
 

1.  SF-52 

Recruitment        

 Package Received      
  in OHRM, Dated       

  and Logged 

  

2.  SF-52             

 Recruitment       

Package forwarded 

to HRS 

 
3.  HRS Reviews 

Recruitment Pkg      

for Completeness 

 4.  HRS Creates 

STM Record 

 
5. HRS Contacts                       

S.O. for Job             

     Analysis (if applicable) 

 

 6. HRS prepares  

Vacancy  Draft 

 

 
 

7. HRS forwards 

VA Draft to S.O 

 

 8.  S.O. Returns 

VA Draft to HRS 

 

 
     9. HRS    

     Finalizes vacancy   

     & sends to  

U    USAJOBs &  

D  Diversity  

Pa  Partners 

 

10. Vacancy                

   Closes 

 

 

 
12.  HRS  Screens 

Applicants for 

Quals 

 

 

 

 

 13.  HRS Rates 

Applicants 

 

 

 

 

 11.  HRS Applies 

Vet Preference. 

 

 

 

 

 

14.   HRS prepares               

   Certificate 

 

 

 

 

 

15.  HRS Forwards 

Certificate to S.O.  

 

 

 

 

 

16.  S.O.Reviews 

Applications  

 

 

 

 

17.   S.O.     

schedules and       

 Conducts       

    Interview(s) 

 

 

 

 

18.   S.O. Checks         

  References 

 

 

 

 

19.   S.O. Makes 

Selection(s) &           

 Completes Cert 

 

 

 

 

20.  S.O. Returns 

Cert to HRS 

 

 

 

 

21. HRS Updates       

    STM  

 

 

 

22.  HRS Extends   

Tent. Offer and  

Begins Suitability 

& Security (S/S) 

Check 

 

 

25.  HRS 

 Updates STM  

w/EOD date 
 

 

 

 

26.  HRS/A  

Generates  

e-EOD Offer  

Letter 

 

 

 

 

27.   New Hire             

 EOD – Attends 

Orientation 

 

 

 

 

 

 

START  

 END 

 

   

  END 

 
ITA Recruiting & 

Hiring 

Cycle 
 

  24.  HRS 

 Establishes Effective   

EOD date if  S/S 

Check is OK. 
 

 

 

 

Reissued 

8/16/2006 

Items #10 – #23 formulate the  

45-Day Hiring cycle criteria. 

 

  

START 

 23. HRS informs all 

applicants on vacancy 

status. 

 

 

 

 


