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Onboarding

Overview of the Onboarding Process

See the corresponding pages for more details about each step in the process

Supervisor submits, Supervisor updates
new hire request, and HR provided draft
package approvals, vacancy
along with a signed —_— announcement and —
request to advertise submit it to HR for
memo and completed posting on company
Forms to HR website

Once an applicant is

HR will create a new selected the
facilities ticket and the supervisor must
supervisor will be submit the selection
required to complete €« memo. HR contacts €«
the necessary fields the selection with an
official offer.
The division will ready A physical mailbox
the onboarding guide and a cubicle
and update the nameplate are
appropriate mailboxes, —> created and time 4
directories, and management
emergency contact application
listing. enrollment is

initiated

Once the vacancy
closes, supervisor
must review
certificates. Any
questions regarding
certificate should be
directed to HR.

Resumes are selected
and interview.
Interviews are

conducted with a panel
of three or more. Panel
members notes at the
conclusion of each
interview

A 30 minute
introductory meeting is
scheduled with the
office director and
deputy director. And a
15 minute meeting is
scheduled with the
associate
administrator.




e New-hire requests & package approvals are coordinated with
» HR POC. Supervisor obtains approvals from Office
Manager/Assistant Manager. Supervisor submits the following
to HR:
o Signed “Request a Personnel Action” Memo (Template)

Requirements to Request a Personnel Action

e I D e e e =] =y
Classified PD & OF-8* x b 4 X X > X
sse I n
Questions b 4 X
Justification Memo b 4 b 4 X 4 X N/A
Statement of Duties
Performance Standardsinpiace | X b X | X X X
Credibng Pian X
Recruitment Plan X
Compieted Sign-Out Sheet X
Paper SF-52 X | X X
Resume X

*Please work with stafing fo obtain a classified PD prior fo submitting the paperwork.
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Request for Human Resources Action

Initiator's Name ™= Phone Number: |
Action Requested:
[ ] Reassignment Promotion Detail Internal Recruit
Extemnal Recruit E_ (] Direct Hire [ Other: i
Title: _ Grade/Sernes:

Organizational Code for Action Requested

Position Description on File: YES or NO PD NUMBER: i
(If Known
I < -
one Trust Fund ]
CAN Number
Date Date
—— —— Execunive Durector
(s1gnature - recrutment)
Lro
(s1gnature - recnutment)
" a3 —— Executive Duector
Approved " .
(’.1;5".3&11@ - sexcthon)
Drsapproved
- I
CFO Once personnel action is assigned, HR will contact you.

(s1gnature - selection)

PC Number:

Assigned | Classification| Staffing Processing | Completion

Name:
Date:

Notes:



Completed XX-X with applicable Position Description

. T Agency Sozton No
POSITION DESCRIPTION (Please Read Instructions on the Back)
2 Reazon for Swmizzion 3 Gervice 4 Employing Office Locason <. Duty Station £ OFM Cersfication No.
Reestatishment Oter 7. Fair Labor Stnaaros Act |5 Francs cutement Requres 3. Subject 0 1A Action
[ meesmorznmen ] (] omet [ Noneremgt| (]t i [Jiwert= | [yes [T o
Emm!mmymm — — L
10 Postion Stbus 11. Fosion is | 12 Sensthvity 13. Compettive Level Cooe
Dm Dw D"“:m D;_c,-’
[Jexcected moecey in Remars) || |Maraguen . 14. Agency Use
DSESIGG!._' D SES ICR) DW D Senalive Carmtie
15. ClassfecyGraced by OfMcia Title of Position Pay Pian | Occupstonsl Coce | Grade | Intiais Date
a Ofice o Personne
Marage~ent
B. Deparment,
Agency o
Eztaci zh—ent
C. Second Leve
Review
d First Level
Review
e Recommended by
Supervizor or
Intating Cmce
1 COrgarizatona Tite o Sozhon (¥ Gferent ~om oMCd STe) 7. Name o Employee (¥ vacart, soecly)
15 Depariment, Agency. or Estaizhment T Third Sudvizion
2 Srst Swdvision 4. Sou™ Subatvzon
D Second Subdvizior e =Mt Subdvizion

Signature of Empioyee (ootiona)
12. Employee Review-This 5 an accurate descrption of the major -
aues and responsibiies of my position.

&m
S
or h |l
certmcation is made with e knowledge thaf

a Typed Name and Tiie of Immedials Supervisor D. Typed Name and Tie of Higher-Leve! Supervisor or Manager (ootiona)
i) WM%MIQ%N%- 22 Postion Classficaton Standards Used In CiasstyingGrading Fosiion
W‘a%me "M% i}g of
Personne! or, ¥no orecr-

Typed Name and Tite of Oficial Taking AcSon

P T & Ethars oy

-~ Cat=

" T i, 0
m::ﬂlceor U.S. OMce of nel Management.

23 Poston Review inty: Sate nEas Soe nEas Oate Ity Sate nEas Coe

a Employee (optonal)

b. Supervisor

¢. Classifier

4. Remans

25. Descrption of Major Dubes and Responsibities (See Affached)




e HR supplies supervisor with draft vacancy announcement.
Supervisor reviews & updates, as appropriate.

e HR obtains budget approval from the CFO. HR then posts
vacancy announcement to Company Website.

o If Supervisor wishes announcement to post on other
outlets (e.g. LinkedIn or similar), contact Division’s
Administrative Officer, when announcement is first posted,
with directions.

e Once the vacancy closes, Supervisor reviews certificates in
Job Board. There may be multiple certificates to review. Any
questions regarding your certificates should be directed to
your HR specialist. For references view the information in
internal shared document repository.

o Important- Note the closing date on the certificates. Most
are open for 30-days. Should you need more time to
review applicants & interview, request an extension from
your HR specialist.

e Once resumes are selected for applicants the supervisor
wishes to interview, forward resume PDFs to Divisions
Administrative Officer. The Administrative Officer will schedule
interviews with applicants and provide the supervisor with a
draft list of interview questions. A list of standardized
interview questions can be found in the Division’s shared
documents folder on the document repository.

e Important- Please note that additional questions should be
included to address specific qualifications based on the
position description.



Before interviews begin, the supervisor must assemble an
interview panel consisting of at least 3 members (including
the hiring supervisor). The hiring supervisor finalizes the
interview questions, provides the finalized list of questions to
the panel, and specifies the questions assigned to each
member.

During the interviews, the assigned questions must be asked
to each candidate by the designated panel member. Panel
members should record answers and any pertinent notes.

If a writing sample or other documentation is requested of the
applicant, coordinate through the Division’s Administrative
Officer.

Once an interview concludes, panel members discuss the
applicant and review the recorded answers from their notes.

Typically, the person who will be making the final hiring
decision checks the top candidates’ references. Alternatively,
a human resources (HR) specialist may check references. For
assistance with this process refer to The Guide for Reference
Checking.

The hiring supervisor reviews feedback from panel members,
their own notes, and selects an applicant.

Once a candidate is chosen, the supervisor updates the job
board’s certificates to indicate the selection (if multiple
candidates are chosen, or back-up candidates are selected,
those are outlined in the Notes section when finalizing the
certificate).

Hiring Supervisor readies a Selection Memo (Template) and
allows the Office Manager/Assistant Manager to
review/approve. Once concurrence is gained, supervisor
provides signed memo to HR Specialist.




Subject: Request for Approval - Selection of Grade Date
Position Title

From:

Through

i

Through:

The hinng manager. 1n conjunction with the Office of Human Resources has approved the
selection of Applicant Name for the position sumbe NG Position Title.

Grade, m the NN Division This position became vacant when
[explanation]

After reiewing the application mformation, the results of the mterviews, 1t 1s the panel’s
recommendation that Applicant Name be selected for this posstion [Justification for selection
(e.g expenence, accomplishments accolades, mterview summary)]

The employee’s official workspace will be located at Official Duty Station [ EEGEGE
B the employee wall be teleworiang from Telework Location

e HR will obtain necessary selection approvals and contact the selectee
with a verbal, contingent offer.

e If the selectee accepts and passes the required background check,
and funds are approved for the new-hire, HR will provide the
supervisor an on-boarding date.

e HR will create the NEO (New Employee Onboarding) ticket and the
supervisor will need to detail the employee’s physical desk location,
phone number, Shared drive mappings, and other specifics. Work
with the Policy Advisor to locate an appropriate desk location. For
assistance with the NEO process view the NEO Training_and Overview
Guide.
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e The Division will verify whether the new employee will be traveling for

Department to ensure they are enrolled into the travel system and
provided a travel card.

e The Division’s administrative assistant will schedule a 30-minute
introductory meeting with the office Assistant Manager and Manager
(together) and a 15-minute meeting with the CEO.

e For further assistance or clarification on these hiring policies please

visit the department’s website: || G
]



