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ASSISTANT SECRETARY OF THE ARMY

(MANPOWER AND RESERVE AFFAIRS)

CIVILIAN PERSONNEL POLICY

RECRUITMENT ACTIONS -- STATUS CANDIDATES

(OPEN CONTINUOUS ANNOUNCEMENTS)

1.  PURPOSE:  Prescribes the procedures for the consideration and referral of status candidates who have applied under open continuous announcements. 

2.  APPLICABILITY:  This SOP applies to all activities serviced by a CPAC and a CPOC.  

3.  PROCESSES AND RESPONSIBILITIES:


a.  The CPOC clears the PPP and any other priorities, screens the inventory, rates and ranks qualified candidates, prepares the referral list, and sends it to the CPAC.  The CPOC sends letters to those who were not qualified and not referred.  The CPOC enters the appropriate productivity report status codes.  [Block 1] 

b.  The CPAC forwards the list to the selecting official.  The CPAC responds to any inquiries from those not referred.  [Block 2]


c.  The manager reviews the available candidates against the job requirements, conducts interviews if desired, makes a selection, annotates the referral list, attaches any necessary clearances and approvals, and returns the referral list to the CPAC.  [Block 3]


d.  The CPAC informs the CPOC of a tentative selection and requests verification of the selectee’s qualifications and eligibility.  [Block 4] 


e.  The CPOC verifies the qualifications and eligibility and informs the CPAC, closes the PPP, and enters the appropriate productivity report status codes.  [Block 5]


f.  The CPAC makes a tentative job offer to the selectee, informs the CPOC and the manager of offer acceptance, and returns the selection package with all other documentation to the CPOC.  [Block 6]


g.  The CPOC enters the appropriate productivity codes and processed the personnel action.  [Block 7]


h.  After the selectee accepts the position, the manager sends non-selection notices and responds to any question from applicants who were referred but not selected.  The manager prepares travel orders for the selectee if necessary.  [Block 8]

4.  REFERENCES AND RELATED DOCUMENTS:



a.  CFR 335


b.  The Guide to Processing Personnel Actions
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