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DATE: May 20, 1996

REPLACES:

ISSUING OFFICE:  OAM, PMB

PROCUREMENT OF PAID ADVERTISEMENT

TOPIC:

Procurement of Paid Advertisingtc \l2 "Procurement of Paid Advertising
PURPOSE:
To assist selecting officials in determining when a position may be advertised through paid advertisements and to guide them through the documentation and approval process.

REFERENCES:
Memorandum dated February 6, 1996 from the Director, Division of Career Resources to ICD Personnel Officers entitled (Paid Recruitment Advertising(
POLICY:

Selecting Officials within ORS may advertise vacant positions through paid advertisements when the applicant pool has been historically small.  Paid advertisements should not be used for positions for which there is a large pool of qualified applicants within ORS, NIH, HHS or other Federal agencies within the commuting area.

PROCEDURES:
A.
Selecting Official
(
Consults with Personnel Management Specialist to determine if the pool of applicants has been historically small and to determine the extent of the advertisement.  

(
Consults with the Division Administrative Officer to determine free methods of advertising a particular position and publication submission deadlines and the availability of funds (consults with Budget Officer, if necessary).  If there are not sufficient free methods, determines the appropriate publication for advertising the recruitment.

(
Prepares a draft copy of the advertisement (Attachment 1) and includes it in the recruitment package along with the SF-52, position description, KSAs or crediting plan, AAP paperwork and completed Requisition Worksheet.

(
Issues a memorandum to the Division Administrative Officer requesting that an upcoming vacancy be advertised in a specific nongovernment publication or on-line service (Attachment 2).  Forwards the memorandum and the recruitment package to the Division Administrative Officer.

B.
Division Administrative Officer
(
Reviews the package for correctness and completeness.

(
Forwards the recruitment package to the ORS EEO Officer for review and approval.

(
Coordinates the processing of the Requisition Worksheet (after return of the package from the Personnel Management Specialist) with the ORS Acquisition Management Staff.

C.
ORS EEO Officer
(
Receives recruitment package from the Division Administrative Officer for approval.

(
Reviews recruitment package for area of consideration.  Determines if the scope and type of advertisement is appropriate.  Signifies concurrence and forwards the recruitment package to the appropriate Personnel Management Specialist .

D.
Personnel Management Specialist
(
Determines, along with the Selecting Official and Division Administrative Officer, if a paid advertisement is justified based upon the historical pool of applicants as well as if there are any free mechanisms for advertising a position.  If there are no appropriate free sources available, consults with the Selecting Official and Division Administrative Officer to select appropriate publications.

(
Reviews draft advertisement to ensure compliance with established merit promotion procedures.  Makes appropriate revisions, assigns a vacancy announcement number and establishes opening and closing dates.

(
Returns revised advertisement and requisition worksheet to the Division Administrative Officer.

(
Indicates in the Personnel Office Vacancy Log Book that the recruitment has a paid advertisement.

QUESTIONS: Contact your servicing Personnel Management Specialist on 2-1528.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.


Attachment 1

Sample Publication Recruitment Noticetc \l3 "Sample Publication Recruitment Notice

SECRETARY
The National Institutes of Health, Office of Research Services, Division of Safety has a Secretary, GS-318-5/6 available in the Environmental Protection Branch, Hazardous and Solid Waste Management Section.  The candidate must have thorough knowledge of and experience in a variety of computer systems and software programs such as WordPerfect, Excel, Professional Write, etc.  The incumbent serves as Secretary to the Section Chief and also supports other Branch staff members by performing a variety of administrative functions.  He/she receives incoming phone calls and visitors providing general information.  Refers technical inquiries to the appropriate staff member.  Arranges meetings, types correspondence, performs timekeeping duties, establishes and maintains office files, prepares and reviews actions related to personnel, travel, procurement and training.

Applicants are encouraged to address the following elements on a separate sheet of paper: (1) ability to communicate orally and in writing; (2) ability to meet and deal with people; (3) ability to use computers for composing correspondence and reports; and (4) ability to plan, coordinate, organize and set priorities.


Salary Range: $20,989 - $29,068 per annum

Application and Deadline: Applicants must be a U.S. citizen and must submit a current copy of an application in the form of an SF-171 (Application for Federal Employment(, OF-612 (Optional Application for Federal Employment, OR a resume; most recent performance appraisal; and most recent SF-50 (Notification of Personnel Action( (if applicable).

For qualification and application information contact [personnel asst.], National Institutes of Health, Office of Research Services Personnel Management Branch, 31 Center Drive, Room 3B03, MSC 2118, Bethesda, Maryland 20892-2118 or call (301) 402-1528.  Applications must be postmarked by September 1, 1996.


NIH IS AN EQUAL OPPORTUNITY EMPLOYER  


Attachment 2

Sample Memorandumtc \l3 "Sample Memorandum
TO:


Administrative Officer, [Division]

FROM:

[Selecting Official]

SUBJECT:
Paid Advertisement Request

Attached is a publication recruitment notice for [position title, series and grade] located [location of position] for the salary range of [salary range]. 

The announcement should be published in the [issue number] of [publication name] for [number of insertions].  The [publication name] needs the recruitment notice by [deadline for submission] so that it can be published in the above referenced issue.  The total charge of [dollar amount] should be billed to [area(s CAN].

If you have any questions, please contact me on [phone number].

Signature

Attachment

Concur:______________________________________
                                        
 Equal Employment Opportunity Officer
Date                                
Nonconcur:______________________________________
                                        
    Equal Employment Opportunity Officer
Date                                
