26 January 2000

HRSC-SE STAIRS OPERATIONS SUMMARY

1.  Publicizing opportunities

a.  Job Opportunity Announcements will be published electronically to inform applicants of occupational series for which HRSC-SE will accept applications.   These are much like our current open continuous announcements except that all occupational series we service are included. 

b.  Applicants must designate one or more occupational series in which they are interested. Managers may opt to consider candidates who have not specifically requested to be considered for the occupational series of the vacancy, i.e., they may request a search by occupational series, geographic location, or from the whole inventory.  

c.  A specific Job Opportunity Announcement may be used to publicize vacancies when there are insufficient well qualified candidates in the inventory for the vacancy being filled.  These specific announcements will not have opening or closing dates; rather they will be treated much as private industry does when it publicizes a current need for certain types of skills.  Candidates will be encouraged to apply to the appropriate series announcement already posted.

2.  Area of consideration


a.  Managers will still be able to set the area of consideration as they have in the past.  For example, if they wish to limit the area to their own activity, they may do so.


b.  Area of consideration will no longer be expressed in terms of commuting areas, rather it will include all applicants who indicate availability for the geographic area rather than those who reside in that area. 

3.  Resumes required

a.  The resume is the required form of application.  The automated system only works with a resume.

b.  Only one resume at a time will be on file for a particular applicant; however, applicants will be able to submit an updated resume any time they wish.  When an update is received, the new resume will replace the one already on file.  Applicants can also use the self-nomination process when they wish to add/delete an occupational series for which they want consideration.  Such self-nomination must list ALL occupational series in which they are interested (not just additional ones).

c.  It is recommended that a resume be limited to five pages.  The Additional Data Sheet does not count as one of the five pages.  

d.  Resumes received without the answers to the Additional Data Sheet questions will not be considered.  

e.  Applicants no longer need to address specific KSAs.  They are encouraged to give careful thought to their career goals and describe the experience and skills they possess for the position they are seeking.

4.  Submission of resumes

a.  Applicants are encouraged to submit their resumes as soon as possible.  Applicants who choose to wait until becoming aware of specific openings may easily miss the cutoff date.  Only those resumes in the HRSC-SE as of the cutoff date will be considered for a specific vacancy.  This replaces the current policy of accepting the postmark as the indication of timely filing.  Cutoff is two days prior to the issuance of a referral certificate.

b.  Applicants can access a resume builder on the Navy webpage, prepare their resume on line, and submit it directly to HRSC-SE.  Resumes submitted through the Navy’s resume builder flow directly into Resumix.  Electronic submission via e-mail is an alternative, if the Navy resume builder is not used. 


c.  Hard copy originals of resumes will be accepted if electronic submission is not possible, but this method of submission is not encouraged.  Because of unreliable scanning results, copies and faxed resumes will not be accepted.  Our goal is to scan resumes within two working days of receipt.  

5. Referral of Candidates

a.  Resumix automatically matches skills in applicants’ resumes to skill requirements of the specific job being filled.  A certificate of eligibles that have met the specific requirements of the position will be issued to selecting officials.  Non-competitive candidates, within the area of consideration, will be referred if they receive one or more skill match(es).  All candidates to be referred must meet eligibility/qualification requirements.

b. Applicants may be considered for more than one vacancy simultaneously. 
6.  Notices to applicants

a.  Applicants will receive acknowledgement upon receipt of their resume by HRSC-SE.  The HRSC-SE will be testing auto-reply for those resumes that are sent electronically.  This will give applicants an immediate automated response that their resume was received by the HRSC-SE.   Resumes submitted in hard copy will receive a mailed notice of receipt upon completion of input into Resumix.

b.  Those applicants who are identified by STAIRS as having the requisite number of skill matches but who do not meet basic qualification requirements will be notified.  Those who are referred but not selected will be notified after selection is complete.


c.  Applicants who submit resumes which are not scannable will be notified, with an explanation as to why their resumes are not acceptable.  They may submit an electronic or scannable hardcopy resume at any time.  Referrals will not be delayed for resubmissions.  

d.   Resumes received which do not specify an occupational series or announcement number will not be considered.

7.  Resume retention

a.  Resumes will be active for one year but may be extended per the applicant’s request.  There is no limit on how many times an applicant may extend his/her resume.  Requests for extension must be received 30 days prior to the expiration date of the resume.  Applicants will be notified of this policy upon  receipt of their resume by HRSC-SE.   Requests for extension may be made electronically to wantajob@se.hroc.navy.mil.  Hard-copy requests for extension may be mailed to Wantajob, 9110 Leonard Kimble Road, Stennis Space Center, MS 39522-0002.  Requests for extension should be made within 30 days prior to the expiration date of the resume.

b.  Applicants will be removed from the inventory when selected for a permanent position.  They will be notified of this in their confirmation letter.  They may submit an updated resume if they want to be considerated for subsequent vacancies.

8.  Closeout of traditional open continuous announcement


a.  Open continuous announcements may be closed prior to implementation of STAIRS.  Referrals in process at that time will be worked to conclusion.  Referrals will be made after the announcement closes at the request of the selecting official.

