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17 SEP 01

TEAM SUBMARINE OPERATING INSTRUCTION NUMBER 14

From:    Executive Director, Team Submarine

Subj:     PERSONNEL RECRUITMENT POLICY FOR TEAM SUBMARINE

Encl:     (1) Waiver Request Form
(2) Recruiting Process Template

1.  Purpose.  This operating instruction establishes policy that enables recruiting the best candidates and that applies discipline and foresight to the Team Submarine staffing process.  It support’s our strategic goal of “the right people doing the right job”.  

2.  Discussion.  The recruitment, retention and development of our workforce are critical management responsibilities within the organization.   This policy provides guidelines that must be followed when filling vacancies to ensure our practices in this area reflect a rigorous and equitable process and adhere to the physical constraints of the Washington Navy Yard.

3. Procedures  

a.  Using the Waiver Request Form (enclosure (1)), the Team Submarine Program Offices/Divisions must receive authorization to recruit for vacancies from the Executive Director, Team Submarine.  This approval can be obtained during planned staffing reviews, specially requested meetings, etc.  Space allocation for the person being recruited must be discussed and confirmed.  In all cases,  the Director, Team Submarine Workforce Resource, Development and Administrative Office will document the approval or disapproval, and reflect the results in the requesting organization’s staffing plan. 

b.  The Team Submarine Personnel Officers will coordinate with the pertinent Program Office/Division the preparation of a draft recruitment flyer,  including a summary of KSAs.  This recruitment flyer will be forwarded to the Executive Director, Team Submarine for approval.  KSAs which are too restrictive in terms of specific work experience, educational background, etc. should be avoided.  After approval, the Personnel Officers will advertise using the recruitment flyer.

c.   Prior to the receipt of the selection package from the HRSC, a selection advisory panel membership will be submitted by the Program Office/Division to the Executive Director, Team Submarine for approval.

(1)  The panel will consist of at least four members.  Two members will be from the organization having cognizance over the vacancy, one who will serve as panel chair, one member will be from Team Submarine (but NOT in the immediate program office), and one member will be from an organization outside of Team Submarine which DOES NOT have a day to day relationship with the instant program office.  The Selecting Official may also serve on the selection advisory panel. 

(2)  The Director, Team Submarine Workforce Resource, Development and Administration Office or a Personnel Officer will be an ex-officio member of the panel.  As such, they will not have voting privileges.  Their responsibility is to insure the selection process is conducted in accordance with standard personnel policies and practices.  They also serves as the first hand observer of the process on behalf of the Executive Director.

(3)  In all cases, the same panel will be used to rank and rate all applicants as well as conduct oral interviews.  The intent of this policy is to insure that every applicant receives a thorough and equitable evaluation by a balanced and impartial panel.

d.  When HRSC provides a selection certificate, the panel chair will begin the formal selection process.  All panel members will rank and rate applications, determine the natural break in scores and decide which applicants to interview.  The panel chair will develop oral interview questions and forward them to the Executive Director, Team Submarine for approval.  The questions should seek to gain a full understanding of the candidate’s strengths, experiences and potential for growth.

e.  The panel will conduct oral interviews and will make a recommendation for selection to the Selecting Official.  For all jobs ranked below that of the Deputy Program Manager, the Selecting Official may be the office’s PM, DPM, Division Head, Deputy Division Head, or supervisor of the position.  The Program Manager will make selections at the DPM level, unless position is specifically designated as a Critical Acquisition Position (CAP) by the Acquisition Workforce Oversight Council (AWOC).  For all other selections, the PM or Division Head will concur with the Selecting Official’s decision.

f.  The panel chair will document the result of the recruiting process in writing using the Recruiting Process Template (enclosure (2)), provided by a Personnel Officer.  When preparing the Recruiting Process Template, emphasis will be placed on the results of the initial rating and ranking, how the determination of oral interviews was established, the questions used for the oral interviews, the results of each candidates oral interview (i.e. strengths and weaknesses) and a recommendation for selection.  

g.  In all cases, after the Program Manager or Division Head concurs with the selection, the final selection must be reviewed with the Executive Director for completeness and supporting rationale for the selection.  No offers will be made to any successful candidate until the Executive Director has concurred with and signed off on the Selecting Official’s recommendation.

h.  As a professional courtesy, after an offer is accepted, the panel chair, Director, Team Submarine Workforce Resource, Development and Admin Office, or Personnel Officer will contact all non-selectees and offer a debrief of the rating and ranking process and interview.

4.  Responsibilities 
a.  Supervisors – Analyze workload and initiate action to backfill a vacancy via the PM, DPM, Division Head, or Deputy Division Head.  Assist in preparation of recruitment flyer.  Participate on selection advisory panel.  Develop questions and conduct oral interviews.  May serve as selecting official.

b.  Executive Director, Team Submarine - Serves as final decision authority for recruitment strategies, recruitment flyers, KSAs, panel members, interview questions and concurs with Selecting  Official’s recommendation.

c.  Director, Team Submarine Workforce Resource, Development and Administration Office - Documents approval to recruit.  Serves as non-voting member of selection advisory panel.  Serves as agent to the Executive Director, Team Submarine and observes the entire recruitment process.  Provides debriefs to all non-selectees.

d.  Personnel Officers - Assist Program Office/Division in preparing recruitment flyers.  Serve as liaison with  HRSC.  Serve as non-voting member of selection advisory panel.  Inform non-selectees of decision and offer information regarding debrief.

e.  PMs, DPMs, Division Heads, and Deputy Division Heads - Analyze workload and initiate action to backfill a vacancy.  Assist in preparation of recruitment flyer.  Participate on selection advisory panel.  Concur with Selection Official’s decision or serve as Selecting Official.  







        /s/ P.M. TAMBURRINO, JR








Executive Director, Team Submarine
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Action #

Directorate/Activity

Date:

Name of Employee:


Position:


Office Code:

Series & Grade: _______________
Supervisory:________

Non Supervisory: ______________

Request Action:

Eligible Date:






Fill New _______ or Vacated Position __________






DAWIA _________(Yes or No)

Name of previous incumbent:

How was position vacated?:

______  Accepted position at another agency


______  Transferred to another organization


______  Transferred to Commander's Development Program (CDP)


______  Retired


______  Optional retirement with incentive


______  Optional retirement without incentive


______  Resigned


______  With incentive


______  Without incentive


______  Other (Specify):

Placement will be accomplished via:


______  Career Ladder

​​​​​​______  Accretion of duties promotion


______  Competition (i.e., merit promotion advertisement)


______  Lateral Reassignment


______  Voluntary Change to Lower Grade

For Competitive Action, what is the source, i.e., area of consideration?

Are there any available DCP Candidates or interns?

For name request actions, what is the proposed incumbent's pay plan, series, grade, and current organization?

How long has the proposed candidate been in current grade?

Will a position be abolished as port of this action?

If yes, provide the title, series, grade, and location of the position to be abolished?

If no, please explain?

ENCLOSURE (1)

Brief Description of the position to be filled:

What is the projected future for long term support for the position being filled or planned utilization of this employee?

What is the degree of complexity or span/scope of authority of the position with regard to personnel supervised and/or funding/resource responsibility?

What are the credentials of the individual being recommended, e.g., time in grade, evaluations and awards (last three years), training programs, education, accomplishments, unique abilities and skills, etc.?

What is the impact on the organization/Command if this position is not filled?

What has the Directorate done to begin orderly downsizing?

How does this position fit in the restructured NAVSEA?

The following supplemental information is attached in support of this request:

__X__ Organization's staffing plan

__X__ Position description





Signed: _____________________________

Recruitment Process Template

GS-XX Position SEA XX

I Background: (Provide brief discussion of position to be filled and why/how if pertinent)

II. Rating/Ranking Panel Members: (List members of panel)

III Rating/Ranking Panel Scoring of applicants in competitive status:


Name
Score
Current Position
Remarks

Xxxxxxx, Xxxxxx
xx
SEA xxx
Interviewed by Interview Panel


Xxxxxxx, Xxxxxx
xx
PMS xxx

Declined interview

Xxxxxxx, Xxxxxx
xx
SEA xxx

Interviewed by Interview Panel

Xxxxxxx, Xxxxxx
xx
PMS xxx

Interviewed by Interview Panel

Xxxxxxx, Xxxxxx
xx
SEA xxx

Interviewed by Interview Panel

Cut off
Xxxxxxx, Xxxxxx
xx
SEA xxx

Interviewed by Interview Panel

Xxxxxxx, Xxxxxx
xx
SEA xxx

Not Interviewed

Xxxxxxx, Xxxxxx
xx
PMS xxx

Not Interviewed

Xxxxxxx, Xxxxxx
xx
SEA xxx

Not Interviewed
IV Rating/Ranking Panel Scoring of applicants in competitive status:


Name
Score
Current Position
Remarks

Xxxxxxx, Xxxxxx
xx
SEA xxx
Not Interviewed Lacked proper qualification


Xxxxxxx, Xxxxxx
xx
PMS xxx
Declined interview

V. KSAs used by the Rating/Ranking Panel to rate/rank candidates:

1) Ability to meed DAWIA ……………

2) Knowledge of ……………….

3) Knowledge of ……………….

4) Knowledge of ……………….

5) Ability to ………………..

6) Ability to ………………..

VI. Interview Panel Members: (List members of panel)

VII. Interview Questions: See attached

VIII. Interview Panel Recommendation: (List of finalists):

1) Xxxxx, Xxxxx

2) Xxxxx, Xxxxx

3) Xxxxx, Xxxxx

IX. Selecting Official's Selection: (List name of selectee and a brief rationale/justification for the selection)





___________________________________





X.X. Xxxxxxxxxxxxxxx





SEA XX, Selecting Official
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