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What is USA Staffing?

Federal HR CommunityPosition

Classification

Recruitment

Staffing

Applicant Assessment

Onboarding

Data Integration

Advanced Analytics

• 89% of USAJOBS vacancies 
are posted through USA 
Staffing

• Supports Federal policies, 
practices, and laws for the 
full range of Federal hiring 

• Primary interface for 
managers, HR professionals, 
applicants, and new hires 
interacting with the hiring 
process

• An evolving, customer-
focused, Agile shared 
service 

Hiring

Managers
Applicants New Hires

OPM’s Talent Acquisition System for agencies

HR 

Professionals
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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. 
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Candidate Inventory Benefits

Hiring Managers have 
easy access to Pre -

Qualified candidates.

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

Direct Hire & Merit 
Promotion positions.

Applicants experience 
efficiency in the hiring 

process as they submit a 
single application.

ApplicantsHiring Managers Agencies
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Candidate Inventory Feature Overview

6

Human Resources Experience
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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?
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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. 

Building your
Candidate
Inventory

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

HR configures Vacancy to be Shared

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

HR Configures Applicant 
Lists/Certificates to be Shared 

For each list, determine if its applicants should be 
shared and when/for how long

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



Step 1: HR sets a Vacancy as Shared
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Building the Candidate Inventory

A Vacancy-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.

Vacancy Settings page in USA Staffing (HR)



Step 2: Applicants Opt-In/Out
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Building the Candidate Inventory

Enabling Candidate Inventory 
automatically adds a standard 
Opt-In/Out question to the job 
posting

An applicant would have the 
opportunity to answer differently 
if applying to multiple jobs.

USA Staffing’s Online Application (Applicant)



Step 3: HR Reviews Applicants
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Building the Candidate Inventory

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

Candidates can be included 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

Step 4: Certificate Settings
HR determines which applicant 
lists populate the Candidate 
Inventory – and for how long.

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

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



All criteria must be met for an applicant to be included in 
Candidate Inventory:

Step 1:
Vacancy 
Setting 
Enabled

Step 2:
Applicant 

Agrees to be 
Shared

Step 3:
HR Reviews 
Applicant

Step 4: 
Applicant on 

Shared 
Applicant 

List Outcome

Applicant 1 Not shared

Applicant 2 Not shared

Applicant 3 Not shared

Applicant 4 Not shared

Applicant 5 Shared
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Candidate Inventory Overview

14

Hiring Manager Experience
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Hiring Manager Experience

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



Search

Managers are guided to select 
criteria that will focus search 
results on the right job series, 
grade, and location.

On-page instructions 
orient managers to this new 
process and provide context on 
what they can expect next

Hiring Manager Experience



Review Results

If candidates match the 
manager’s search 
criteria, the results will 
show on candidate 
cards.

Candidate cards will 
allow managers to 
access applicant’s 
documents and take 
further actions to save 
candidate on boards or 
notify HR of interest to 
hire.

Hiring Manager Experience



Review Resumes

Hiring Managers 
review resumes and 
other documents for 
relevant skills and 
experience.​

Relevant candidate 
information such as 
name, contact 
information, and last 
updated application 
date remain easily 
accessible. 

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
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Candidate Inventory Resources

20
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Implementation Materials now Available

Marketing Flyer

Pre-Implementation Guide

Briefing Slides
Demonstration Recording

Frequently Asked Questions

NEW: Business Process Rules Example

https://resourcecenter.usastaffing.gov/hc/en-us/sections/32525668267284-Candidate-Inventory
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Reporting Capabilities for Candidate Inventory

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

Cognos Report Path:
Team Content > USA Staffing Packages and Folders > Hiring Data Warehouse > Production Metrics > Candidate Inventory 
Report
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Candidate Inventory Timeline

Release 
Change 
Management 
Materials 

Release HR 
Configurations 
to Production 

Release partial 
Hiring Manager 
access to 
Stage

Release 
remaining 
Hiring Manager 
features to Stage

HM Saved Search 
Capability

HM Creation of 
Custom Boards

December 2023 FY 2024

Partner with 
agencies on 
implementation 
plans

Additional HR 
flexibilities

November 2023 Jan 5, 2024

Release full 
Candidate 
Inventory “MVP” 
to Production

Access controls/ 
permissions

Summer 2023
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Thank you!

Questions?

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

mailto:Bridget.Dongarra@opm.gov
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Platform: USA Staffing
Scope: Within an agency

Use Case: Source candidates from 
existing internal certificates

Candidate Inventory Talent Pools
Platform: USAJOBS Agency Talent Portal

Scope: Government-Wide
Use Case: Share Cross-Gov or Competitive 
Service Act certificates between agencies

Resume Mining
Platform: USAJOBS Agency Talent Portal

Scope: 1M+ searchable resumes on USAJOBS 
Use Case: Find job seekers interested in 

Federal Employment

Pooled Hiring Feature Comparison
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• HR Configurations 

• Hiring Managers search & view 
candidate details & documents

• Hiring Managers save candidates & 
track level of interest

• Hiring Managers email HR to request 
hire of candidate

• Hiring Managers save 
searches

• Hiring Managers create & 
share custom boards

• Hiring Managers hide 
candidates

• Additional HR flexibilities  

Minimally Viable Product (MVP) Post-MVP
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