United States Department of the Interior

OFFICE OF THE SECRETARY
Washington, D.C. 20240
JUL 1 1 1999
Personnel Bulletin No. 99-09 (920) (317)
Subject: Requesting Approval from the Executive Resources Board to Recruit for Senior

Executive Service Positions and for New, Competitive Career Senior Executive
Service Appointments

This guidance revises procedures for requesting approval from the Executive Resources Board
(ERB): (1) to recruit for Senior Executive Service (SES) positions, and (2) for new, competitive
career SES appointments. The guidance contained in this Personnel Bulletin supersedes that
found in 370 DM 920,4.4 (dated 09/30/86) and 370 DM 920, Appendix B (dated 10/06/81).

In support of the Department’s goal to improve the diversity of its workforce, the ERB directs
that every recruitment for an SES vacancy will be a targeted recruitment to try to ensure diverse
representation among applicants. To assist in this process, the ERB requests that the Deputy
Assistant Secretary for Workforce Diversity: (1) review the Targeted Recruitment Plan (Plan) for
each SES recruitment to ensure its objectives and methods support the Department’s diversity
goal; and (2) review the pool of qualified applicants for each SES vacancy to assess diversity
representation and/or to determine that the targeted recruitment plan for the recruitment has been
effectively executed.

| REVIEW of TARGETED RECRUITMENT PLANS and DIVERSITY
REPRESENTATION by the DEPUTY ASSISTANT SECRETARY for
WORKFORCE DIVERSITY

Before the ERB will approve a request to recruit for an SES vacancy, the Deputy Assistant
Secretary for Workforce Diversity must review and approve the targeted recruitment plan for the
vacancy. Before the ERB will approve a new, competitive career SES appointment, the Deputy
Assistant Secretary for Workforce Diversity will certify either that there is diversity represented in
the pool of qualified applicants or that the targeted recruitment plan has been effectively executed.
Attachments 1-A and 1-B provide the formats to be used to obtain these approvals from the
Deputy Assistant Secretary for Workforce Diversity.

A Requests for ERB approval to recruit for an SES vacancy

Bureaus/Offices will submit all documents to request ERB approval to recruit for an SES vacancy
to the Director, Office of Personnel Policy. Staff of the Office of Personnel Policy will provide
the Plan to the Workforce Diversity staff for review. Questions or requests for further
information regarding the Plan will be communicated directly from the Workforce Diversity staff
to the Bureau/Office contact. Once the Plan is approved by the Deputy Assistant Secretary for
Workforce Diversity, the Workforce Diversity staff will so notify the requesting Bureau/Office
and will return the Plan and the approval document to the Office of Personnel Policy for review
and transmittal to the ERB.



B. Regquests for ERB approval of new, competitive career SES appointments

The Deputy Assistant Secretary for Workforce Diversity must certify that there is diversity
representation in the pool of qualified applicants for an SES vacancy or that the Plan for the SES
vacancy has been effectively executed. This certification must be made before the executive
rating panel for the SES vacancy convenes and before the Bureau/Office Head makes a
recommendation to the ERB for appointment of a candidate to the career SES.

To obtain this certification, Bureaus/Offices will submit aggregate data regarding race, national
origin, and gender of the applicants for an SES vacancy directly to the Office of the Deputy
Assistant Secretary for Workforce Diversity, after the servicing personnel specialist and/or subject
matter expert has determined which applicants meet minimum eligibility requirements and before
these eligible applicants are rated and ranked by the executive rating panel. (See Attachment 2 for
aggregate data reporting format.)

Bureaus/Offices are not to proceed with the rating, ranking, and initial selection processes until
they receive certification from the Deputy Assistant Secretary for Workforce Diversity that there
is diversity representation among qualified applicants for the SES vacancy or that the targeted
recruitment plan for the SES vacancy has been effectively executed.

11 DOCUMENTS REQUIRED for ERB APPROVAL to RECRUIT for SES
POSITIONS

The following documents must be submitted to the Director of Personnel Policy:

A Memorandum to the Chair, ERB, requesting approval to recruit for the SES position --
signed by the Bureau/Office Head through the:

5. Organization’s Assistant Secretary,
6. Director of Personnel Policy; and
7. Deputy Assistant Secretary for Human Resources.
B. Current position description for the vacant SES position.
C. Targeted Recruitment Plan to achieve diversity in the applicant pool. (Plan will be

approved by the Deputy Assistant Secretary for Workforce Diversity before the request is
staffed to the ERB for its approval.)

D. Proposed vacancy announcement, including the executive qualification factors for the
position.

E. Proposed crediting plan.
F. List of the proposed members of the executive rating panel.

Requests for approval to recruit for SES vacancies may be returned to the originating office
without action if all required documents are not included to support the requests.



I  DOCUMENTS REQUIRED for ERB APPROVAL of NEW, COMPETITIVE
CAREER SES APPOINTMENTS

The following documents must be submitted to the Director of Personnel Policy:

E. Memorandum to the Chair, ERB, requesting approval of the new, competitive career SES
appointment and recommending the initial SES pay rate -- signed by the Bureau/Office
Head through the:
1. Organization’s Assistant Secretary;
2. Director of Personnel Policy; and
3. Deputy Assistant Secretary for Human Resources.

B. Copy of the final vacancy announcement.

C. Record that the Deputy Assistant Secretary for Workforce Diversity has certified there is
diversity representation in the pool of qualified applicants or agreed that the Targeted
Recruitment Plan for the SES vacancy has been effectively executed . (The record must
be clear that the Deputy Assistant Secretary for Workforce Diversity reviewed and
certified the diversity representation or agreed that the Plan was effectively carried out
before the selection process continued to the executive rating panel and tentative selection
stages.) (See Attachment 1-B)

D. Table showing aggregate gender and race/national origin data for:
1. All applicants;
2. Applicants meeting minimum qualifications;
3. Applicants certified as best qualified by executive rating panel; and
4 Proposed selectee’
(See Attachment 2 for format.)

E. Comparative analysis of all best qualified candidates to support the proposed selection.
(See Attachment 3 for sample analysis.)

F. Table showing the recommending official’s actions regarding each best qualified candidate
(e.g., interviews; reference checks; records checks).
(See Attachment 4 for format.)

G. Copy of proposed selectee’s application and statement addressing the Executive Core
Qualifications.

H. Completed OPM Form 1390 - Executive Personnel Transaction. Include the OPM
USAJOBS vacancy announcement number for the position in block VII, Agency Remarks.
(Note: OPM Form 1390 will no longer be required upon the implementation of OPM’s
automated Executive Information System.)

! Office of Personnel Policy staff will remove information about the gender, race, and national origin of
candidates from the request package and retain it. This information will not be provided to the Chair of the ERB
or any other official involved in the selection process.



Requests for approval of new, competitive career SES appointments may be returned to the
originating office without action if all required documents are not included.

This guidance is effective immediately and will be incorporated into the Departmental Manual
chapter providing guidance on recruiting for and filling SES positions.

Questions regarding the procedures to obtain the Deputy Assistant Secretary for Workforce
Diversity’s approval either that the Targeted Recruitment Plan has been effectively executed or
that there is diversity representation in the qualified applicant pool may be directed to the Office
for Equal Opportunity [Mercedes Flores at (202) 208-3952]. Questions regarding the other
provisions of this guidance may be directed to the Office of Personnel Policy, Executive
Resources and Career Management Team [Terry Steele at (202) 208-5285 or Robert Skinner at
(202) 208-7765].

/

Carom

Director of Personnel Policy

Attachments



ATTACHMENT 1-A
United States Department of the Interior

OFFICE OF THE SECRETARY
Washington, D.C. 20240

SES TARGETED RECRUITMENT PLAN CERTIFICATION

Bureau/Office: Position:

Checklist used for reviewing Targeted Recruitment Plan Yes No

Plan contains an analysis of SES representation.

Plan contains analysis of clientele SES position will serve.
Plan contains an analysis of previous recruitment barriers.
Vacancy is open to all sources.

Announced on OPM’s USA Jobs.

Sent to appropriate professional and community organizations.
Plan includes intense outreach to under-represented groups.
Procedure for sending follow-up letter for

collecting applicant background data included.

Diversity exists in the proposed executive rating panel.
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I hereby approve the objectives and methods of the targeted recruitment plan for this vacancy.

Deputy Assistant Secretary for Workforce Diversity Date



ATTACHMENT 1-B
United States Department of the Interior

OFFICE OF THE SECRETARY
Washington, D.C. 20240

CERTIFICATION OF DIVERSITY REPRESENTATION
IN POOL OF QUALIFIED APPLICANTS FOR SES POSITIONS

I hereby certify that I have reviewed the pool of qualified applicants and find there is diversity
representation in the pool or that the targeted recruitment plan for this vacancy has been

effectively executed.

Comments (if any):

Deputy Assistant Secretary for Workforce Diversity Date






