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I Ground Rules

Questions:

Use the Chat feature in Microsoft Teams to ask questions. The
Chat will be sent after today’s meeting.

Recording:

Today's meeting is recorded. A link to the recording and slides will
be posted on the Resource Center.

Captions:

A copy of today’'s meeting transcript can be requested from your
Account Manager after the meeting.
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Merit Hiring Plan
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I Four Short Essay Questions Guidelines

Adding Merit Hiring Plan essay questions
« Merit Hiring Plan Frequently Asked

Questions

1. Select an announcement.
2. Select Announcement Questionnaire.

* Q 2 6 : “. e lf. an app/icant do eS n Ot j E:‘tee‘crtt:::esc:ic::,:gtle. We recommend using the name: Short Essay Questions.
answer the questions along with their N

application, they are not disqualified or
screened out.”

 Additional Merit Hiring Plan Guidance on
Using the Four Short Essay Questions

« Online Help Topic on “Adding Merit
Hiring Plan essay questions”

5. Select Add.
6. Select Add to Section.
7. Select Bundle.
USA Staffing”
VACANCY 10194629 ~



https://www.opm.gov/policy-data-oversight/hiring-information/merit-hiring-plan-resources/merit-hiring-plan-frequently-asked-questions/
https://www.opm.gov/policy-data-oversight/hiring-information/merit-hiring-plan-resources/merit-hiring-plan-frequently-asked-questions/
https://content.govdelivery.com/accounts/USOPM/bulletins/3e5f668
https://content.govdelivery.com/accounts/USOPM/bulletins/3e5f668
https://support.usastaffing.gov/hc/en-us/articles/38368649583764-Adding-Merit-Hiring-Plan-essay-questions
https://support.usastaffing.gov/hc/en-us/articles/38368649583764-Adding-Merit-Hiring-Plan-essay-questions

Four Short Essay Questions: “All items required” settings

In Admin>Default Settings, the “Require
completion of all announcement and assessment
items” setting defaults all vacancies to require
responses to all announcement and assessment
questions for the selected Office.

When enabled in the vacancy, this setting
overrides item-level settings and makes

all responses required prior to submitting -
including the four short essay questions.

We will un-check this setting for all offices to

help agencies comply with OPM guidance, which
says applicants may not be compelled to provide
answer these questions.

Changing the Admin setting will not affect existing
vacancies. Please check existing vacancies to
ensure they are correctly configured.

Use item-level settings to require responses where

needed.

U S A S-t Q ffi N g@ Stage ) Staffing Classification Recruit Admin

ADMINISTRATION ~

£# Default Settings

Default Settings

Announcement Default Settings Assessmenk Defaulk Settings Vacancy Default Settings Review Default Setkings Applicant List Defzult Settings

Office

OFfice alpha

Application Screening

Citizenship Screening

5creen out non-U.5. Citizens

Application Confirmation Messages

Automatically respond to all submitted online applications with the selected notification template

Acknowledgement Lekter (CEG)

Display online application confirmation message

Thank you for your application!

|| Require completion of all announcement and assessment items

Questionna

] Do not collect vet? g
] Do not collect Lowest ptable Grade
|| Require completion of all announcement and assessment items

Application Submission

[l Prevent update of assessment responses after application submission



I Rule of Many

Under the Rule of Many, agencies may certify a
“sufficient number” of candidates — not fewer than three
— from the top of a ranked list, using one of four
methods:

« Cut-off score based on job analysis data.
« Cut-off score based on business necessity.
« Set number of top-ranked candidates.

Set percentage of top-ranked candidates.

Applicants are numerically scored (with veterans'’
preference points applied where applicable) and listed in
rank order.

The rule codifies the Three Considerations Rule,
allowing removal of a candidate from further
consideration after being legitimately considered three
times for the same position.

43135

Rules and Regulations

Federal Register
Vaol. 90, No. 171

Monday, September 8, 2025

This section of the FEDERAL REGISTER
contains regulatory documents having general
applicability and legal effect, most of which
are keyed 1o and codified in the Code of
Federal Regulations, which is published under
50 titkes pursuant 1o 44 U.S.C. 1510.

The Code of Federal Regulations is sold by
the Superintendant of Documents.

'OFFICE OF PERSONNEL
MANAGEMENT

5 CFR Parts 302, 332, and 337
[Docket 1D: OPM-2023-0015]

RIN 3206-AN80

Reinvigorating Merit-Based Hiring
Through Candidate Ranking in the

Competitive and Excepted Service
(Rule of Many)

AGENCY: Office of Personnel
Management.
ACTION: Final rule.

SUMMARY: The Office of Personnel
Management (OPM)] is issuing this final
rule to implement changes authorized
by the National Defense Authorization
Act (NDAA) for Fiscal Year 2019
governing the selection of candidates
from competitive lists of eligibles. These
changes are meant to encourage the use
of rigorous, merit-based candidate
rankings when hiring in the competitive
and excepted service. They also provide
expanded flexibility to agencies in the
selection of candidates under delegated
examining procedures. These changes
also affect how agencies select
candidates for excepted service
appointments.

DATES: This rule will be effective on
November 7, 2025. Agencies must be in
full compliance with this final rule not
later than March 9, 2026.

FOR FURTHER INFORMATION CONTACT:
Mike Gilmore by telephone at (202)
936-3261 or Katika Floyd by telephone
at (202) 606-0960; by email at employ@
opm.gov; by fax at (202) 606-4430; or by
TTY at (202) 418-3134.

£LI00I EMENTADY

Tiow: Tha

names, not less than three, from the top
of the appropriate register or list of
eligible candidates, to be considered for
selection, using a cut-off score or other
mechanism established by OFM known
as the “rule of many.” The Act also
affected how agencies may make
selections under 5 CFR part 302,
Employment in the Excepted Service.

On July 21, 2023, OPM issued a
proposed rule at 88 FR 47059 to
implement these provisions. First. OPM
proposed to revise 5 CFR 332.404 to
reflect the rule of many that the Act
codified in 5 U.S.C. 3317(a). Instead of
being required to select from among the
top three candidates for each vacancy
on a numerically ranked list, an official
may select any eligible candidate on the
certificate of eligibles.

The Act also codified at 5 U.5.C.
3318(e) the long-standing practice of
applying the “three considerations
rule.” Under numerical rating and
ranking selection procedures, the three
considerations rule found in 5 CFR
332.405 allows an appointing officer to
remove a candidate from further
consideration if they have considered
that candidate three times for three
separate appointments from the same or
different certificates for the same
position and makes a valid (legal)
selection of another candidate each
time. OPM proposed that, when making
multiple selections from a certificate
under the rule of many, starting with the
fourth selection, the three
considerations rule would allow one
individual to be removed per selection

individual expressed frustration that a
lack of resources prevents agencies from
providing meaningful comment on the
rule but noted that the current hiring
process is so cumbersome as to “not

be[ ] worth the effort.” (OPM-2023—
0015-0002) OFM will not address this
comment because it is bevond the scope
of the rulemaking.

An organization proposed the
establishment of an Office of the
Ombudsman with authority to
investigate individual candidates’
complaints against maladministration. It
felt that this office could also provide a
more transparent look into federal
hiring decisions. (OPM-2023-0015-
0015) OPM does not believe it is
necessary to require agencies to
establish an Office of the Ombudsman
to investigate individual candidate
complaints with respect to the
application of the rule of many or the
three considerations rule. OPM notes
the three considerations rule applied to
the rule of three process for decades and
did not require an Office of the
Ombudsman. Further, removal of a
candidate from consideration under the
three considerations rule must be
documented and added to the
examining case file, which must be
audited by the Delegated Examining
Unit in accordance with the agency’s
Delegated Examining Agreement and
the Delegated Examining Operations
Handhook ' ([DEOH). A candidate may
ask a hiring agency about the status and
disposition of the application submitted

Under the Act, these provisions also
apply to the excepted service.
Accordingly, OPM proposed conforming
edits to 5 CFR part 302.

The 60-day comment period for the
proposed rule lasted from July 21, 2023,
to September 19, 2023. During that time,
OPM received a total of 15 sets of
comments from individuals, federal
agencies, and organizations. In the first
section below, we discuss comments
that address topics related to the rule as
awhole. In the sections that follow, we
address comments related to specific

FEXr R

and the slection. Lastly, because
this provision is discretionary on the
part of hiring agencies, a requirement to
establish an Office of the Ombudsman
may be overly burdensome and
discourage use of this flexibility.

An organization commented that
OFM should use this rulemaking as an
opportunity to promote skills-based
hiring, assessments, and efficient
processes. The organization added that
the federal government will reap the
most benefit from the rule of many
when agencies have access to and use
high-guality technical assessments to



https://www.govinfo.gov/content/pkg/FR-2025-09-08/pdf/2025-17125.pdf

New MHP Resources and Training Available

* Answers to Frequently Merit Hiring Plan Resources
AS ke d Q u esti O n S Overview Training & Learning Series Assessment Job Application Process Pooled Hiring

 Job Titling Guidance in Overview
A l i g n m e nt W i t h In response to the President's direction in Executive Order 14170 titled, "Reforming the Federal

Hiring Process and Restoring Merit to Government Service,” the Domestic Policy Council and

Exec utive O rd e r 14 l 70 the U.S. Office of Personnel Management (OPM) issued a Merit Hiring Plan (May 29, 2025).

This new plan is an ambitious overhaul of federal hiring processes to restore accountability,

. e o ensure merit-based recruitment, and attract top talent to the federal government. It
a n d th e M e rlt H I rl n g modernizes recruitment practices, eliminates outdated barriers, and reaffirms the foundational
et principle that federal employment is based on skill, dedication, and a commitment to American
P la n ideals. The plan includes the following appendices:

1. HR Best Practices That Agencies Must Adopt
. . 2. Primer on Custom Job Postings
c OPM M H
e rl t I rl n g 3. Table of Current Federal Hiring Authorities
4.The 135 Job Series for Which USA Hire Currently Has Validated Assessments

I_e a r n I n Q S e rl eS | 5. Overview of Technical and Alternative Assessments
7 ||

6. OPM Resources for Agencies to Maximally Adopt Technical and Alternative

Eve ntb rite Assessments

7. Primer on USA Hire

Merit Hiring Resources Page



https://www.opm.gov/policy-data-oversight/hiring-information/merit-hiring-plan-resources/merit-hiring-plan-frequently-asked-questions/
https://www.opm.gov/policy-data-oversight/hiring-information/merit-hiring-plan-resources/merit-hiring-plan-frequently-asked-questions/
https://content.govdelivery.com/accounts/USOPM/bulletins/3f1d076
https://content.govdelivery.com/accounts/USOPM/bulletins/3f1d076
https://content.govdelivery.com/accounts/USOPM/bulletins/3f1d076
https://content.govdelivery.com/accounts/USOPM/bulletins/3f1d076
https://content.govdelivery.com/accounts/USOPM/bulletins/3f1d076
https://www.eventbrite.com/cc/opm-merit-hiring-learning-series-4433703
https://www.eventbrite.com/cc/opm-merit-hiring-learning-series-4433703
https://www.eventbrite.com/cc/opm-merit-hiring-learning-series-4433703
https://www.opm.gov/policy-data-oversight/hiring-information/merit-hiring-plan-resources/#url=Overview

I Merit Hiring Learning Series: USA Hire

USA Hire Interview and Custom
Assessments

USA Hire Interview provides a platform for
agencies to conduct virtual interviews. USA Hire
also supports agencies specific assessment
needs for mission-critical positions through
custom assessments.

When: Wed, September 10t 3:30-4:30 PM ET

Registration Link: EventBrite

USA Hire Standard Assessments

The USA Hire Standard Assessments cover 135
job series for non-supervisory positions. These
assessments measure general competencies
related to the position, based on government-
wide job analysis. This session will also highlight
the new Early Career Talent Assessment.

When: Thurs, September 11t 2:00-3:30 PM ET

Registration Link: Eventbrite



https://www.eventbrite.com/e/usa-hire-interview-and-custom-assessments-tickets-1571894642189?aff=odcleoeventsincollection
https://www.eventbrite.com/e/usa-hire-standard-assessments-tickets-1571869476919?aff=odcleoeventsincollection

I Merit Hiring Learning Series: Pooled Hiring

This session will educate attendees
on an overview of pooled hiring, o o
such as the benefits, the authorities Pooled Hiring Capabilities
that allow pooled hiring and the

OPM tools that facilitate pooled °o_0 ﬁ :
hiring. o

o
o
o

=

Candidate Inventory Talent Pools Talent Programs
th Platform: USA Staffing Platform: USAJOBS Agency Platiovim USKIGHS Ageney
When: Monday, September 15 Scope, W nagency (U4
° ! organization) Government-wide Use Case: Government-wide Use Case:
Use Case: Source candidates from Share Cross-Gov or Competitive share a curated group of vetted
1 ° O O ' I l _— 2 ° 3 O m ET existinginternal certificates Service Act certificates between candidates who have applied to
. . agencies federal programs and may be
) eligible for conversion through
OPM :2ivssonen feiEtient el

Registration URL: Pooled & Shared
Hiring (including Candidate
Inventory)



https://www.eventbrite.com/e/pooled-shared-hiring-including-candidate-inventory-tickets-1567212457649?aff=ebdsshcopyurl&utm-campaign=social&utm-content=attendeeshare&utm-medium=discovery&utm-term=creator-collections&utm-share-source=creator-collections
https://www.eventbrite.com/e/pooled-shared-hiring-including-candidate-inventory-tickets-1567212457649?aff=ebdsshcopyurl&utm-campaign=social&utm-content=attendeeshare&utm-medium=discovery&utm-term=creator-collections&utm-share-source=creator-collections
https://www.eventbrite.com/e/pooled-shared-hiring-including-candidate-inventory-tickets-1567212457649?aff=ebdsshcopyurl&utm-campaign=social&utm-content=attendeeshare&utm-medium=discovery&utm-term=creator-collections&utm-share-source=creator-collections

Improving Announcement and Notifications Content -
Special Session for Office Admins

When: Wednesday, October 1,
2025 at 2pm ET

Audience: Agency's USA Staffing
Office Administrators and Super
Users who manage templates will
receive a calendar invite

Agenda:

* Present research findings about
improving applicant
communication

e — e —— e —— « What agencies can (and should!)
do to improve applicant
communication




Early Career Talent Assessment (ECTA)

10:35 T

* Included with USA Hire Standard starting in
FY26 Q1.

B Early Career Interaction

Assessment (ECIA)

« Assessment will be available for all student ff Posessr
tr aln e e J Ob S erl e S: Chaose which of the two statements below is

e Series: 0099-2299
e Grades:3,4,5,7,9, &11

« Designed for applicants to complete either on
a mobile device or laptop/desktop computer




Two-page Resume

Megan Arens, USAJOBS Customer Experience Manager



Two Page Resume Limit

The Merit Hiring Plan requires federal agencies to limit resumes to two pages

USAJOBS will implement changes that ensure all applicant resumes are two or fewer
pages on September 27,2025

* Includes resumes stored in a job seeker profile, new uploaded resumes, resume builder
resumes, and searchable resumes in the Agency Talent Portal

OPM will publish guidance on the two-page resume limit soon

USAJOBS is informing job seekers through:
* Banners notifying job seekers of the upcoming resume change

* Updated Help Center content
* Updated sidebar help content where resumes are created/uploaded

* Posts on the resume change and other best practices on the USAJOBS’s LinkedIn page
(follow us here USAJOBS | LinkedIn)

* Future: Emailing job seekers who have searchable resumes informing them of the new two-
page resume limit



https://www.linkedin.com/company/usajobs

Existing Resumes Stored in
Seeker Profiles

* USAJOBS will NOT delete or remove
any job seeker profile data or resumes.

« USAJOBS will validate the page length
of all existing resumes stored in the job
seeker’s profile (uploaded and builder
resumes).

* The job seeker will need to take action
on resumes stored in their profile
based on the resume length and status
(e.g., Ready for use, too long, etc.).

e Job seekers will need to mark a new
two-page resume searchable.

USAJOBS

Resumes & documents

Resurmes J

Add a resume to your profile

Voucan add up 103 resurmes

Why build a resume on USAJOBST

+ Faderal johs sometimes raguirs mors Infermation than privats sector jeks. Rasu ]
Eridilcter walhes yaoia Thcas B oGes:
art your resame with your USAMIBS profile informeti o
u can easily make ies 2rd custamize w rasume for different jobs.
ﬁﬁﬁﬁﬁﬁﬁﬁﬁ @ managers prader rasumsas bullt in USA 0SS, Check tha ob announcemeant.
Make a resume searchable
k e searchibl o ly ble 1o, Recruiles

=Title of resume at or less than 2 pages=

Uit an 01002
Searchable wrbl (140156

=Title of resume at or less than 2 pages=

@ Acady for usa

=Title of incomplete/unpreviewed resume:=

exceed two pages,

=Title of resume over 2 pages=

oo

& Too long

Th wime s o il e
i, Virls 28

+ Makes searchable

® Help

Resume limited to two pages
Fedaral agancies will on Iy BEcepl resumes
nnnnnnnnnnn

What to not include in your

What file types can | use?
=Corlent in rey i

Additional help

This is a mock-up and subject to change.




New Resumes Uploaded to
Seeker Profiles

ES AR athioal websibe of the United States gavernment  Hers's now you Knaws
USAJOBS © Emi

Upload a resume

@ This resume is over two pages.

After we converted this resume to a PDF, itis longer than two pages and can't be uploaded.
‘fou must upload a resume that is two pages or less,

* After the two-page resume requirement goes into
effect, all new uploaded resumés to USAJOBS will
be converted to PDF before being accepted into
the job seeker's profile

« USAJOBS will continue to accept the current file
formats and current file size limits will still apply

* The job seeker must review the pdf version of
their uploaded resumé before they can save itin
their profile

« USAJOBS will not allow the resume to be saved in
the profile if it exceeds two pages




I Resume Builder Resumes

USAJOBS will streamline the layout of the resume builder and convert all builder resumes to PDF.
The following fields will be available in USAJOBS builder resumes™:

* Required fields:

» Contact information: Name and how best to contact you (email and phone)

» Relevant work experience: should align to the JOA and address all required qualifications
and include job title, employer, start/end dates, number of hours worked per week

» Education, certification or licensure: If required, education should include
school/institution name, completion date, degree type and cumulative GPA

» Optionalfields: current security clearance, job-related training, language skills,
organizations/affiliations, professional publications and references

 Removed fields: availability, location preferences, salary, street address

*Applicants will be guided to include this same content in uploaded resumes to drive consistency.

17



Resume Builder Mock-up

USAJOBS

Build a resume

Rasuma nama *

<name> Rasumas <date>

@ Relevant work experience

You may sdd up to 10 entries.

° <lob title>
<Foderal employer namae=
May 2022 -May 2025

© <iob title>
<Non-federal employer namae>
May 2022 -May 2025

© <ob titlex
<Non-tederal employer namae>
May 2022 - May 2025

Add work experience

© Emity

Update resume name

@ Education, certification or licensures

You may add up to 10 entries.

O <Degree or level attained>
<Schoal or program name>

© <Degree or level attained>
«Sechool or program name>

O <Degree or level attained>
<Schoal or program name>

Add education

® Job-related training ..

Losem Ipsum dolor sit amet, consectetur adipiscing elit, sed do elusmed tempor

incididunt ut labore et dolore magna alkgua. Ut enim ad minim venlam, quis nostrud

exercitation ullamco Laboris nisi ut sliquip &x ea commodo congequat.

Edit job-related tralning

@ Language skills

You may add up to 10 entries.

© <Language>

@ Help

Create your resume using the USAJIOBS

dar. Wa'll guide you through tha
pracess of adding your aducational
hackground, work experience, references,
language skills, professional affiliations
and any additional info you think will

strengthen your resume.

Resumes soon limited to two
pages
Starting end of September 2025, federal

agencies will only

cepl resumes up to

ng

Builder Resume PDF Mock-up

[Name]

Phone: [Phone number]

Relevant work experience

Email: [Email address]

[Formal job title] | [Employer name] | [City/Town if provided], [State if provided] [Country
if provided]

[Duties, Accomplishments and Related Skills]

[Formal job title] | [Employer name] | [City/Town if provided], [State if provided] [Country
if provided]
Series: [Series if provided] - Grade: [Grade if provided]

[Duties, Accomplishments and Related Skills]

Education, certification or licensures

[Start date] - [End date]
Hours per week: [avg. work hours
per week]

[Start date] - [End date]
Hours per week: [avg. work hours
per week]

[School or program name], [City/Town], [State]

[Degree or level attained] | GPA: [GPA if provided] of a maximum [of GPA Max. if
provided] | Credits Earned: [Total credits earned if provided)]

Major: [Major if provided] | Minor: [Minor if provided] | Honors: [Honors if provided]
[Relevant coursework, certifications, or licensures if provided]

Job-related training

Completion date: [Completion
Date]

[Job related training]

Language skills
[Name of language] | Spoken: [Spoken skill] | Written: [Written skill] | Read: [Reading skill]
[Name of language] | Spoken: [Spoken skill] | Written: [Written skill] | Read: [Reading skill]

Professional publications

[Professional Publications)

Additional information

[Additional information]




Searchable Resumes and Campaigns in
Agency Talent Portal (ATP)

* All searchable resumes and resumes added to campaigns will expire from the Agency
Talent Portal on 9/27/25

* ATP users can export candidate information from campaigns and save resumes before
resumes expire on 9/27/25

* USAJOBS is communicating with job seekers who have a searchable resume to take
action on the resumes stored in their profile and mark one resume searchable after
9/27/25; ATP will be re-populated with searchable resumes in real time

* Resumes in ATP Talent Pools and Talent Programs will not expire

* Agencies may continue to consider applicants with resumes longer than two pagesin
existing Talent Pools and Talent Programs

* The two-page resume requirement will apply to all new Talent Pools created after 9/27 and
all candidates added to Talent Programs after 9/27

19



I Timeline for Agency Action

Beginning 8/20/25

* USAJOBS prepares
agencies and job
seekers for two-
page resume
solution

Monday 9/15/25

e USAJOBS releases the
two-page resume
solution in UAT

» Agency customers can
try out the new two-
page resume feature
in UAT; send any
questions or concerns
to:
USAJOBSEngagement

@opm.gov

Friday 9/26/25

* Agencies must close

all JOAs that accept
applications via
USAJOBS on or before
this date, including
Open Continuous JOAs

ATP users can
download resumes or
export candidate
contact information
from campaigns before
this date

Saturday 9/27/25

 USAJOBS releases
the technical two-
page resume solution

» All searchable
resumés and
campaigns expire
from ATP

If a JOA opens before 9/26/25, ensure it fulfills the required minimum open period.

—

Monday 9/29/25

. Agencies may commence

opening new JOAs. The
requirement for submitting
a two-page resume should
be clearly stated in the
“How to Apply” or
“Required Documents”
sections of all JOAs that
open on or after 9/29/25

Agencies should encourage
job seekers to mark a new
resumé searchable

Agencies may start resumé
mining and creating new
campaigns

20
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Two Page Resume: USA Staffing Applicant Experience

ress
- U.S. Office of
- Personnel Management Position Title  Laundry Folder
—

Agency Office of Personnel Management

Annguncemant Number 12342-CM-25-10070814
Recruiting, Retaining, and Honoring a World-Class Opan Pericd Tuesday, April 22, 2025 to Saturday, February 28, 2026
Workforce to Serve the American People.
Application Package Status: Application Ready to Submit

Documents

Please assign the supporting documents you imported From USAJOBS to the appropriate documant types listed below. IF the document you need was
not impoarted from USAJOBS, you may upload ik directly inte this application.

You MUST assign at least one supporting document For each (required) document type in order ko submit your application. Any available documents
that are not assigned ke an Accepted Document kype will NOT be submiteed as part of your application.

Accepted Documents Available Decuments

Resume (required)
Resumes can amty be mogified on USA0ES

Supperting Decuments Available Documents

Cover Letter r
CCCCCCCC

DD-214) Statement of Service
DDDDDDDD

Select and name your document to upload. Resumes can only be uploaded fram USAJOBS,
Disability Letter (Schedule A)

Documen t Mame |

Disability Letter (VA)

B Document Type | Select Document Type i

Selected File | Choose File | Mo file chosen

aller and can be in one of the following formats: GIF, JPG, JPEG, PNG, TXT, RTF, PDF, or ‘Waord (DOC or DOCK).

A single resume brought from
USAJOBS will be assigned to the
‘Resume’ document type and
cannot be changed.

Applicants are instructed to return
to USAJOBS to make any needed
changes to resumes.

Applicants may not upload a
Resume directly in USA Staffing’s
Application Manager.

Other document types may be
uploaded as usual.




Product Development Updates

Jenn Reaves, USA Staffing Product Manager



I Texting Update

©)

Texting
Objective

=

Expected
Delivery
September 2025

Feature Goal: Enable SMS text messages to New Hires to increase
response rate and decrease response time for Tentative Job Offers. We
expect this will help decrease overall time to hire and improve
candidate engagement in the onboarding process.

» Job Seekers opt-in via their USAJOBS profile to receive SMS text
messages

* SMS text messages will add to, and not replace, email notifications
* Only Tentative Job Offers trigger SMS text messages at this phase
* Agencies may opt-in/out at Customer and New Hire levels

* Check out the August 27 Customer Sprint Review for a recorded
demo

97710

information by text.
Message and data rates
may apply. Terms of
Service:

Congratulations, Emily!

You have a tentative job
offer from Internal
Revenue Service.

Sign in to review:

or check your email.
Reply STOP to opt out.



https://resourcecenter.usastaffing.gov/hc/en-us/articles/32887614311700-Customer-Sprint-Review-Recordings

I Texting Default Settings for Customers & New Hires

U SA St Off | h 9® F Staffing Classification Recruit

ADMINISTRATION - e FIRE ULy CREe - * When Customer setting is

toggled on, all new hires
associated with the Customer

£ Admin Home % Customer Admin 9, Coffee Expert September

@ Owerview Assignments B Questionnaires B Position Information

Edit Customer

Email Pasiticn Title
MDAVISOPM+BILLY1@GMAIL.COM Business Analyst

New Hire # Pay Plzn-Series-Grade Step
H66CH-BYNT G5-1082-12

Onboarding Defaults

o =3 < pom

pefoult Ageneyinformation Customer 2 Linked o Offces AB will receive a text alert when the
Agency/Department Bureau/Division OfFfice A . .
TJO is sent, assuming they have
Onboarding Infermation Notification History Data Transmission History

opted in to receive text alerts
summery within their USAJOBS profile.

Offer Information

Activity/Unit Name

O Use External Name

Default Contact Information

= .  All Customers have this setting
; toggled on by default.

Text Alert ()

Official OFfer

Benefits Contacts

HR Contacts

Additional Contacts [

* New Hire toggle allows HR to
S disable texting for an individual
Position Description # 123 p e rSO n .

Position Sensitivity and Risk

Default Activity Summary

Frequency
Select how often new hires will receive the Activity Summary email
® wmonday / Wednesday / Friday

O Mever

Content
Task - Upcoming and Overdue Active Tasks

e T B e

Default Text Alert (Tentative Offer Only)

.
@ o rettorscstons Default Settings Deployed
Enable this option to automatically elect all new hires associated with this customer to receive text alerts. You can disable the text alert for new hires in their individual records. Note: New hires must also opt-in to receiving text alerts within their USAJOBS
September 3, 2025
epte ero,




Applicant Notification Requirements

Delegated Examining Handbook

You are required to communicate with applicants in a timely manner on at least four touch-
points. The four touch-points are:

1. When the application is received.

2.  When the application is assessed for basic eligibility and minimum qualifications for the job
after all applications have been assessed.

3.  When applications are referred or certified (or not) to the hiring manager.

4, When aselection is made (or not) for the position or the job is canceled.
Merit Hiring Plan

To improve communication with candidates throughout the hiring process, OPM will require
automatic generation of USAJOBS and USA Staffing notifications for applicants at key stages of
the hiring process, instead of relying on agency HR professionals to send notifications.



Applicant Notifications Sent in FY24

Application Notice of Notice of Disposition
Received Results Referral
Application Notifies applicants of Notifies applicants -
submitted their current (often whether they made a Hiring Complete
(already tentative) record status certificate/referral list
automated) (i.e., eligible, ineligible)
\ for each grade level ,

Often combined into a single notification




To provide applicants timely
and consistent final status
updates...

USA Staffing will automate "Disposition"
emails when hiring is complete. This will
improve the applicant experience, reduce
inquiries to HR, ensure compliance with the
Merit Hiring Plan's guidance on notifications,
and bring applicant notifications full circle
through the hiring process.




I Automating Disposition Letters

* When HR marks
Hiring Complete, they
will be prompted to
confirm they wish to Confirmation o

u p d a te th e U SAJ O B S You are about to change the status to Hiring Complete. This

action will send a OPM Disposition Letter only to applicants who

f 1 have not yet received a disposition notice and will update the
Status Or th IS USAJOBS Job Status to Hiring Complete.
Va Ca n Cy a n d Se n d This cannot be undone. Do you want to proceed?

disposition letters. conce

* Logic for determining
who receives
disposition letters is
the same as clicking
the ‘Send Remaining’
button.




New default Disposition Notice settings

USA Staffi ngo L Staffing Classification Recruit Admin Rep

VACANCY 10070770 ~ * The selected tem plate will ADMINISTRATION. ~
= IVa-can:y:wzmjc??u N - Assessment Package | &~ Announ:ement ‘ - ppluntOverview (o] emﬁca a utomatlca lly be Sent to @ Admin Home © Default Settings
applicants when hiring is Default Settings

Hifn OFFctols yordom Chan Taste Tester GS-0023-9 DE-ST
| Announcement Default Settings Assessment Default Settings Vacancy Default Settings Review Default Setting

USA Staoffin 9® N Staffing Classification Recruit

Case File Linked Requests Position Information Eligibilities Supporting Documents m
Application Screening ) marked com plete, Office

. Office A
Age Screening

Do not collect age information

* A new system-level

Use Minimum Age
28

Application Screening

Disposition Template will Cizenship Screening

Screen out non U.S. Citizens

Use Maximum Age

Use Effective Age (Calculated by subtracting Qualifying Experience from actual age) b e th e d efa u lt fO r a l l

Do not screen out applicants who Fail to meet age requirement(s) Ap Dl|cat|0 n Con ﬁ rma t| on M essages

Exclude Veterans from calculation and screening M M

Exclude Land Management Workforce Flexibility Act Eligibles from calculation and screening V a C a n C I e S a n O I C e S W e n
Citizenship Screening B Automatically respond to all submitted online applications with the selected notification template

Screen out non-U.s. Citizens t h i S fe a t u re i S re le a Se d . Application Received Notification Template A

Case Fi le Retention Display online application confirmation message

(J Vacancy is under litigation - Do not archive | ° YO u m a y C h a n ge Va C a n Cy Thank you for your application.

() Administrative Careers with America (ACWA) position - Do not archive

Application Confirmation Messages an d Offlce d efa u ltS to yo ur D:j:::l??::
preferred template.

B Automatically respond to all submitted online applications with the selected notification template Ap D“CEIUO n Ap D“C& t' on P FOCESSi n g

Application Received Motification Template A v

70

Application Received

Questionnaire Settings
Display online application confirmation message 0 not collect Veteran's Preference
B Displ | licati il i o t collect Vet 's Pref

Thank you For your application. \ [] Do not collect Lowest Acceptable Grade

Disposition Notice

OPM Disposition Letter v




I System-level Disposition Templates

=

B O o B B 1 of 1,607 >
Final Decision for Quality Assurance Specialist at USA Staffing Program Office inbox x e [
USA Staffing Office <usastaffingoffice@usastaffing.gov= 11:30 AM (0 minutes ago) Yy “ :
tome -

U.S. Office of
Personnel Management

Recruiting, Retaining, and Honoring a World-Class

WorkForce to Serve the American People.
Thank you for your time and interest in the position Quality Assurance Specialist by USA Staffing Program Office for announcement number 12342-CF-25-10070233.
While your application was forwarded to the selecting official, we regret to inform you that you were not selected for this position.

We arrived at this final decision after a comprehensive review of each applicant's materials, including resumes, assessment responses, and in some cases an interview. If
more positions of the same type become available, federal agencies may consider your application again.

We appreciate your interest and wish you success in your career search. You can learn more and apply for future roles with us by visiting USAJOBS gov.

Sincerely,
OPM Reimbursable




Default Settings

When conditional documents are enabled, USA Staffing
does not allow applicants to submit applications until
they upload documents aligned to the eligibilities
and/or Veterans’ Preference they have claimed.

When used, they have a significant impact on the
number of applicants HR must review for min quals.

more applicants are manually screened
50%

out for missing documents in offices
where this setting is not used

Proposed Changes to Conditional Document

ADMINISTRATION ~

£3 Default Settings

Default Settings

Announcement Default Setkings Assessment Default Settings Vacancy Default Settings Review Default Settings

Office
Office alpha

Application Screening

Citizenship Screening

Screen out non-U.5. Gitizens

Application Confirmation Messages

Automatically respond to all submitted online applications with the selected notification template

Acknowledgement Letter (CEG)

Dizplay online application confirmation message

Thank you for your applicafion!

Require Veterans' Preference supporting documents for application submission
Require eligibility supporting documents For application submission

We plan to default these settings ON for all
offices. Please let your Account Manager know
if you have concerns by October 15, 2025.

announcement and assessment items

ubmission

[) Prevent update of assessment responses after application submission
Require Veterans' Preference supporting documents For application submission
Require eligibility supporting documents for application submission



Probationary & Trial Period
Documentation for New Hires



Probationary &
Trial Period
Documentation for

New Hires

On August 7th, OPM released

to support the April 24th
Executive Order 14284

UNITED STATES OFFICE OF PERSONNEL MANAGEMENT
Washington, DC 20415

August 7, 2025
Memorandum for Chief Human Capital Officers

From: Veronica E. Hinton
Associate Director
Workforce Policy and Innovation

Subject: Updated Guidance on President Trump’s Executive Order Strengthening
Probationary Periods in the Federal Service

On April 24, 2025, President Trump signed an Executive Order (EO) 14284 entitled,
“Strengthening Probationary Periods in the Federal Service.” The EO establishes rules and
policies for managing probationary and trial periods across both the competitive and excepted
services. On April 28, 2025, the Office of Personnel Management (OPM) issued initial guidance
to assist agencies implement the new requirements of the EO.

We are 1ssuing updated questions and answers (Qs and As) in Appendix A, and revising
Appendices B, C, and E, in part, to clarify the factors used to determine if continued employment
1s in the public interest. In addition, we are providing new templates (Appendices G, H, and I)
which may be used, at the agency’s discretion, for communicating the new probationary/trial
period requirements to new employees. We are attaching appendices included in the initial
guidance along with the new and revised appendices for your convenience.

cc: Deputy Chief Human Capital Officers (CHCOs) and Human Resources Directors

Attachments:

Appendix A: (Updated) - Questions and Answers on the New Probationary and Trial Period
Requirements

Appendix B: (Updated) - Sample Certification Determination Notice

Appendix C: (Updated) - Sample Certification Notification to Employee

Appendix D: Sample Petition to the Director of OPM to Reinstate an Employee

Appendix E: (Updated) - Sample Notice to Probationary and Trial Employee of Termination
Date

Appendix F: New Civil Service Rule XI Created by Strengthening Probationary Periods in the
Federal Service

Appendix G: (New) - Sample Statement to be Incorporated into Pre-Employment or Onboarding
Documentation


https://www.opm.gov/chcoc/latest-memos/updated-guidance-on-president-trump-s-executive-order-strengthening-probationary-periods-in-the-federal-service.pdf
https://www.opm.gov/chcoc/latest-memos/updated-guidance-on-president-trump-s-executive-order-strengthening-probationary-periods-in-the-federal-service.pdf
https://www.opm.gov/chcoc/latest-memos/updated-guidance-on-president-trump-s-executive-order-strengthening-probationary-periods-in-the-federal-service.pdf
https://www.opm.gov/chcoc/latest-memos/updated-guidance-on-president-trump-s-executive-order-strengthening-probationary-periods-in-the-federal-service.pdf
https://www.whitehouse.gov/presidential-actions/2025/04/strengthening-probationary-periods-in-the-federal-service/
https://www.whitehouse.gov/presidential-actions/2025/04/strengthening-probationary-periods-in-the-federal-service/

USA Staffi ng@ Stage & Staffing i Recruit Admin i oo At S ENEE = 2 oo
ADMINISTRATION «~

£ Admin Home > 3 Acknowledge 1-year Probationary Period

New System-level § sl
Onboarding Tasks [ prmiee

All Task Types v | allPurposes v | AllStatuses v | | Tag Show System Templates period
Task Name Type ¢ | Purpose ¢ | Status ¢ | Owned By
Acknowledge 1-vear Probationary Period General Onboarding Published MNew Hire

) Ca n be a SS i gn ed to n eW h i res Acknowledge 2-year Trial Period General Onboarding Published New Hire
and/or added to existing
workflows

U S A St Q ff i LY tage * ST Classification Recruit Admin Reports v  Advanced Search OPM System Admin -OPM  w

ADMINISTRATICN ~ P e

£+ Admin Home Tasks 3 Acknowledge 1-year Probationary Period

When assigned, the new hire
reads the condition of

Acknowledge 1-year Probationary Period *=Required

& History

employment statement and

Acknowledge 1-year Probationary Period

agrees to understanding and

Alt+0 opens the Accessibility Instructions dialog window

acknowledges the condition ==

-
of e m p l Oy m e n t by As a condition of employment for accepting this position, you will be required to serve a 1-year probationary period during which we will evaluate your fitness and whether your continued employment advances the public interest. In determining if your employment advances the public

i || = Q|| Font -|| size -||A- B-

interest, we may consider the following:

« performance and conduct;

completing the task L s o

» whether your continued employment would advance organizational goals of the agency or the Government; and
« whether your continued employment would advance the efficiency of the service.

. Upon completion of your probationary period your empleyment will be terminated unless you receive certification, in writing, that your continued employment advances the public interest. If you do not receive certification for continued empleyment, you should receive written notice prior to
N 0 W et O r e e Ct ro n I C the end of your probationary period that your employment will be terminated and the effective date of such termination.
. . d b By marking this task complete, you are indicating you understand and acknowledge this condition of employment.
signature Is captured, but
. .
completion of the task is
f h ©Onboarding v Mew Hire v Published
Ca ptu red a S p a rt O t e n eW Allow this task to be assigned to candidates with a return status of Vetting? ® Yas O No
.
h I re re CO rd /dd a Task Results Set to this Task Template? O Yes ® No

Owning Office *

Owned By Status Task Type

v General v

Tags Task Definition ID
ASMG ACWA Access OFfice v ASMG ACWA Access OFfice || x OFffice of Personnel Management | x OPM Program 51924

% US Office of Personnel Management




Welcome O Tasks @ Help Center W Contact Us Loggedinas: Clara Oswald ~

New Hire View

Onboarding Progress = 14%

.S. Offi F
= U.S. Office o _

Personnel Management

Position Title: Business Analyst
Pay Plan-Series-Grade: GS-0343-14

¢ R d I [ Recruiting, Retsining, and Honoring a World-Class Duty Location: Anywhere in the U.S. (remote job), United States
ea n Stru Ctl O nS WorkForce to Serve the American People. Y e ( Job).

* Enter Completion Date Task Detalls
to aCkn OWled ge Due Date Task Name
u n d e rsta n d i n g Acknowledge 2-year Trial Period

Instructions

As a condition of employment for accepting this position, you will be required to serve a 2-year trial period during which we will evaluate your fitness and whether your
continued employment advances the public interest. In determining if your employment advances the public interest, we may consider the following:

« performance and conduct;

« the needs and interests of the agency;

« whether your continued employment would advance organizational goals of the agency or the Government; and

« whether your continued employment would advance the efficiency of the service.

e Close Task

Upon completion of your trial period your employment will be terminated unless you receive certification, in writing, that your continued employment advances the public
interest. If you do not receive certification for continued employment, you should receive written notice prior to the end of your trial period that your employment will be
terminated and the effective date of such termination.

By marking this task complete, you are indicating you understand and acknowledge this condition of employment.

Completion Date

08/25/2025 &




Online Help Upgrade

Kasey Acres
USA Staffing User Support



I Advisory Board Resource Center

Advisory Board Online Help

—

Advisory Board (@

Resource Center ~ - =
OPM|USA Staf‘fing’f’ La u n C h e d

P — March 31, 2025
e Over 48K views

System Login Additional Resources System Status Information Online Help Links

(] |
« USA Staffing - Production e Release'Calendar o Current System Status e USA Staffing Online Help S I | I C e | a u I l C

® USA Staffing - Stage * Reporting and Analytics e Hiring Manager Online Help

® USA Staffing - Training * Interconnections Merit Hiring Plan ¢ Application Manager Online Help
* USAJOBS Resources ¢ Merit Hiring Plan Resources New Hire Online Help

USA Hire Agency Resource Center

USA Hire Applicant Resource Center

An official website of the U.S. Office of Personnel Management.

About OPM Terms and Conditions of Use Privacy policy Accessibility Vulnerability Disclosure Policy

https://resourcecenter.usastaffing.gov/



https://resourcecenter.usastaffing.gov/

Articles in this section

Merit Hiring Plan Resources

implementing the Merit Hiring Plan in the USA Staffing system.
OPM Merit Hiring Plan Resource Center
+ Merit Hiring Plan Frequently Asked Questions
« Merit Hiring Plan Fact Sheet
Available USA Staffing Resources

« Assessments

MHP Section

11.€ - Requiring Technical or Alternative
deral

nd Ending Self-Assessments

« Application Process

MHP Section

All Federal competiti

external). it is not a r

« Pooled Hiring

MHP Section Hiring Element
nt of the Merit Hiring Plar
v 80 days by emphasizing the usi
ificate
IV - Reducing Time-to-Hire 1o 80 Days | Executive Order 14170 directs that gove
t Hiring Plar

ing Plan (MHP) Resource Center page

atains valuable

Hiring Element

nally strongly enc

Hiring Element

equirement

Was thi

{iring Pla

rit pramotion hiring (both internal a

time

al refer

uding available resources o assist agencies with

Available USA Staffing Resources

Available USA Staffing Resources

Avallable USA Staffing Resources

USA Staffing
Resources relevant to
the Merit Hiring Plan

New!

A new page in the
resource center provides
an index of USA Staffing
Resources and how they

are related to Merit Hiring
Plan requirements.



https://resourcecenter.usastaffing.gov/hc/en-us/articles/40374832782356-Merit-Hiring-Plan-Resources
https://resourcecenter.usastaffing.gov/hc/en-us/articles/40374832782356-Merit-Hiring-Plan-Resources

Current System S5tatus

System Status Page

« Provides Current System Status

« Impacted Environment (e.g.,
Production, Stage, Data)

 Start Date and Time

* Anticipated Resolution Date and
Time

* Issue Description

 Available workaround or guidelines

* Viewed over 20K times since

O March 2025

Current System Status

Current System Status



https://resourcecenter.usastaffing.gov/hc/en-us/articles/35799527771668-Current-System-Status

USA Staffing Online Training Modules

31 seconds ago - Updated

The USA Staffing online training modules are designed to provide your users “just in time" training in small, concentrated modules for each area of the system.
Each self-paced training module is available 24/7 and your users may re-take courses at any time.

Follow the instructions in the USA Staffing Online Training Registration Instructions.

To access the Training site, please select the following link: USA Staffing Online Training_Portal.

The following USA Staffing specific modules are available on the USA Staffing Online Training platform:

Request: The Request area is the starting point for the staffing process in USA Staffing. Information entered here forms the basis for the recruitment case file to
include: vacancy, assessment, announcement, referral certificates, and new hire records. This course provides step-by-step guidance on creating, reviewing, and
approving a Request, ensuring all required details are accurate and complete before moving forward in the hiring process.

Classification: The Classification section in USA Staffing allows users to create and edit Position Descriptions (PDs) and manage the PD library. This includes
collaborating with Hiring Managers to review and finalize PDs before they are made available for use in staffing actions. This course covers PD creation, editing,
library management, and the review/approval process.

Vacancy: The Vacancy area is where users create, review, and manage vacancies in USA Staffing. This course explains how to enter vacancy details, link to the
appropriate Request, and ensure all necessary information is in place for subsequent steps in the hiring process.

Assessment: The Assessment area in USA Staffing is used to develop tools for evaluating and scoring applicants. This course covers the basics of creating and
testing assessments, including selecting question types, setting scoring criteria, and ensuring the assessment aligns with job requirements.

Announcement: The Announcement area allows users to create, edit, and post job announcements that will appear on USAJOBS. This course details how to
manage announcement content and formatting, ensuring accuracy and compliance with agency and OPM requirements, and how to publish the announcement for

applicants.

Applicant: This section focuses on the applicant’s interaction with USA Staffing. The course explains how applicants apply to job announcements, how applications

are received in the system, and how users can view and manage applicant data.

Referral: The Referral area is where users create and manage lists of applicants who meet the qualifications for a position. This course covers reviewing applicant
qualifications, generating referral certificates, and sending those certificates to hiring managers for consideration.

New Hire: The New Hire area in USA Staffing supports the onboarding process for selected candidates. This course explains how to create new hire records, assign
onboarding tasks and workflows, send job offers, upload and manage documents, accept required forms, and transmit files to the eOPF system.
The following training courses are also available on the USA Staffing Online Training platform:

Assessment Best Practices: This course provides users with the skills to develop and review assessment questionnaires in USA Staffing. Participants will gain

hands-on experience in writing questionnaire components and learn best practices to ensure assessments are effective, compliant, and aligned with hiring needs.

USA Hire Training: This course equips users with the knowledge and tools to integrate USA Hire online assessments into job announcements created in USA
Staffing, ensuring proper setup, administration, and use of assessment results in the hiring process.

Structured Resume Review Training: The course provides experienced HR professionals the tools to manage the Structured Resume Review process in USA
Staffing in compliance with OPM guidance and EO 13932.

Cognos Basic Consumer Training: This course introduces users to running reports in Cognos using USA Staffing data. Topics include reviewing standard reports,
running and subscribing to existing reports, exploring data packages, and applying reporting best practices.

Cognos Author Training: This course provides step-by-step instruction on creating new reports and modifying existing ones in Cognos, for those users with
Cognos Report Author permissions. Participants will also complete practice challenges to reinforce skills in report design, editing, and customization.

o, 2in - L ) T P o D1 s o toot " s 1icA Cuof s PP il

Online Training
Module Descriptions

New!

Descriptions of available
online self-paced
training modules.




USA Staffing
Online Help

USA Staffing

Online Help

OPM |USA Staffing®

ZenDesk provides systom Ares
improved navigation, R — s e
search, and faster

Assessments Announcement Reviews Applicant Overview
page loads.
Applicant Certificate New Hires Admin
Getting Started Additional HR Resources Helpful Links
* Logging in to USA Staffing * General Information * Hiring Manager Online Help
* Registering your Smart Card * General Tasks * Applicant Online Help
= Clearing your cache or temporary internet files e Current System Status s New Hire Online Help
* System Navigation e USA Staffing User Resource Center s USA Staffing Advisory Board Resource Center
* User Profile Tasks * Release ltems e USA Staffing Data Resource Center

An official website of the U.S. Office of Personnel Management.

About OPM Terms and Conditions of Use Privacy policy Accessibility Vulnerability Disclosure Policy

https.//resourcecenter.usastaffing.gov/


https://resourcecenter.usastaffing.gov/

I New Features

Articles in this section

Adding a tile to the welcome tab

o . ° ° I Adding a tile to the welcome tab
d LISt Of Artlcles In thls Deleting a tile from the welcometab 1 month ago - Updated
section helps users find
the right topic.

e Related to link takes —
users tO d “St Of a” pages e e —
. o)
related to the key term. v i

- Was this article helpful? —
feature invites users to up s
or down-vote the article, -

providing quick but
valuable feedback.

An official website of the U.S. Office of Personnel Management.

About OPM Terms and Conditions of Use Privacy policy Accessibility Vulnerability Disclosure Policy




I Navigation

« System Areas now include
sub-sections and
descriptions.

« Related Tasks feature step-
by-step instructions to
complete tasks

e Crumb trail helps users
navigate to broader or
more detailed topics.

USA Staffing Online Help > Announcement

Announcement

Announcement Information

This s where you begin the process of completing a job announcement.

USA Staffing Crosswalk for USAJOBS Unique Hiring Paths

Area Overviews
Announcement Header Overview
Announcement Information Overview

Custom Job Posting Overview

Related Tasks

Viewing an announcement
Completing an announcement
Applying Hiring Paths Bundle
Editing Hiring Paths

Setting a number of applications per announcement

Announcement Questionnaire

This is where you manage the instructions and text for the non-assessment items
that will appear in the online questionnaire.

Area Overviews

Announcement Questionnaire Overview

Related Tasks

Adding an announcement questionnaire item

Adding an announcement questionnaire item from the item library
Adding multiple announcement questionnaire items from the item library
Adding an announcement questionnaire section

Adding instructions to an announcement questionnaire item

[ Q Search

Announcement Location

This is where you add and view the geographic locations that will appear on the
Job announcement.

Area Overviews

Announcement Location Overview

Related Tasks

Adding an announcement location
Deleting an announcement location
Copying locations from another vacancy
Disabling an announcement location

Enabling a disabled announcement location

Announcement Text

This is where you manage the information that will appear in the announcement
sections when it is posted to USAJOBS.

Area Overview

Announcement Text Overview

Related Tasks

Adding a hiring organization to an announcement
Adding an optional salary description

Adding an optional remote job description
Editing the announcement overview information

Editing announcement text items




I Most Searched Terms

Hiring Managers New Hires Advisory Board
1. Report 1. do information 1. Classification
2. Search Previous booklet 2. Usahire
Position 2. pdf 3. Merit hiring plan
3. contact 4. schedule
3. Access 4. medical 5. Structured resume
4. Find Resumes 5. Upload review
5. Selection
Applicants HR Users
1. sf-50 1. NOR
' , o 2. Notice of results
2. Withdraw application 3 nor codes
3. resume 4. Error 911
4. withdraw 5. usa hire
5. sf50



I Most Up-voted Articles

Hiring Managers New Hires
1. USA Staffing Rules of Behavior 1. New Hire Welcome Page Overview
2. Performing a subject matter expert 2. System Navigation Overview
review 3. Login
3. Adding text to a job announcement 4.  Syncing your USAJOBS account for the
section onboarding process
4. Alerts Overview 5. Login E-mail Notifications
5. Applicant List Review Overview
Applicants HR Users
1. What to Expect 1. Notice of Results (NOR) Message Codes
2. Confirmation of your application 2. Record Status Codes Explanations
submission : o ,
, 3. Sending an invitation, tentative or
3.  USA Hire assessment score and score official offer notification...
reuse
4, Applicant List Overview

4. What is USA Hire?
5. Application Navigation Overview

5.  Modifying a new hire's email address



I Most Down-voted Articles

Hiring Managers New Hires
1. Dashboard Review 1. Task Details Overview
2. Profile Overview 2. Task Overview
3. Positions Being Fill Overview 3. Questionnaires Overview
4. Hiring Manager Videos 4. Offer Acceptance Overview
5. Applicant List Overview 5. Biographic Information - Identity
Overview
Applicants
HR Users

Documents Overview

Preferences Overview 1. Welcome Overview

Eligibilities Overview Identity Server error

H W=

Uploading documents to your New Hires Overview

application
5. Review & Submit Overview

Login Overview

Lok N

Onboarding Information Overview



Next steps

 Hit those up and down votes in Online Help and the Advisory
Board Resource Center. We will use your feedback to continue
improving and expanding help topics as needed.

» Keep sharing your ideas on how we can improve Online Help.

» We will continue analyzing search term trends to make sure our
content uses effective plain language.

« We will continue expanding and refining Online Help.




Upcoming Events

Robyn Bachmann, USA Staffing Account Management Supervisor

48



Training

September 18
September 26

September 27-28

Events & Training

Reporting Consumer Forum
All Announcements on USAJOBS must close

USAJOBS Pause for Two-page Resume Implementation

September 29 Agencies may open new announcements

October 2 Reporting Author Forum

October 7 Reporting and Analytics Workgroup Meeting

October 16 Reporting Consumer Forum

September 30 Virtual Mixed Agency Onboarding Training

October 1 Improving Announcement and Notification Content for Office Administrators

October 6-10

Virtual Mixed Agency USA Staffing Training w/Onboarding

49
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Thank you for your
active participation
in USA Staffing
Advisory Board
meetings.




Accepting resumes outside of USAJOBS
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I Accepting resumes outside of USAJOBS

USA Staffing can accept resumes in two ways that bypass USAJOBS:

1. Key-Entered Application: HR creates an application record
manually in cases where an individual cannot apply online.

2. Late Filers (Invite Late Applicant): HR invites an applicant to apply

online after the announcement close date.



https://support.usastaffing.gov/hc/en-us/articles/34622808319508-Key-entering-a-new-applicant
https://support.usastaffing.gov/hc/en-us/articles/34561883081620-Manage-Late-Filers-Overview

Key Entered Application

HR creates an application record manually in
cases where an individual cannot apply online.

« USA Staffing does not enforce the two-page
resume limit when itis uploaded by HR.

* HR mustinform the applicant of the two-page
resume limit and apply the IORL NOR code if
the resume exceeds two pages.

* HR must ensure the application is submitted
correctly.

97%

((((((

USAJOBS JOB STATUS

Reviewing applications

MARK HRING COMPLETE

NOTICE




Invite Late Applicant

HR invites an applicant to apply online after
the announcement close date.

 ‘Late Filter’ applicants cannot upload a
Resume as part of their application
package.

* HR must inform the applicant of the two-
page resume limit.

* HR must provide a method for the
applicant to submit a resume - either as
an ‘Other’ document type or by uploading
it on their behallf.

USAJOBS JOB STATUS

Reviewing applications

MARK HRING COMPLETE




Prepare to accept resumes outside of the USAJOBS process
when appropriate

Agency next steps:

* Decide how to communicate the two-page resume limit to key-entered and late
filer applicants.

* Create a standard process for Late Filer applicants to provide a resume to HR
(e.g., email directly to HR, a group inbox, etc.).

* Establish a policy and procedure for HR to follow for when a late filer or key-
entered applicant provides a long resume.
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