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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 hiring officials in collecting appropriate content for posting an appointment opportunity to the PMF TAS (Talent Acquisition System); a separate template is available for posting a rotational opportunity. This template enables agencies to submit their requirements for posting an appointment opportunity to solicit current Finalists for their initial appointment as a PMF\Fellow.  Postings are ONLY accessible by current Finalists on the PMF website. This template is designed to collect information from the requestor and then forward to the agency’s designated Agency PMF Coordinator or Agency HR Recruiter for posting.
The PMF TAS is the PMF Program Office’s on-line system for posting appointment opportunities for Finalists and rotational opportunities for Fellows. Agency PMF Coordinators and Agency HR Recruiters are the only users who can post opportunities within the PMF TAS. Instructions for viewing the current list of Agency PMF Coordinators can be found under the “Agencies\List of Coordinators” section on the PMF website at www.pmf.gov. 
Appointment of Fellows is conducted under 5 CFR § 362, the Pathways Programs regulations, using the Schedule D Hiring Authority.  Those Finalists designated as “PMF STEM Finalists” are only eligible for STEM positions designated by the recruiting agency.  Reminder:  Veterans’ preference applies when recruiting PMFs.
Agency PMF Coordinators\Agency HR Recruiters should refer to the instructions on how to use the PMF TAS, in the “PMF TAS User Guide for Agencies”, and the “How to Post Opportunities in the PMF TAS for Agencies”; which can be found under the “Agencies\Resources” section on the PMF website at www.pmf.gov.
NOTE:  The PMF TAS is a Federal computer system under contract with Monster Government Solutions.  Only registered agency users with valid IP Addresses may access.
PRE-CHECKLIST:

The following is a suggested pre-checklist for the hiring official to follow when offering an appointment opportunity for current Finalists.  This checklist is not all-inclusive; you may have other agency requirements.

	(:
	ITEM:

	
	PMFs are full-time, salaried positions.  A PMF’s appointment is a 2-year trial period (fellowship) in the excepted service.  Do you have a staffing position available (a billet or FTE; Full-Time Equivalent)?

	
	A Position Description (PD) is needed.  Finalists may only initially appoint at the GS-9/11/12 or equivalent, and promote as high as a GS-13 during their fellowship.  Do you have a PD?  Does it indicate the full promotion level?

	
	Do you have a Pathways Participant Agreement ready?  Check with your Agency PMF Coordinator and HR Office for assistance.  The Participant Agreement outlines expectations between the PMF and their supervisor.

	
	Fill out the basics for the position, including the description of the position, duration, qualifications, closing date, description of the agency/organization, and how to apply.

	
	Do you have the correct Job Series identified for the position?  Be specific as possible.  You may want to consult with your HR Office.  Keep in mind the target position the Fellow is expected to convert into upon completing their fellowship.

	
	Do you have clear qualifications and selection factors identified?  For STEM positions, only PMF STEM Finalists are eligible.  Most STEM positions have a positive education requirement.

	
	Do you have the requirements identified for how a Finalist is to express an interest in the position (e.g., current resume, transcript, writing sample, etc.)?

	
	If a security clearance is needed, identify it below where indicated and identify what forms are needed.

	
	Are there any recruitment incentives offered (e.g., student loan repayment, relocation, etc.)?

	
	Have you checked with your Agency PMF Coordinator for any agency-specific requirements?


INSTRUCTIONS:

The hiring official 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 for review and posting.  Requests should be reviewed for accuracy and written in plain language (e.g., avoid acronyms and government jargon not familiar to most Finalists).  
NOTE:  A sample appointment opportunity posting (as it would appear to Finalists on the PMF website) can be found on the last page.  Posted appointment opportunities are only accessible by current Finalists.

	AGENCY NAME (do not abbreviate):
	

	SUB-AGENCY NAME (if applicable):
	

	HOSTING OFFICE\ORGANIZATION:
	

	POSITION TITLE of Appointment Opportunity:
	

	SUPERVISORY POSITION:  Typically appointments are not supervisory positions.
	
	Yes
	
	No

	TYPE:  Is this a traditional PMF and/or a PMF STEM appointment?
	
	Traditional
	
	STEM

	JOB SERIES (####):  Ensure the series matches the position and especially if a PMF STEM position.
	

	OPENING DATE (mm/dd/yyyy):
	

	CLOSING DATE (mm/dd/yyyy):  Posting will NOT show the closing date; therefore, it is recommend mentioning in the description section below.
	

	SECURITY CLEARANCE REQUIRED:  Enter the level of clearance required.  For example:  Not Applicable, Public Trust, Confidential, Secret, Top Secret, Top Secret/SCI, or Other.
	

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

	DUTY LOCATION(S):
	City:
	State:
	ZIP Code:
	Number of Positions Per Location:

	
	
	
	
	

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

	
	
	
	
	

	PAY PLAN AND GRADE LEVEL:  Enter the starting pay plan (e.g., GS) and grade level (e.g., 09).
	

	PROMOTION POTENTIAL:  Enter the full performance level of the position (e.g., GS-13).  The posting will NOT display this information; please add it to the Description of the Position below.
	


The following fields will expand to fit text.

	DESCRIPTION OF THE POSITION:  Use this space to describe the position. This would include the duties to be performed, travel requirements, promotion potential, and any required security clearance.  Limit of 2,000 characters.

	

	ORGANIZATION DESCRIPTION:  Use this space to describe the organization. This should introduce the mission and purpose of the organization; recommend including a link to the agency website.  Limit of 2,500 characters.

	

	HOW TO APPLY:  Include instructions on how to apply and any required documents.  Agencies should include the closing date in this section as it will not appear in the heading of the announcement. Most agencies request interested Finalists to send an email to the point of contact identified; see separate fields below.  Limit of 3,500 characters.
FOR EXAMPLE:  This announcement closes at 11:59pm (ET), on [DATE].  If you are interested in this opportunity and meet the qualifications for the position, please email the point of contact listed by referencing the announcement number and position title in the subject line and attaching your current resume.

	

	QUALIFICATIONS:  Use this space to identify the qualifications for the position. For example:  specific competencies\skills required, any required security clearance, etc.  Limit of 8,000 characters. 

	


Identify the point of contact here for the hiring official; this should be the contact identified for any questions and submissions.  All fields are required in order to post the opportunity in the PMF TAS.
	POINT OF CONTACT:  First and last name.
	

	CONTACT’S EMAIL ADDRESS:  Enter work email address.
	

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

	CONTACT’S FAX NUMBER (###-###-####), if applicable:
	


Use this text box to provide comments to the Agency PM Coordinator or Agency HR Recruiter. 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 Agency PMF Coordinator or Agency HR Recruiter should notify the point of contact once the position is posted.  A sample posting of an appointment opportunity appears on the last page.
* AGENCY PMF COORDINATOR/AGENCY HR RECRUITER USE ONLY *

	(:
	ITEM:

	
	Ensure all required documents and fields have been reviewed and processed.

	
	Post the announcement.  For your reference, enter the opportunity announcement number:
	PMF-

	
	Inform stakeholders (e.g., requesting official, HR Office, etc.).


SAMPLE APPOINTMENT OPPORTUNITY (AS IT APPEARS TO FINALISTS ON THE PMF WEBSITE):  

When a Finalist logs into the PMF TAS to search for appointment opportunities, a screen appears showing the results.  The Finalist would then click on the Announcement Number to view the posting.
[image: image2.png]Currently Available Opportunities

‘There are currently 1 opportunities open. Retum to search

‘Below are the opportunties you may be interested in
ik through on the Announcement Number to view the defais of an opportunty.

Appointment  OFFICE OF PERSONNEL Test(PMF  PMF-2015.2365  0000-Presidental  1in Washingion  /11/15
Opportunities  MANAGEMENT Program Offce) Management Felow  DC, DC, US.

« < Page 1 /1 GO S




[image: image3.png]Announcement Details Back to search results.

Appointment Opportunites

OFFICE OF PERSONNEL
MANAGEMENT

1 Vacancies in Washington DC, DC,
us

Name: PUF Program Office.
Phone: 202-606-1040

Fax. 202-606-3040

Emait pri@opm.gov.

Description of Opportunity or Trai

PMF advertisement data entry required.

Information entered in ths text area will be displayed on the PMF advertisement under the section of “Description of
Opportunity or Training”.

Agency Description
PMF advertisement data entry required
Information entered in this text area will be displayed on the PMF advertisement under the section of "Agency Description”.

Qualifications Required
PMF advertisement data entry required

Information entered in this text area will be displayed on the PMF advertissment under the section of "Qualifcations.
Required”

How to Apply
PMF advertisement data entry required

Information entered in this text area will be displayed on the PMF advertisement under the section of How to Apply”.
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