INSTRUCTIONS FOR USING VACANCY ANNOUNCEMENT BUILDER (VAB)

How to create a NAF Vacancy Announcement 

	URL FOR VACANCY ANNOUNCEMENT BUILDER
	Access the VAB directly by clicking on the following: https://cpolwapp.belvoir.army.mil/apps/OPMVAB 
OR
From CPOL (http://www.cpol.army.mil/) use the EMPLOYEE PORTAL. 

You will need a valid AKO user id and password to access the VAB.


	AREA LOCATION & ITEMS
	          
                                      =   Click on NEXT at the bottom of the screen     
· Mandatory fields - If data is missing you will not be able to proceed to next step

	Type of Announcement 


STEP 1 – General Information 
	· Select Type of Announcement   - Individual = Special Announcement 
                                                   - Open Continuous 

· Select One:  Create New- Blank Template  Click on this
                                         Create New – Existing Template- (do not use this)
                                         Amend/Edit Open Announcement 

                                          Send Announcement to OPM –  PENDING 

· Announcement Number ** SEE REMARKS
· Announcement Category – Select Non-Status Announcement 

· Number of Vacancies – Enter appropriate number or use “MULTI” for several vacancies  

· Open/Close Dates  - Select from Calendar  – Announcement requires a Closing Date
Use cut off dates as required
· Point of Contact Information – Enter Point of Contact’s Name, Office, Telephone Number, and e-mail address.
  



	STEP 2 – Position Data

	Position Data
	· Location of Organization  

· Series\ Title – type appropriate series as indicated on the approved PD - 

· Position Data – click on appropriate tenure (permanent, temporary, seasonal, etc.)
 Tour of Duty - select appropriate tour of duty (full-time, part-time, etc.)
· Pay Plan/Grade- type appropriate pay plan and grade 

                                                                

	Salary/Search Data 
	· Salary Search Data – Pay Type- Select Annual or Hourly
· Minimum Salary – Enter Salary do not include $$(i.e. HR - 850, Annual 3500000)
· Maximum Salary - Enter Salary 

· Lowest Grade – Drop menu to select lowest grade (i.e. 03)  

· Highest Grade  - Drop menu to select highest grade 

                Must include a Lowest/Highest Grade       

                                                                                               

	Position Data 
	· Series\ Title – Enter appropriate occupational series (from authorized PD)
· Title  - Enter appropriate job title (from authorized PD) 

                                                                                  

· Tenure - Select appropriate tenure (such as: Permanent, Flexible, Seasonal etc.)
· Tour of Duty- Select appropriate employment category  (such as: Full-Time, Part-Time)
                    
                                                                              
   

	STEP 3 – Duties
	· Duties – Enter a summary text description of duties 
About the Position – Enter description of job responsibilities
                  Text limit 1000 characters *  – (Include spaces, and do not use special characters) 
            Char. Count on left hand of window.

                                                                                        

                                                                                    

	STEP 4 Qualifications
  Total: 14 screens 
 8 screens not applicable to NAF  
	· Select appropriate statements – Ensure that selected items apply. Review all pages. 

· Navigate through the “Qualifications” section using the menu on the right hand side of the screen, and select applicable statements. 
THE FOLLOWING SCREENS DO NOT APPLY TO NAF 
- Clerical and Administrative Support 
- Technical and Medical Support
- Administrative and Management 
- Professional and Scientific
- Research and Contracting
- OPM Qualification Standard 
- DCIPS GG-0080 and 0132
- Law Clerk Qualifications
- 

· FOR CYS POSITIONS ONLY – select appropriate statement 
·  If needed Proceed to OTHER (using the menu on the right hand side of the screen) to access the FREE TEXT field.  *  
                 


	STEP 5 – Who may apply 
	· Who may apply- review and select (CLICK) applicable option(s) 

· If area of consideration is not addressed proceed to OTHER at the bottom of the screen for FREE TEXT * field.
   Text limit 300 characters  *



	STEP 6 – How to Apply 
	· Procedures Used – Select Non-Resumix  

· Resume Submission –select any applicable option such as:
Postal, Fax resume to, e-mail point of contact 
DO NOT SELECT RESUME BUILDER  

· Instructions- Select NAF POSITION 

· Resume Suspense – select appropriate field  
· CPOC Information – On first line ADD: Submit Resume/Job Application to:
 Include NAF HRO Mailing Address, fax, etc. 


                                                            

	STEP 7 – Other Information

 
	· Management - Select appropriate fields    
· Temporary- Select last statement if appropriate 

· Overseas - Select appropriate fields 

· Travel - Select appropriate fields 

           

	STEP 8 – Other Information
 1 screen not applicable to NAF 
	· Background/Security – Select appropriate field 

· Supporting documentation - Select appropriate fields
·  Acquisition/Other Programs – Not applicable to NAF 

· MISCELLANEOUS/DEU – Select appropriate fields
                                                                                                                               

                                                            

	STEP 9 – Search Settings 
	
· Special Category – Select NAF POSITIONS     
· Occupations- Select the appropriate occupational category if available 

· United States and District of Columbia - Select the state in which the position is located
· Countries and US Territories- Select the country or US Territories the position is located  

                                                              


	STEP 10 – Preview 
	· Preview - A copy of the actual vacancy announcement being released will appear.

· Review its contents, and if corrections are required return to that step (1-9) by clicking on the menu  (steps 1-9) on the right.

· Once necessary corrections are made HIT PREVIEW on the right.
· Return to the Preview screen and if all info is correct CLICK ON SUBMIT at the bottom
      SAVE THE ANNOUNCEMENT – you should receive the following message:

“ Success: Job Announcement “EU…” has been saved or updated successfully”
If you wish to CC a copy of the vacancy announcement Enter a valid E-mail address (may not work) 

	        *  
	DO NOT USE SPECIAL CHARACTERS SUCH AS: APROHOSPHIES, QUESTIONS MARKS, ETC..

NAF standard announcement number will be created as follows:

                                                                Example: 

Region Code (2 Characters) - 
EU
Agency Code (3 Characters) - 
NAF

Servicing Office ID
SOID     (2 Characters) - 
HM
Calendar year (2 Characters) - 
04
Sequence # (4 characters) - 
01OC (open continuous vacancy announcements will begin with   2 digit number (01-99) and end with OC) 





0001 (Special vacancy announcements)   


Announcement # = EUNAFHM0401OC   OR   EUNAFHM040001




	RECOMMENDATIONS

	1. Upon expiration of the closing date (midnight Eastern Standard time) the vacancy announcement will disappear from public view.  However, the announcement will remain in the database for future use. 

2. Use the “Online Help” button, located on the top right hand side of the screen, to obtain additional instructions and description of fields.  

3. From the “view screen” use the menu on the right hand side of the screen to navigate through the application in order to make necessary changes and or corrections.  
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**  ANNOUNCEMENT NUMBER STRUCTURE
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