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	APPOINTMENT OPPORTUNITY 
TEMPLATE FOR AGENCIES


BACKGROUND:  The following template is designed for registered Agency PMF Coordinators and Agency HR Recruiters to distribute to agency personnel in collecting appropriate content for posting an appointment opportunity to the PMF TAS (Talent Acquisition System) for current Finalists and PMF STEM Finalists.  The template enables hiring officials to submit their requirements for posting an appointment opportunity to hire a Finalist in the PMF Program for an appointment as a PMF/Fellow.  The template also includes a checklist column to assist Coordinators and Recruiters to ensure all data elements are entered when posting in the PMF TAS.
Appointment Opportunities for PMF STEM Finalists must be for STEM-related positions and only PMF STEM Finalists are eligible.  PMF STEM Finalists may NOT be considered/appointed in non-STEM positions.  Please be sure to identify the STEM-related Job Series as these typically have a positive education requirement.  This template and instructions have been updated to reflect PMF STEM postings.  The PMF STEM Track is a pilot for the PMF Class of 2014.  Additional information about PMF STEM can be found on the PMF website.
The PMF TAS is the PMF Program Office’s on-line system for posting opportunities for current Finalists.  Appointment opportunities are only accessible to Finalists who must login to view.  Agency PMF Coordinators and Agency HR Recruiters are the only users who can post and view opportunities within the PMF TAS.  Only Agency PMF Coordinators and PMF Program Office staff can officially record appointments of Finalists as Fellows.  The template also includes data elements in the PMF TAS (highlighted below) that must remain static in the system and is for Coordinator/Agency HR Recruiter use only.

For additional information and instructions on the use of the PMF TAS, please refer to the PMF TAS User Guide for Agencies found under the “Agencies\Resources” section on the PMF website at www.pmf.gov.  Additional resources, such as this template, are also available on the website. 
INSTRUCTIONS:  Agency personnel wishing to post an appointment opportunity should follow the steps below and any other additional instructions from their Agency PMF Coordinator/Agency HR Recruiter.  When completed, please submit to your designated Agency PMF Coordinator or Agency HR Recruiter.  Requests should be reviewed for accuracy and written in plain language.  Please consult with the Agency PMF Coordinator, Agency HR Recruiter, and/or your Human Resources (HR) Office for any questions.  Hiring Officials should have a Position Description associated to the recruited position.
SET-UP:  The following items apply ONLY to Coordinators/Recruiters when creating the announcement.  Please refer to the PMF TAS User Guide for Agencies for step-by-step instructions and screens shots.  Coordinator/Recruiters log into the PMF TAS portal; select “Hiring Management;” and then select “Announcements.”  Follow the steps below:

	(
	SELECT ORGANIZATION [Agency]:
	Use drop-down menu to select your agency (at the headquarters level).

	(
	SELECT SUB-ORGANIZATION [Sub-Agency], if applicable:
	Use the drop-down menu to select your sub-agency, which prepopulates based on the “Organization” (Agency) selected.

	(
	SELECT ACTION:  IMPORTANT!
	Select “New Announcement from Template”.  New screen appears showing “PMF Vacancy Template.”

	
	NOTE:  The most common problem is not ensuring “PMF Vacancy Template” is used.

	(
	SELECT ACTIONS:
	To the far right of the template, select “Actions” for a pop-up window to appear.  Then select “New Announcement.”

	(
	CONFIRM:
	A new screen appears saying “Step 1 – Announcement Information.”  Confirm your agency appears next to “Organization.”

	(
	SELECT DEPARTMENT:
	Click on “Select Department,” a new screen appears.

	(

	NEXT:  IMPORTANT!
	Select the link “Presidential Management Postings.”  

	
	NOTE: The above step is critical to ensure that the opportunity will appear in the PMF TAS.


BASICS:  Please complete the following basic information for this section.

	(
	AGENCY NAME:
	

	(
	SUB-AGENCY NAME:
	

	(
	AGENCY PMF COORDINATOR (name and email address):
	

	(
	POSITION TITLE of PMF appointment:
	

	
	NOTE:  For a PMF STEM announcement, please enter the word “STEM” before the Position Title above.  This enables easier viewing and sorting of those positions eligible for PMF STEM Finalists only.

	(
	JOB SERIES (####; e.g., 0343 for a Program Analyst; should be consistent with the Position Title and/or identified in the Position Description being recruited; this is especially important for PMF STEM positions as there is typically a positive education requirement):
	

	(
	SCORING OPTION:  Coordinators/Recruiters should leave the default in this field as “General Schedule”.
	NO CHANGE

	(
	OPENING DATE (mm/dd/yyyy; posted for at least 5 calendar days):
	

	(
	CLOSING DATE (mm/dd/yyyy; posting will automatically deactivate on this date):
	

	(
	APPLICATION LIMIT:  Coordinators/Recruiters should leave this field blank.
	NO CHANGE

	(
	APPLICANT ELIGIBILITY:  Coordinators/Recruiters should leave this field blank, which includes the “Eligibility Set” and “Required Eligibility” areas.
	NO CHANGE

	(
	TOTAL NUMBER OF POSITIONS ACROSS ALL LOCATIONS (enter number or “Many”):
	

	(
	DUTY LOCATION(S)
(if more, add in “Comments” below):
	City:
	State:
	ZIP Code:
	Number of Positions Per Location:

	
	
	
	
	
	

	
	
	City:
	State:
	ZIP Code:
	Number of Positions Per Location:

	
	
	
	
	
	

	(
	PAY PLAN and PAY TYPE:  Coordinators/Recruiters should leave this field blank, which includes the “Question Association” in three separate areas in the PMF TAS.
	NO CHANGE

	(
	GRADE LEVEL (e.g., 9, 11, 12; Finalists can only be initially appointed at the GS-9, 11, 12, or equivalent; the Grade Level will not appear in the posting but is required in order to be posted in the PMF TAS; insert Grade Level in “Description of the Position” section below):

Coordinators/Recruiters:  Do NOT enter salary as part of the “Grade and Salary Range” area.
	

	(
	PROMOTION POTENTIAL (the promotion potential will not appear in the posting but is required in order to be posted in the PMF TAS; insert in “Description of Position” section below):
	

	(
	DOWNLOAD FROM USAJOBS TEMPATES:  Coordinators/Recruiters should leave this field blank; the PMF TAS is not associated with USAJOBS and is only used by the PMF Program Office in its annual application cycle.
	NO CHANGE


QUALIFICATIONS AND EVALUATIONS:  Please complete the following basic information for this section.  The narrative text fields will expand as needed.  Cut and paste option is available to place text below into the PMF TAS; however, some special characters and bullets may not copy over.  Agency PMF Coordinators should NOT use the insert or upload feature in the PMF TAS.  Please be sure to preview your announcement before posting.  The instructions include appropriate references to PMF STEM opportunities.
	(
	DESCRIPTION OF THE POSITION (Use this space to describe the position.  This is also where any grade levels, salary ranges, recruitment incentives, etc., should be identified).
(Coordinator/Recruiter:  This section in the PMF TAS is labeled as “Education.”  Be sure to enter data; otherwise, the default instructions will appear on the announcement.  Please preview announcement before posting.):

	
	

	(
	ORGANIZATION DESCRIPTION (Use this space to describe the organization.  This should introduce the Finalist to the mission and purpose of the organization.  Recommend including a link to the agency website.  A template may be built for consistency across the agency.)
(Coordinator/Recruiter:  This section in the PMF TAS is labeled as “Requirements.”  Be sure to enter data; otherwise, the default instructions will appear on the announcement.):

	
	

	(
	HOW TO APPLY (Include instructions on how to apply here.  Agencies should include the closing date in this section as it will not appear in the heading of the announcement.  Most agencies request Finalists send an email to the point of contact identified (see below), along with their current resume.)
(Coordinator/Recruiter:  This section in the PMF TAS is labeled as “Evaluations.”  Be sure to enter data; otherwise, the default instructions will appear on the announcement.  Please preview before posting.):

	
	

	(
	QUALIFICATIONS (Use this space to identify the qualifications for the position.  Such as:  U.S. Citizenship Required, specific competencies\skills required, clearances, degree requirements, writing sample, etc.  For PMF STEM positions:  (1) check the box below, (2) state this opportunity is “Only for PMF STEM Finalists” and (3) mention if there is a positive education requirement.)
(Coordinator/Recruiter:  This section in the PMF TAS is labeled as “Qualifications.”  Be sure to enter data; otherwise, the default instructions will appear on the announcement.  Check if a PMF STEM position):

	(
	Enter an “X” in the box to the right if this announcement is for a PMF STEM position:
(Coordinator/Recruiter:  Please ensure posting reflects “Only for PMF STEM Finalists”.)
	

	
	

	(
	COORDINATORS/RECRUITERS:  The following data fields and sections are NOT used for the PMF Program and should NOT be changed:  Part-Time Employment, Forms Request Method, Exclusive Posting, Accept Electronic Resume, Resume Format, Resume Email, Additional Information, and Duration Appt.


POINT OF CONTACT:  Identify the point of contact here.  Be sure the above How to Apply instructions inform Finalists who and how to contact when expressing an interest in the position.
	(
	WORK MAILING ADDRESS (Street Address, City, State, and ZIP Code):
	

	(
	POINT OF CONTACT
	

	(
	CONTACT’S EMAIL ADDRESS:
	

	(
	VACANCY CONTACT’S PHONE NUMBER (###-###-####):
	

	(
	VACANCY CONTACT’S FAX NUMBER (###-###-####):
	

	(
	ORGANIZATION WEBSITE (Here you can insert a website address URL that may provide additional background information):
	


COORDINATORS/RECRUITERS ONLY:  The following items apply ONLY to Coordinators/Recruiters when completing the opportunity.
	(
	AVAILABLE QUESTIONS TO ASSIGN:
	NO CHANGE

	(
	ELIGIBLITY QUESTIONS:
	NO CHANGE

	(
	PHASING NAME:
	NO CHANGE

	(
	ANNOUNCEMENT TYPE:  Enter the type of announcement.  NOTE: This same template is used for rotational and training opportunities.
	SELECT “APPOINTMENT”

	
	NOTE:  If a PMF STEM position, be sure to select “PMF STEM” as the type of opportunity.

	(
	TRACKING INFORMATION:  Includes all fields in this section.
	NO CHANGE

	(
	VACANCY SETTINGS:
	NO CHANGE

	(
	EXTERNAL JOB BOARD INTERFACES:
	NO CHANGE

	(
	HR MANAGEMENT OPTIONS:  The following categories should each have a selection from the drop-down menu to populate (e.g., use the Agency PMF Coordinator as the default):
· HR Manager

· Selecting Official

· Best Qualified Designator
	EACH CATEGORY MUST INCLUDE A SELECTION.
THE CHOICE WILL NOT APPEAR PUBLICALLY.

	(
	APPROVE THIS VACANCY:  This must be checked in order to approve and move forward with finishing and posting the opportunity.  NOTE:  Here is where you can “preview” the announcement.
	CHECK THE BOX

	(
	FINISH:  This must be clicked in order to post the opportunity.  The “Finish” button is in the upper right-hand corner of the screen.
	CLICK THE “FINISH” BUTTON


COMMENTS:  Use this text box to provide comments to the Coordinator/Recruiter (e.g., hiring office has a Position Description and Participant Agreement ready) or to insert agency-specific policies the hiring official should be aware of (e.g., all PMF appointment offers must come through the Agency PMF Coordinator), if applicable.  This is for internal information only and will not be included in the opportunity posting.

	(
	


This concludes the steps needed to submit an appointment opportunity.  The Coordinator/Recruiter should notify the hiring official once the position is posted.  See your Agency PMF Coordinator for any questions.
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