Organization.

HR configures Vacancy to be Shared

Triggers “Opt-In" question for applicants, and
cannot be changed after announcement is
released

Applicants Opt-In/Out

Applicants may change their response by
reapplying or contacting HR

HR Reviews Applicants for Min Quals
& Eligibilities and Creates Lists

Normal quality checks ensure applicants are
qualified and eligible for referral

Candidates are available for
Managers in Candidate Inventory

Candidates who opted in and are certified on a

certificate with Candidate Inventory enabled are
available for managers to see




Building the Candidate Inventory

Application Processing

Questionnaire Settings

Enable Candidate Inventory

Application Submission

.e

Vacancy Settings page in USA Staffing (HR)

Step 1: HR sets a Vacancy as Shared

> AVacancy-level setting in Questionnaire Settings
enables Candidate Inventory.

> Only HR users with appropriate permissions can
choose to enable the Candidate Inventory
setting.

> HR controls which JOA will populate the
Inventory to ensure alignment with appropriate
use of the feature.

> System rules are automatically applied to ensure
applicant fairness and transparency.



Building the Candidate Inventory

Step 2: Applicants Opt-In/Out

O Assessment ~ O bocuments [3) Review & Submit (2] Help Center - o Will Grenz ~

> Enabling Candidate Inventory

; Application Progress
‘@ U.S. Office of Personnel Management i 2

| .
e . oot oo automatically adds a standard
ecruiting, retaining, and honoring PorklaThle Oukemabw | . .
the American workforce e o Opt_| N / Out ques“on to the JOb

Application Package Status: Application Incomplete

posting

Preferences

1.l authorize my application information being shared with hiring managers for similar positions. | understand

this option may not result in further consideration for additional positions nor will it impact my application for > An a p p l I Ca nt WO u ld h ave th e

i opportunity to answer differently
© B.No if applying to multiple jobs.

USA Staffing’s Online Application (Applicant)
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Building the Candidate Inventory

Step 3: HR Reviews Applicants

> HR will review candidates to ensure they
meet criteria for the list’s series and
grade.

> Candidates can beincluded on a
certificate or applicant list and sent to
individual Hiring Managers using current
processes.
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Configure Applicant Lists to be Shared

USA Staffing’
VACANCY 10064759 «

o s it e w0 e+ - RIS Step 4: Certificate Settin gs

e w» s | > HRdetermines which applicant

insructions lists populate the Candidate
——— Inventory - and for how long.

> HR can adjust the sharing window
or disable sharing at any point.

Display Preferences
Selected information will be visible to Hiring Managers for all applicants on the certificate. Candidate Inventory

> Start/End dates allow HR
professionals to determine how
long the candidates can be
considered during a particular

recruitment period.
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All criteria must be met for an applicant to be included in

Candidate Inventory:

Step 4:

Step 1: Step 2: Applicant on

Vacancy Applicant Step 3: Shared

Setting Agrees to be HR Reviews Applicant

Enabled Shared Applicant List Outcome
Applicant 1 e Q Q Q Not shared
Applicant 2 Q 6 Q 0 Not shared
Applicant 3 Q Q 6 6 Not shared
Applicant 4 Q 0 Q 6 Not shared
Applicant 5 Q Q Q Q Shared




Candidate Inventory Overview

Hiring Manager Experience
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Hiring Manager Experience

Managers will navigate to Candidate Inventory from the navigation bar on the dashboard

USA Stoffing’

Welcome William! You have....

A L
Dashboard Request to Fill Position

Positions Being Filled

POSITIONS BEING FILLED

Candidate Inventory

2
William Grenz «

Submit Request Request Approval

& &

Announce Job Evaluate Applicants Process Hire

& & 2

View Activity «

SortBy:  Request Number ~
Filters Subenit Request X Evaluate Applicants X Request Approval X Announce Job X Process Mire X Change Reset m
Management Analyst SELECTED APPLICANT
0 Levi Grenz
SERIES PAY PLAN GRADES HIRING ORGANIZATION LOCATIONS & Levi.Grenz@opm qov
1515 GS 15 Customer A Greece, New York United States

o/ 478-555-1212

Projected Start Date
Not established yet

View Resume
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USA Staffing’

+ Back to Candidate Inventory Home

. Find Candidates
M a n a ge rS a re g u I d e d to Se lect To fill a position, you can search, save, and prioritize candidates meeting your criteria.

criteria that will focus search
reSUItS on the rlght JOb Serles’ Tell us about the position you'd like to fill.

L]
grade, and location. e
What is the occupational series of your position?
2210 - Information Technology Management v
L) L)
On-page instructions . _—
What is the position's pay plan? What is the position's grade?

orient managers to this new o BE .
prOceSS and prOVide COnteXt on What duty location would you like to search for?
what they can expect next

Hiring Manager Experience



Review Results
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USA Staffing _ S . o
Dashboard Request to Fill Position Candidate Inventory Help Alerts Bri Heinz =

+ Back to Candidate Inventory Home

If candidates match the
manager’s search Find Candidates
Crlte ria, the resu lts W|“ To fill 2 position, you can search, save, and prioritize candidates meeting your criteria.
show on candidate

cards.

o L=z

Search available candidates

Occupational Series Pay Plan Grade Duty Location

Candidate cards will 2210 nformation Technalogy Management <) (o <) [ v ] [ sanantonio, es .
allow managers to
access applicant’s
documents and take

further actions to save Arewwa— e
candidate on boards or , o o
notlfy H R Of inte rest to Jayden Jimenez Levi Flory Bianca Bostina-Bratu

. Last Applied 04/18/2023 | Available Until 05/18/2026 Last Applied 04/18/2023 | Available Until 05/18/2026 Last Applied 04/18/2023 | Awvailable Until 05/18/2026
hire.

Submit search

‘QUALIFIED FOR JOB ANNOUNCEMEMT QUALIFIED FOR JOB ANNOUNCEMEMT QUALIFIED FOR JOB ANNOUNCEMEMNT
Advanced Tester Advanced Tester Advanced Tester
and no similar positions... and no similar positions.. and no similar positions..

Hiring Manager Experience ( Vo Voo




Review Resumes

USA Staffing’

Request to Fill Position Candidate Inventory

Hiring Managers ot Cancicate nventony Home

review resumes and e s a = o
other documents for i
relevant skills and -
experience.

Last Updated on: April 18, 2023 Available to hire until: November 10, 2028 Located in: Bremerton, Washington See job announcement (4

Relevant candidate Application Documents
information such as
name, contact T %
information, and last

Day Phone: 555-555-5555

updated application it soensons g o

Work Experience:

date remain easily

o 1235 E Street
a C C e S S I b l e Washington, DC 90000 United States
° 03/2018 - Present
Salary: 0.00 USD Bi-weekly
Hours per week: 40

HR Specialist

=  b8037a42-e34b-4458-8b5d-77790f5cb126

| work the help desk; answer questions.

Education:
WSU Pullman, WA United States

Hiring Manager Experience




Contact HR

Managers may send
candidate
information back to
their HR
representatives.

HR will make the

final decision based
on agency policy for
what the next steps

should be.

Hiring Manager Experience

Hire a Candidate

If you're interested in hiring this candidate, please notify your HR Office or specialist. They will
reach out to you with any follow-up questions.

Recipients

Request to hire candidate from Vacancy 10064614
usastaffingoffice@opm.gov
To @ Heinz, Briana
Cc @ Heinz, Briana

Hello,

| found candidate, Bianca Bostina-Bratu, in USA Staffing's Candidate Inventory, who gualified for a Advanced Tester. | believe they would be a great fit for
my position and request your assistance in taking the next steps to hire them.

To see their application package and review it for yourself, click the link below.
https://core-dev.usastaffing. gov/Staffing/Applicant/Edit/201520

Here is some additional information to help you find and access the candidate's application:
Vacancy: 10064614
Regards,

Bri Heinz




Candidate Inventory Resources
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Implementation Materials now Available

What is Candidate Inventory?

OPM |USA Staffing

Candidate
Inventory Overview

Briefing Slides

Purpose

The purpose of this document is to provide a starting point for agencies to consider when developing
USA Staffing (USAS) Candidate Inventory (Cl) processes and procedures within their agency. We
recommend you use this example in conjunction with the Candidate Inventory Pre-Implementation
Guide. These examples are not all inclusive and only include the most common guidance that should
be considered. We recommend you consult with your agency policy personnel when developing
agency-specific Cl guidance.

System Process Example

Vacancy Eligibility Example

This Vacancy El lity example is not all inclusive and only includes the most common guidance
that should be considered. We recommend you consult with your agency policy personnel when
developing agency-specific Cl guidance.

Vacancy announcements may have Cl enabled when the position meets one of the following
requirements:

Frequently Recruited Vacancies;

Difficult to fill;

Mission Critical Occupation (MCO);

Staffing Shortage; or

Has an approved Direct Hire Authority (DHA) [Insert specific approved DHAs, if applicable]

Vacancy and Certificate Ineligibility Example

This Vacancy and Certificate Ineligibility example is not all inclusive and only includes the most
common guidance that should be considered. We recommend you consult with your agency
policy personnel when developing agency-specific Cl guidance.

The following vacancy announcements and certificate types are not eligible for inclusion in Cl:

Delegated Examining Unit (DEU);

Certificate types that require veterans’ preference considerations, such as Category Rating
and Rule of Three; and

Some DHAs [Insert specific DHAs, if applicable.]

NEW: Business Process Rules Example

PM | USA Staffing

Cangidate iInventory Benefits

Marketing Flyer

Candidate Inventory

Frequently Asked
Questions

Frequently Asked Questions

Candidate
Inventory Overview

i

» o
So what we've done is we have muted all lines to make sure there's no background noise, because we will be recording this session,

and that way we can send out the recor 1o any individuals who maybe wanna re-walch it at a later, time, or for you 1o be able to
[ W e

Demonstration Recording
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Reporting Capabilities for Candidate Inventory

Application Processing

Questionnaire Settings

[[] Collect Service Computation Date
[] Do not collect Veterans' Preference

[] Do nokt collect Lowest Acceptable Grade
Enable Candidate Inventary
[] Limit the number of locations that a user can select to a maximum of

Require completion of all announcement and assessment items

Cognos Report Path:

Agencies will be able to report on vacancies

where the Candidate Inventory has been
“enabled”

Agencies will be able to report on applicants
who “opt-in” to having their application on
the Candidate Inventory

Agencies will be able to report certificate level
information when Candidate Inventory has
been enabled

Team Content > USA Staffing Packages and Folders > Hiring Data Warehouse > Production Metrics > Candidate Inventory

22 Report
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Candidate Inventory Timeline
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Summer 2023 November 2023 December 2023 Jan5,2024 /) %7
@ ® O —@
Release HR Release partial Release Release full
Configurations Hiring Manager remaining Candidate

to Production

Release
Change
Management
Materials

accessto
Stage

Hiring Manager
features to Stage

Partner with
agencies on
implementation
plans

Inventory “MVP”
to Production

FY 2024

HM Saved Search
Capability

HM Creation of
Custom Boards

Additional HR
flexibilities

Access controls/
permissions
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Thank youl!

Questions?

Bridget Dongarra
USA Staffing Program Manager
Bridget.Dongarra@opm.gov

24
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I Pooled Hiring Feature Comparison

il bbb

Candidate Inventory Talent Pools Resume Mining
Platform: USA Staffing Platform: USAJOBS Agency Talent Portal  Platform: USAJOBS Agency Talent Portal
Scope: Within an agency Scope: Government-Wide Scope: 1M+ searchable resumes on USAJOBS

Use Case: Source candidates from Use Case: Share Cross-Gov or Competitive Use Case: Find job seekers interested in

existing internal certificates Service Act certificates between agencies Federal Employment




Minimally Viable Product (MVP) Post-MVP

* Hiring Managers save

* HR Configurations
searches

* Hiring Managers search & view

candidate details & documents * Hiring Managers create &

.. , share custom boards
* Hiring Managers save candidates &

track level of interest

* Hiring Managers hide
candidates

e Additional HR flexibilities

* Hiring Managers email HR to request
hire of candidate
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