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	Temporary Appointment Opportunity
Template


The PMF Program Office is presently migrating to a new PMF TMS (Talent Management System), which is causing a temporary delay in the ability for Agency PMF Coordinators to post PMF appointment opportunities to the PMF website and for remaining Class of 2016 Finalists to search for such opportunities.  This template was created to provide a temporary solution for Coordinators to fill out and send to the PMF Program Office.  Upon receipt, the PMF Program Office will forward a copy to all remaining 2016 Finalists for their consideration.
Once the ability to post and search for PMF appointment opportunities launches in the new PMF TMS, the PMF Program Office will inform all Agency PMF Coordinators and remaining 2016 Finalists. This temporarily solution is expected to be in place for the next week or two.

AGENCIES:  If you have a PMF appointment opportunity available, please fill out this template and forward to your Agency PMF Coordinator.  Your Coordinator will review and then forward to the PMF Program Office via to pmf@opm.gov.  Upon receipt, the PMF Program Office will forward to all remaining 2016 Finalists.  A list of Agency PMF Coordinators can be found under the Agencies\List of Coordinators section on the PMF website at www.pmf.gov. 
FINALISTS:  When the PMF Program Office receives a PMF appointment opportunity, a copy will be sent via a broadcast email to all remaining 2016 Finalists for your consideration.  If you are interested in the opportunity, follow the agency’s instructions on how to apply.  If you are not interested, simply delete the email.

We appreciate everyone’s patience as we complete this upgrade.  Thank you!!

	APPOINTMENT OPPORTUNITY ANNOUNCEMENT NUMBER:  (e.g., format should be:  PMF-[agency\sub-agency’s abbreviation]-[sequential number])
	

	AGENCY NAME (do not abbreviate):
	

	SUB-AGENCY NAME (if applicable):
	

	HOSTING OFFICE\ORGANIZATION:
	

	POSITION TITLE (e.g., Program Analyst):
	

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

	JOB SERIES (####):  The job series should match the position; especially if a PMF STEM position.
	

	OPENING (mm/dd/yyyy):
	
	CLOSING (mm/dd/yyyy):
	

	SECURITY 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:  Reflects the starting pay plan and grade level (e.g., GS-09).  
	

	PROMOTION POTENTIAL:  Reflects the full performance level of the position (e.g., GS-13).  
	


	AGENCY POINT OF CONTACT:  
	

	CONTACT’S EMAIL ADDRESS:  
	

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


	ORGANIZATION DESCRIPTION:  Identifies the organization where the PMF appointment resides.

	

	DESCRIPTION OF THE POSITION:  Identifies the description of the position, duties, any travel requirements, etc.

	

	QUALIFICATIONS:  Identifies the qualifications for the position, education requirements, specific skills, etc.

	

	HOW TO APPLY:  For example:  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.

	


If you have any questions about this PMF appointment opportunity, please contact the agency contact identified above or the Agency PMF Coordinator.  
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