Attachment 3

THE HIRING PROCESS SUMMARIZED

COMPETITIVE Hiring Process
Applicants compete for vacant positions by qualifying under examination (by an analysis of their previous education and work experience) and are selected from Certificates of Eligibles or a Merit Promotion Certificate. 
 
NONCOMPETITIVE Hiring Process 
Applicants are appointed to vacant positions by meeting specific criteria established by law, executive order or Office of Personnel Management regulations and are exempt from competition by examination and selection from a Certificate.  These positions are in the Excepted Service. 
TYPES OF APPOINTMENTS
A.  COMPETITIVE 
*Career Conditional  - the tenure of a permanent employee who has not yet completed three years of creditable, substantially continuous Federal service.
*Career                      - the tenure of a permanent employee who has completed three years of creditable, substantially continuous Federal service. 
*Temporary               - the tenure of a non-permanent employee who is hired to work for a specific period of time of one year or less.  
*Term                        - the tenure of a non-permanent employee who is hired to work on a project or assignment which is expected to last more than 1 year but not exceed 4 years. 
B.  NONCOMPETITIVE 
*Schedule A              - positions other than those of a confidential or policy determining character for which it is not practical to examine (180 & 130 days appointments plus some authorities for hiring the handicapped)
*Schedule B              - positions for which competitive examinations are impractical but for which noncompetitive examinations are provided (Student Career Employment Program (SCEP) and Student Temporary Employment Program (STEP) 
*Schedule C              - positions of a confidential or policy terming character (political appointments) 

ARS MERIT PROMOTION PLAN
The Merit Promotion Plan is a competitive process based on merit principles or identification, qualification, evaluation, and selection of candidates without regard to political, religious, or labor organization affiliation, marital status, race, color, sex, age, national origin, or non-disqualifying disability.  The competitive process is to be based solely on job-related criteria. 
The competitive process is a systematic approach for employees to compete against one another for promotion based on their degree of the required knowledge, skills, and abilities for the higher level position. 
The following actions must follow competitive procedures:
TEMPORARY PROMOTIONS
Lasting or expected to last more than 120 calendar days (all prior service including details to higher graded positions and temporary promotions in the preceding 12 months is counted regardless of whether such actions were competitive or noncompetitive).  
TERM PROMOTIONS
Selection for details to a higher grade position or to a position with known promotion potential for more than 120 days. 
Selection for training which is part of an authorized training agreement or is required before an employee can be considered for promotion.  
Reassignment or demotion to a position with a higher grade potential than the position last held except when permitted by reduction-in-force regulations. 
TRANSFER TO A HIGHER GRADE POSITION
Reinstatement to a permanent or temporary position at a grade higher than the last grade held under a non-temporary appointment in the competitive service.
Positions that are recruited using Merit Promotion procedures are advertised on Vacancy Announcements with sufficient information and time for employees to apply.  Generally, positions advertised locally should remain open for at least a week, positions advertised Area-wide should remain open at least 2 weeks, and those advertised Nationwide must remain open at least 3 weeks.  
The minimum area of consideration is no less than ARS local commuting area, but if this does not result in at least three qualified candidates, this position can be re-announced using a broader area of consideration.  
Relocation expenses will be authorized if the transfer of an employee is in the best interest of the Government. It is ARS policy that the transfer of an employee is deemed to be in the interest of the Government unless there is an affirmative decision that such action is primarily for the employee’s convenience.
For more information about the Merit Promotion Plan, refer to P&P 420.1 and Manual 420.1.

