 Hiring Process Checklist for the Hiring Manager
	Position Title/Grade Level
	

	Supervisor
	

	Organization
	


	Step
	Action
	Owner
	Instructions
	Completed

	1.
	Be sure you understand your organization’s internal processes.  

Get any internal organization approvals to move forward
	Hiring Manager
	At the beginning and throughout the hiring process
	

	2.
	Review/Update/ Develop a Position Description.  The PD serves as the basis for subsequent actions

Develop NF 1722 and GSFC TDPQ
	Hiring Manager
	HCIE/ePDS website: https://hcie.nasa.gov

If this is a new position to the organization, please reference the 37-day timeline for classification (attached).  Work with OHCM to create a new position description

If you have a existing PD, review and update PD as necessary

Complete NF-1722 (Position Designation Record) and TDP-Q (Testing Designated Positions)  Forms must be completed manually, in addition to in ePDS.  NOTE:  Both ePDS and Manual Forms must match and TDP-Q required if it is a Drug Test Position.
 Go to Forms section of OHCM Website:

http://ohcm.gsfc.nasa.gov/forms/ohr/home.htm.


	

	3.
	Initiate FPPS action

(SF-52) 
	Hiring Manager/AO
	FPPS  Website: https://securefpps.nbc.gov/

	

	4.
	Route Paperwork to OHCM
	Hiring Manager/AO
	Include  a signed NF 1722 and TDP-Q, if necessary (Reference step 2)
	

	5.
	Review Paperwork


	HR Specialist
	Consults with hiring manager on type of recruitment method, potential recruitment sources, & the opening period of the announcement
	

	6.
	Classify PD


	HR Specialist
	OHCM staff analyzes the PD and determines  title, series,  and grade level

	

	Step
	Action
	Owner
	Instructions
	Completed

	7.
	Draft Vacancy  
Announcement
	HR Specialist
	Draft announcement is prepared and sent to selecting official for review and concurrence
	

	8.
	Post Vacancy Announcement
	HR Specialist
	Government wide normally 2 weeks and All Sources can be 5 days or more
	

	9.
	Establish Interview Panel
	Hiring Manager/AO
	Identify a diverse panel (e.g. Customer, Supervisor from another office within organization, panel members should be equivalent grade to position being filled) – Send out calendar requests to hold for interviews.  Reference  Website:  http://ohcm.gsfc.nasa.gov/sup_info/panelGuidelines_process.htm

	

	10.
	Announcement closes 
	HR  Specialist
	Qualification review starts one business day after closing date
	

	11.
	Certificate Issued
	HR Specialist
	OHCM staff  reviews final candidates qualifications and issues certificates via PKI
	

	12.
	Review applications 
	Hiring Manager
	Read instructions on certificate and contact your OHCM POC for questions.  NOTE:  SELECTION NEEDS TO BE MADE IN 30 DAYS
	

	13.
	Finalize Interview Schedule/ conduct interviews
	Hiring Manager
	Review PD, preplan your interview by using the interview questions  listed on the OHCM Website: http://ohcm.gsfc.nasa.gov/sup_info/toolbox/Staffing/InterviewProcess.html
	

	14.
	Check references
	Hiring Manager
	Check with Current Supervisor, Past Supervisor and Customer who received support  from the candidate
	

	15.
	Make selection
	Hiring Manager
	Do Not make offer or commit to any Salary/Step, Bonus, PCS, etc., HR Specialist is the only person authorized to make job offer.  Should  include 2nd choice for selection
	

	16.
	Consider hiring incentives 
	Hiring Manager
	Refer to the Hiring Guidelines and consult with HR Specialist. Complete Request for Recruitment Incentives.  Go to Forms section of OHCM Website:

http://ohcm.gsfc.nasa.gov/forms/ohr/home.htm.

	

	17.
	Return signed certificate to OHCM and complete required paperwork.
	Hiring Manager/AO
	If offering Recruitment incentives include the request.  Route through organization per your Directorate policy 
	

	18.
	Make tentative job 

offer
	HR Specialist
	Negotiations start and will consult with managers throughout.
	

	19.
	Make final job offer
	HR Specialist
	Establish Reporting Date for new candidate and HR Specialist will send On-Boarding information  

 For On boarding process go to OHCM website: http://onboarding.gsfc.nasa.gov/index.cfm

	


· Attached  80-day hiring model (NOTE:  The 80-day hiring model clock begins when OHCM receives the final completed package, which includes approved  FPPS and Classified PD)

· Attached  37-day Classification timelines (NOTE:  37-day Classification Timelines begins when OHCM receives FPPS action with draft PD)
