
         Recruitment & Placement

Handout #1

RECRUITMENT AND PLACEMENT COMMON TERMS AND DEFINITIONS

The following terms illustrate types of Recruitment and Placement actions representing potential ways to meet manpower needs by internal movement of current employees:
	TERM

Appointment

	DEFINITION

Appointments result in bringing new workers into the work place.  They are accomplished on the basis of time; both in anticipated length of service (permanent or temporary), and duty schedule (full-time or part-time).

Technicians are typically appointed as permanent or temporary employees (through competitive procedures) or as temporary employees for limited periods through non-competitive procedures as permitted by state plans and/or labor contracts.

32 USC 709 requires individuals to be able to become military members and maintain their military membership (dual status) and compatibility requirements.  Compatibility criteria do not apply to TEMPORARY placement actions (i.e., appoint- ments, promotions, and/or details.  They may only be hired at grades for which they meet technician service qualifications, and such placement actions should not be used as training periods.

Temporary appointees DO NOT serve trial periods, and those periods of service should not be used as trial periods prior to making a permanent appointment.

Full-time appointments are typically 40 hours per week or 80 hours per two week period.

Part-time appointments are from 16 to 32 hours per week, and can be either permanent or temporary.  These appointments provide a novel staffing approach and provide a staffing enhancement.

Using two part-time workers at 20-hours per week each, with each qualified to perform slightly different types of work (requiring different qualifications), could add a dimension that could never be matched by a single worker -- and would be at the same funding level.




COMMON TERMS AND DEFINITIONS (Cont’d)
	Detail
	A detail is a purely TEMPORARY action, intended to meet short-term needs, when other personnel actions, such as reassignment or promotion, would not satisfy those needs.

Details can be to positions of a higher grade, lower grade, the same grade, and/or just to a statement of duties.  As long as they are temporary in nature, they can be for differing periods of time, as determined by management.  However, as the responsible supervisor, you are responsible for keeping details as short as possible.

Details are for the purpose of meeting an emergency workload, absence of incumbents, changes in mission, or filling positions that are pending classification and authorization.  Details can also be used as training assignments when they are part of an Upward Mobility developmental assignment.

Note:  A position is NOT FILLED by the detailed technician. The technician remains the incumbent of the position from which s/he was detailed.  The worker does NOT have to meet qualifications requirements or military compatibility requirements for the position to which s/he is detailed, unless the position has a positive educational requirement.

In all cases, a SF 52 must be completed for details of 30 days or more, while state guidance for less than 30-day details varies.  Some require a SF-52; others require only an annotation by the supervisor on the employee’s NGB Form 904-1.  Remember, documenting a detail provides the employee with formal credit for experience and/or training as a result of this detail assignment.



	Reassignment


	Reassignment is the movement of a Technician 

to a different position at the same or equivalent grade, with the same rate of pay, and with no known promotion potential.  

Reassignments may be permanent or temporary.

- Temporary reassignments are used to provide staffing in order to accomplish
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	essential work while another employee is absent due to:

- approved extended leave;

- management’s request (e.g., on TDY for training, etc.); or

- military service (and then later is expected to exercise his/her restoration rights

- Permanent reassignments of current workers are a management option exercised to realign the workforce when:

- the section, shop, or unit goes through a command-directed reorganization;

- unit management reviews staffing levels, and decides to revise or reorganize shops and to reallocate manpower authoriza-tions; or

- certain jobs are hard to fill, and it’s efficient to move present staff members into those positions, and then hire new employees in the positions for which there is more interest and/or where there are more qualified candidates available.

Employees being considered for reassignment, - whether temporary or permanent - MUST meet all qualification and compatibility requirements for the position to which being reassigned.

Reassignment to positions with known promotion potential require competition in accordance with merit principles.



	Promotion


	Promotion is the movement of an employee to a position of higher grade -- which may also include a higher degree of responsibility and/or authority, as well. 
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	Promotions may be permanent or temporary.

All promotion actions are subject to merit provisions.

However, some promotions don’t require use of competition.  Some employees, in other words, do not have to compete to be: ”promoted” to higher-graded jobs.  A good general rule to observe is...unless there is a valid exception that you have cleared through your HR Office, competition will be required.

- One example of a situation where competition is not required is where an employee was hired through previous competitive procedures to a position that was programmed to progress from one level to a higher targeted grade level.

- A second example is where the grade of an occupied job goes up in grade because of a change in a classification standard or because of a classification error.

- A third possible type of “non-competitive” promotion is where an employee is re-promoted to a grade from which s/he was demoted without personal cause (e.g., during a RIF, etc.)




	Change to Lower Grade

	Another potential way to meet manpower needs by internal movement of current employees is a voluntary change to lower grade.  This occurs only infrequently, of course.  Under delegated authorities, The Adjutant General has authority to approve grade and pay retention for certain “management directed” actions.

 The technician requesting a “CLG” for personal reasons would NOT be entitled to any regulatory provisions of grade and/or pay retention. 




THE MERIT SYSTEM PRINCIPLES

(Adapted from 5 USC 2301)
  1.  Recruit from appropriate sources representing all segments of society.

  2.  Select and advance only (a) qualified individuals, (b) solely on their 
relative ability, and (c) after fair and open competition that assures 
equal opportunity.

  3.  Treat employees and applicants fairly.

  4.  Manage employees efficiently and effectively.

  5.  Educate and train employees when it will result in better organizational 
or individual performance.

  6.  Correct inadequate employee performance.

  7.  Separate those employees who cannot or will not meet performance 
expectations.

  8.  Protect employees against arbitrary action, favoritism, and reprisal.

  9.  Prohibit employees from using their official authority or influence to 
interfere with or affect the result of an election.

10.  Compensate employees on the basis of equal pay for work of equal 
value.

11.  Provide appropriate incentives and recognition for excellence in 
performance.

12.  Maintain high standards of integrity, conduct, and concern for the 
public interest.

PROHIBITED PERSONNEL PRACTICES

(Adapted from 5 USC 2302)
Employees who have the authority to take, direct others to take, recommend, or approve personnel actions, SHALL NOT:

  1.  Discriminate on the basis of race, color, religion, sex, national origin, 
age, handicapping condition, marital status, or political affiliation.

  2.  Solicit or consider any personnel recommendation or statement not 
based on personal knowledge or records of performance, ability, 
aptitude, general qualifications, character, loyalty, or suitability.

  3.  Coerce an employee’s political activity.

  4.  Deceive or obstruct any person with respect to such person’s right to 
compete for employment.

  5.  Influence a person to withdraw from competition.

  6.  Grant any preference or advantage not authorized by law, regulation, or 
rule.

  7.  Employ or promote a relative.

  8.  Retaliate against a whistleblower, whether an employee or an 
applicant.

  9.  Retaliate against employees or applicants who exercise their appeal 
rights, testify or cooperate with an Inspector General or the Special 
Counsel, or refuse to break a law.

10.  Discriminate based on actions not adversely affecting performance.

11.  Violate any law, rule, or regulation implementing or directly concerning 
the Merit System Principles.

RECRUITMENT AND PLACEMENT MODULE
Exercise #1  -  Instructor’s Guide

Title:  Sample Interview Questions & Detail Exercise

Set-Up:  

1.  Individual exercise based on pre-established situation, employee bios, and sample interview questions.


a.  Participants are asked to select appropriate interview questions and tell why selected and why not, if not.  


b.  Participants are also asked which person they selected for the position and why.  (There is no “right” answer, but should have logical reasons for the choice.)


c.  Participants are then asked to determine whether posting of the detail to the NGB Form 904-1 is required.  (It is required in the situation provided (in lieu of a SF-52); therefore, the Core Course Instructor will be required to explain how and where to post on the 904(s) (e.g., on reverse side of the 904-1; Block 12; Comments Section).

Equipment/Supplies:  In response to Exercise #1 in this module, participants will need to use the paper copies in the Module 8 Supervisor’s Workfolder.  The employees’ bios and the associated NGB Forms 904-1 copy will be needed.

Time Requirements:  Exercise should take approximately 20 total minutes.  


a.  Five (5) minutes for the participants to determine correct questions;


b.  10 minutes to discuss their choice of questions and explain WHY;


c.  Five (5) minutes to name selectee and explain with WHY, as well as to post the appropriate 904(s).
SAMPLE INTERVIEW QUESTIONS & DETAIL EXERCISE
SITUATION
You have a 60-day temporary requirement for an Aircraft Mechanic to serve as an instructor for a new aircraft just assigned to your unit.  None of your “old-time” staff qualify as instructors on this particular aircraft.  However, the losing unit is drawing down, and two of the technicians from that unit, John and Randy, were recently assigned to your staff.  Both of them have expressed interest in being detailed officially as an instructor for that 60-day period, but you can only afford to let one of them perform the TDY and other associated duties.  Therefore, since you don’t know either of the candidates very well, you are going to interview them...just as if they were applying for a job with you for the first time.

You had been provided with their records by their former supervisor, and have an opportunity to look those over, but you really want to try your hand at developing interview questions and conducting an interview.

EXERCISE

1.  Which of the questions on the next page would you have asked during the interview?

2.  Why did you select the ones you did and why not the ones you didn’t select?

3.  Based on your review of John’s and Randy’s background information (e.g., bios in the Supervisor’s Workfolders, Handout #2, Module 8), and the probable answers to the questions you asked, which candidate did you select for the detail, and WHY.

4.  Would you or would you not post his NGB Form 904-1?  If your answer is WOULD NOT, you are finished.  If you WOULD, locate the appropriate NGB Form(s) at Handout #2, Module 8, and do so.

SAMPLE INTERVIEW QUESTIONS - EXERCISE



QUESTIONS


   YES or NO

     WHY?

	  1.  Tell me about your experience on the XXX aircraft.

__________________________________

  2.  Are you a member of the NAGE?

__________________________________

  3.  Have you ever filed an OWCP claim or injured yourself and NOT filed one?

__________________________________

  4.  What if you’re late leaving work every night for three or four nights in a row?  Will that cause you any trouble at home? 

__________________________________

  5.  Describe what you believe in your background qualifies you to serve as Instructor in this unit.

__________________________________
	_______

_______

_______

_______

_______
	_____________________

_____________________

_____________________

_____________________

_____________________

	  6.  How did you like working for Sam XXX at your old unit?

__________________________________

  7. Are you capable of performing the necessary demos in a safe manner?

__________________________________

  8.  The position will probably require some TDY.  Will you be able to meet that requirement?

__________________________________
	_______

_______

_______
	_____________________

_____________________

_____________________

	  9.  What languages do you speak fairly fluently?

__________________________________

10.  Why do you want this detail?

__________________________________
	_______

_______
	_____________________

_____________________


SAMPLE INTERVIEW QUESTIONS - EXERCISE



QUESTIONS


   YES or NO

     WHY?

	  1.  Tell me about your experience on the XXX aircraft.

___________________________________

  2.  Are you a member of the NAGE?

___________________________________

  3.  Have you ever filed an OWCP claim or injured yourself and NOT filed one?

___________________________________

  4.  What if you’re late leaving work every night for three or four nights in a row.  Will that cause you any trouble at home?

___________________________________

  5.  Describe what you believe in your background qualifies you to serve as Instructor in this unit.

___________________________________
	     Yes

_______

     No

_______

     No

_______

     No

_______

     Yes

_______
	Open-ended; will elicit good info relevant to job

______________________

Not relevant to job

______________________

Not relevant; in fact, a taboo question

______________________

Not relevant to job; none of your business

______________________

Open-ended; will elicit good info relevant to job

______________________

	  6. How did you like working for Sam XXX at your old unit?

___________________________________

  7. Are you capable of performing the necessary demos in a safe manner?

___________________________________

  8.  The position will probably require some TDY.  Will you be able to meet that requirement?

___________________________________
	     No

_______

     Yes

_______

     Yes

_______
	Not relevant to job; a personal point of view

______________________

Relevant to job; need to ensure “safety aware”, but  open-ended is better

______________________

Relevant to job; need to know if candidate knows of TDY & is willing to go

______________________

	  9.  What languages do you speak fairly fluently?

___________________________________

10.  Why do you want this detail?

___________________________________
	     Yes

_______

     Yes

_______
	If persons to be instructed have another 1st language,  relevant to instructor’s job

______________________

Open-ended; will elicit info

______________________
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