RECRUITING – 

It Takes More Than A Job Announcement!
One of the critical steps in the recruitment process involves the actions you take to speed up the process and reach the largest, desirable pool of candidates.  Simply posting the vacancy on the USAJOBS and ARS websites will not guarantee that you receive quality applications for the job.  This document provides suggestions on steps YOU should take to ensure YOUR recruitment activity works for YOU.  Considering these suggestions can help minimize the time required for recruitment on YOUR end and also help the Human Resources (HR) Specialist speed up the process.
          BEFORE SUBMITTING THE SF-52, REQUEST FOR PERSONNEL ACTION          

· REVIEW THE RECRUITER’S RESOURCE WEBSITE

· http://arsnet.usda.gov/HR/recruiters/index.html
· REVIEW THE HUMAN RESOURCES DIVISION CUSTOMER SERVICE PLAN
· http://www.afm.ars.usda.gov/hrd/customer/custserv.htm 

· REVIEW AND RETHINK THE POSITION DESCRIPTION
· Ensure that the duties and responsibilities reflect the needs (or discipline) of the position at this time.
· Determine if it accurately reflects the knowledge, skills, and abilities (KSAs) needed to perform the job.
· Ensure that the KSAs can be directly related back to duties and responsibilities in the position description.
· Develop your “Quality Experience” definition.  Identify experience a candidate will need to bring to the job on day one.
· CONSIDER ALTERNATIVE HIRING METHODS

· Determine if the position can be filled using the Student Career Experience Program (SCEP), Federal Career Intern Program, Career Enhancement Program, USDA Direct Hire Authority, special hiring authorities for individuals with disabilities or veterans, or other hiring methods.
· THINK ABOUT THE VACANCY ANNOUNCEMENT

· Determine who the applicants are you are trying to reach.
· Determine if you will need to recruit nationwide or if there will be sufficient candidates in the local commuting area to give you a diverse applicant pool from which to select.
· DEVELOP A STRATEGY TO REACH YOUR CANDIDATE POOL

· Identify ways to market the job announcement to reach potential applicants.
· Visit or contact the Career Center, Deans, and Professors if you are located on a campus to promote and highlight the many career opportunities available with ARS.
· Identify colleagues (both within and outside the agency) who can help in marketing the job.
· Identify colleges and universities or professional societies and organizations where the announcement should be mailed.

· Identify newspapers, journals, or online advertising sites that might be useful in marketing the job.

· Contact the Recruitment Office and your Area Civil Rights Manager for ideas on how to reach a diverse candidate pool.
· CONTACT YOUR SERVICING HR SPECIALIST

· Discuss recruitment strategies and alternatives, as well as expectations for completion of the action.
· Keep in touch with your HR Specialist by e-mail during the recruitment process.

· SUBMIT ALL REQUIRED PAPERWORK

· Submit all position descriptions and forms needed to request the personnel action.

· Submit draft ad text along with the request to save time (remember, your servicing HR Specialist must review and approve all ads prior to being placed).

· Submit your “Quality Experience” definition.

WHILE THE VACANCY ANNOUNCEMENT IS OPEN

· CONDUCT YOUR MARKETING

· Be PROACTIVE!  
· Personally identify potential candidates and send a note with the announcement or call to encourage them to apply – be cautious, however, and don’t give the impression they will get the job.
· Send the vacancy announcement to individuals, schools and colleges, or organizations you have identified, and place ads in newspapers, magazines, and online job boards.

· E-mail the announcement to co-workers, colleagues, stakeholders, and peers with a brief note asking for assistance in publicizing the job.

· Document your efforts.
· IDENTIFY A DIVERSE GROUP OF INTERVIEW PANEL MEMBERS AND SET UP PANEL DATES

· Ask your HR Specialist for an approximate timeframe for receipt of the certificate of eligibles.

· Ask interview panel members to block out time on their calendars for the interview process.

· Clear your calendar also!

· Keep your interview panel members informed throughout the recruitment process – if conflicts arise, replace panel members immediately.

· DEVELOP INTERVIEW QUESTIONS
· Review the “Interviewing – A Practical Guide for Selecting Officials” – http://www.afm.ars.usda.gov/divisions/hrd/hrdhomepage/webforms/INTERV.PDF
· Share interview questions with the panel members for comments and suggestions.

· CONTACT YOUR HR SPECIALIST THROUGHOUT THE PROCESS
· Ask if you are receiving applications.

· Determine if you need to extend the closing date.  Ask your HR Specialist to scan applications received to get an idea of the quality of applicants before making a decision to extend the closing date.

ONCE THE CERTIFICATE IS RECEIVED
· SCHEDULE THE INTERVIEWS IMMEDIATELY SO THE BEST CANDIDATES ARE STILL AVAILABLE!
· Review the certificate right away and identify the candidates you believe should be interviewed.  Ask for help from colleagues as needed.  Set a timeframe to complete the interviews.
· Schedule the interviews close together to minimize losing a desirable candidate and to maximize the likelihood of remembering individual candidates’ strengths and weaknesses.
· Have an open mind – interview “Preference Eligible” (Veterans and Displaced) candidates before making judgments on their ability to do the job.  Remember, if they are on the certificate, they meet the qualifications for the position.  Talk to your HR Specialist if you have concerns.

· Advise applicants of your timeframe for conducting the interviews – if they are interested, they will make themselves available.

· Advise the candidates of the process you will use to conduct interviews (for example, interview panel – give them guidelines).

· CONDUCT REFERENCE CHECKS

· Always conduct reference checks on top candidates!  This is more critical than ever before.
· MAKE YOUR TENTATIVE SELECTION

· Contact the candidate selected to advise that their name is being recommended to Human Resources.  Ask if any issues with pay, incentives, EOD, etc.

· Notify HR Specialist of your decision and discuss options for offering recruitment incentives.  Remember, the HR Specialist must make the official offer of employment.
· Obtain required area/agency approvals of the selection and incentives being proposed.

· Ask the HR Specialist to issue the written employment offer including information on negotiated pay, recruitment incentives and bonuses, and EOD date.
AFTER THE SELECTION IS MADE
· NOTIFY OTHER CANDIDATES INTERVIEWED OF YOUR DECISION
· HR will notify all non-selected candidates of the final outcome.
· Contact the candidates interviewed and encourage them to apply for other positions.
· SHARE IMPRESSIVE APPLICATIONS

· Share other impressive applications with colleagues who may be recruiting for similar jobs – they can contact and encourage quality applicants to apply for their positions.

· Share a copy of other impressive applications with the Recruitment Office – this office can refer the applications to others recruiting for similar positions.

· PREPARE FOR THE NEW EMPLOYEE’S ARRIVAL

· Make copies of appropriate policies, procedures, and other documents the new employee should read.

· Have the employee’s workspace cleaned up and the desk stocked with essential supplies.

· Prepare the performance plan and provide it along with a copy of the position description on the first day of work.

· Set time on your calendar to spend with the new employee on the first day – show them around the facility, discuss the job and work they will be doing, provide time to read through materials, and let the employee know they can ask questions.

· Make sure the employee is set up with an e-mail address and computer access, etc.

· Identify a mentor and develop an Individual Development Plan (IDP) to address with the employee.
· Inform the employee of the probationary period requirements as well as the promotion potential, if any, of the position.
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