
HIRING FOR SUCCESS
A FEDERAL MANAGER'S GUIDE TO STAFFING

By Michael Corum and Victoria G. Loufakis

Table of Contents

PREFACE

INTRODUCTION - THE FOUNDATIONS OF YOUR HIRING PROGRAM

Hiring Values: Competence and Compatibility
The Four Phases of Hiring
What Managers Are Responsible for as Primary Decision Makers

Workforce planning
Recruitment
Applicant Assessment
Making Selections
Managing the New Recruit

What Personnel Offices Are Responsible For
Analysts and consultants for planning, systems, and standards
Day to day operations

The Manager/Personnel Office Relationship
Regionalization
Strategic Human Resources
Management Responsibility and The Three Critical Areas of Influence

CHAPTER ONE - THE BASICS OF JOB SPECIFICATIONS

Envisioning the Best Person for Your Job
Fully Qualified and Qualified
Writing Job Specifications: Three Principles
The Case of the Electrician, WG–10
Responsibility for Writing Job Specifications
How We Use Job Specifications
Job Specifications in Relation to Staffing Rules
Rule of Three and Veterans Preference
Priority Placement Programs

CHAPTER TWO - JOB SPECIFICATIONS FOR GS POSITIONS

A Short Course in GS Minimum Qualifications
OPM’s Three Dimensions of Experience: Type, Level, Amount



Defining Qualifying Education: Level, Amount, Studies
Accessing OPM’s Qualifications

CHAPTER THREE - THE JOB VACANCY WORKSHEET

Six Steps to Job Specifications
Step 1. Decide whether you are an expert in the job
Step 2. Determine which job you want to fill
Step 3. Identify the job’s core work
Step 4. Establish the performance expectations
Step 5. Determine your ideal or fully qualified candidate for the position
Step 6. Decide how far from the ideal you can retreat
Step 7. Using the worksheet information to drive the staffing action

Content versus Structure: Translating the Worksheet into a Crediting Plan

CHAPTER FOUR - RECRUITING OPTIONS

The Roadmap to Outside Hiring Authorities
Competitive Service
Excepted Service
Non–Competitive Appointments

Appointing Authorities and Applicant Populations
Appointing Authorities and Candidate Ranking

Method A: Numerical Lists
Method B: Unranked Lists

Making Selections from Numerical Lists
Making Selections from Unranked Lists
Connecting Methods A and B to Appointing Authorities
Noncompetitive Appointments
Multiple Source Recruiting

CHAPTER FIVE - INTERNAL HIRING

Competitive and Noncompetitive Actions
Inservice Placement Actions for which Competition is Mandatory
Inservice Placement Actions for which Competition is Optional

Common Mistakes Managers Make
Competition versus Qualification
Lateral or Downward Moves to Different Occupations
Promotions to Supervisory or Managerial Positions
Mistaking the Time–in–Grade Restriction for Qualifications
Pressure to Select Internal Candidates
Spots
Time–Limited Promotions and Details to Higher Grades
Career Ladder Promotions
Accretion of Duties Promotions

Visibility of Internal Placement Actions



CHAPTER SIX - RECRUITMENT AND DIVERSITY

Outstanding Scholar Authority
Legal Basis
Advantages
General Requirements
Restrictions

Bilingual/Bicultural Program
General Requirements
Advantages
Restrictions

Presidential Management Intern Program (PMI)
Legal Basis
Advantages
Requirements
Nomination and Selection Process

Student Educational Employment Program
Two Elements
Advantages
General Requirements

Building Diversity with Staying Power
Clear Thinking about the Job

Clarity about the requirements of the targeted position
Tangible, behaviorally based measures of potential

Recruitment and Assessment
Fully Engaged Management

Formal training program
Difficult work
Assign a coach
Ongoing feedback
Manage for outcomes, not process

CHAPTER SEVEN - RECRUITMENT, MARKETING AND INCENTIVES

How Widely to Advertise
Which Appointing Authorities to Use
Which Media or Strategies to Use
What You Have to Offer in a Buyers’ Market
The Three Rs—Recruiting, Relocation, and Retention Incentives

Recruitment Bonuses
Relocation Bonuses
Retention Allowances

Other Pay Incentives
Superior Academic Achievement Program (SAA)
Superior Qualifications Appointment
Highest Previous Rate
Special Salary Rates



Critical Pay Authority
Other Benefits

Family–Friendly Policies
Tuition Reimbursement

CHAPTER EIGHT - HIGH RISK PRACTICES: INTRODUCTION TO APPLICANT ASSESSMENT

High Risk Federal Practices
Practice One: over–reliance on the application
Practice Two: personnel technicians assessing candidates
Practice Three: lack of involvement by line management
specifications

Changing Your Approach
Do your homework
Tailor your assessment strategy to the job
Use a variety of tools
Get involved earlier in assessment
Introduce new methods
Use properly designed assessment tools
Get outside help in designing your assessment program
Systemic controls on the use of assessment tools
Work on your organization’s resistance

CHAPTER NINE - REVIEWING THE APPLICATION

Reviewing the Application
Appearance
Gaps in employment
Too many jobs
Too much training
Criticism of former employers
Uneven employment pattern
Qualitative information

Matters You Should Not Worry About
Old news
All bad news
Inflated applications

CHAPTER TEN - INTERVIEWING

What an Interview Tells You
Purpose of the Interview
Planning the Interview

What is the purpose of this interview?
How will you find this out?
How will you evaluate the information?

Types of Interview Questions



questions
Knowledge questions
Situational questions
habits
Motivational questions

Components of the Interview
The opening
The body of the interview
The Sell

Applicants’ Questions
The Evaluation
Documenting the Interview
Illegal Interviewing Acts

Medical issues
Personal issues

CHAPTER ELEVEN - OTHER SOURCES OF INFORMATION

Interviews with Former Supervisors and Coworkers
Whom to Contact

Supervisors
Coworkers

Planning The Interview
Verification of dates and positions
Reasons for leaving
Types of duties
Accomplishments and achievements
Work habits
Strengths and weaknesses
Interpersonal ability
Eligibility for rehire
Evaluating the information

Evaluation of Work Products
Written products
Computer–generated materials
Graphic, artistic, and design work

Demonstrations
Situations for Performance Demonstrations

Writing
Analytic work

Involving Your Subordinates

CHAPTER TWELVE - PROBATION

Assess Training Needs
Set Clear Performance Standards
Make the Rules Clear
Put Them in Tough Situations



Give Feedback and Opportunity to Improve
How to Remove

Removal for post–appointment reasons
Removal for pre–appointment reasons

CHAPTER THIRTEEN - THE LEGAL DANGERS

Where Employees Can Challenge Selections
An EEO complaint
A negotiated grievance
Office of Special Counsel
Federal Labor Relations Authority
Administrative grievance procedure

Prohibited Selection Factors
Illegal Discrimination
Burden in EEO cases

Prima facie case
Management’s legitimate non–discriminatory reason
Pretextual evidence

Reprisal
Union activity
Filing complaints, grievances
Whistleblowing
Free speech

Prohibited Selection Practices
Pre–selection

Influencing withdrawal to promote somebody else
Obstructing or deceiving somebody who is competing
Nepotism
Why Agencies Lose Cases

Failing to articulate the reasons for the selection
Concealing the real reason
Using subjective criteria
Being too charitable
Failure to admit honest mistakes
Using criteria not job–related
Failing to educate the third party
Inconsistent application of criteria

CHAPTER FOURTEEN - EMPLOYEE RETENTION

Retention: A Realistic View
Why People Leave Their Jobs—Primary Factors

The organizational culture
Opportunity for growth, development, and achievement
Opportunity for advancement
Lack of recognition
Lack of challenging and exciting work



Communication and relationships with superiors, peers, and subordinates
Meaning

Secondary Factors
Money
Benefits and working conditions

Steps to Employee Retention
Talk with your top performers
Spend time talking about performance
Find out where they want to go
Reward continuously and unhesitatingly
Make the job bigger than the person
Prefer the underqualified to the overqualified candidate
Hire people with a history of loyalty

CONCLUSION

Never Make a Defensive Selection
Don’t Look for the Perfect Candidate
Be Honest
Scout Continuously for Talent
Don’t Be Afraid to Admit You Made a Mistake
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