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MEMORANDUM FOR: SEE DISTRIBUTION

SUBJECT: Hiring Reform

This memorandum forwards information pertaining to the May 11, 2010, Presidential
Memorandum, “Improving the Federal Recruitment and Hiring Process™ (TAB A) and the Office of
Personnel Management’s ongoing initiative to focus on the front end of the hiring process with the
goal of reducing the time it takes to get talent on board. TAB B contains information regarding the
requirements of all Federal Agencies to implement seven “touchstone reforms” and summarizes
actions taken by Washington Headquarters Services (WHS) to achieve these reforms.

We have accomplished many of the President’s initiatives and remain committed to
providing up-to-date hiring reform information. WHS human resource (HR) advisors are available
to provide hiring managers with hiring reform guidance and training on effective, efficient, and
timely ways to recruit and hire well-qualified individuals. For additional questions or comments on
the Department of Defense Hiring Reform, please contact your WHS HR advisor or visit our new
website at http://www.whs.mil/HRD.
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Memorandum of May 11, 2010

Improving the Federal Recruitment and Hiring Process

Memorandum for the Heads of Executive Departments and Agencies

To deliver the quality services and results the American people expect
and deserve, the Federal Government must recruit and hire highly qualified
employees, and public service should be a career of choice for the most
talented Americans. Yet the complexity and inefficiency of today's Federal
hiring process deters many highly qualified individuals from seeking and
obtaining jobs in the Federal Government.

I therefore call on executive departments and agencies (agencies) to overhaul
the way they recruit and hire our civilian workforce. Americans must be
able to apply for Federal jobs through a commonsense hiring process and
agencies must be able to select high-quality candidates efficiently and quick-
ly. Moreover, agency managers and supervisors must assume a leadership
role in recruiting and selecting employees from all segments of our society.
Human resource offices must provide critical support for these efforts. The
ability of agencies to perform their missions effectively and efficiently de-
pends on a talented and engaged workforce, and we must reform our hiring
system to further strengthen that workforce.

By the authority vested in me as President by the Constitution and the
laws of the United States, including section 3301 of title 5, United States
Code, I hereby direct the following:

Section 1. Directions to Agencies. Agency heads shall take the following
actions no later than November 1, 2010:

(a) consistent with merit system principles and other requirements of
title 5, United States Code, and subject to guidance to be issued by the
Oftice of Personnel Management (OPM), adopt hiring procedures that:

(1) eliminate any requirement that applicants respond to essay-style ques-

tions when submitting their initial application materials for any Federal

job;

(2) allow individuals to apply for Federal employment by submitting
resumes and cover letters or completing simple, plain language applica-
tions, and assess applicants using valid, reliable tools; and

(3) provide for selection from among a larger number of qualified applicants

by using the “category rating” approach (as authorized by section 3319

of title 5, United States Code), rather than the “rule of 37 approach,

under which managers may only select from among the three highest

scoring applicants;

(b) require that managers and supervisors with responsibility for hiring
are:

(1) more fully involved in the hiring process, including planning current

and future workforce requirements, identifving the skills required for the

job, and engaging activelv in the recruitment and. when applicable. the

interviewing process; and

(2) accountable for recruiting and hiring highly qualified emplovees and

supporting their successful transition into Federal service, beginning with

the first performance review cycle starting after November 1. 2010;

(¢c) provide the OPM and the Office of Management and Budget (OMB)
timelines and targets to:



27158

Federal Register/Vol. 75, No. 93/Friday, May 14, 2010/ Presidential Documents

(1) improve the quality and speed of agency hiring by:

(i) reducing substantially the time it takes to hire mission-critical and
commonly filled positions;

(ii) measuring the quality and speed of the hiring process; and

(iii) analyzing the causes of agency hiring problems and actions that
will be taken to reduce them; and

(2) provide every agency hiring manager training on effective, efficient,

and timely ways to recruit and hire well-qualified individuals;

(d) notify individuals applying for Federal employment through USAJOBS,
an OPM-approved Federal web-based employment search portal, about the
status of their application at key stages of the application process; and

(e) identify a senior official accountable for leading agency implementation
of this memorandum.

Sec. 2. Directions to the OPM. The OPM shall take the following actions
no later than 90 days after the date of this memorandum:

(a) establish a Government-wide performance review and improvement
process for hiring reform actions described in section 1 of this memorandum,
including:

(1) a timeline, benchmarks, and indicators of progress;

(2) a goal-focused, data-driven system for holding agencies accountable

for improving the quality and speed of agency hiring, achieving agency

hiring reform targets, and satisfying merit system principles and veterans’

preference requirements; and

(b) develop a plan to promote diversity in the Federal workforce, consistent
with the merit system principle (codified at 5 U.S.C. 2301(b)(1)) that the
Federal Government should endeavor to achieve a workforce from all seg-
ments of society;

(c) evaluate the Federal Career Intern Program established by Executive
Order 13162 of July 6, 2000, provide recommendations concerning the future
of that program, and propose a framework for providing effective pathways
into the Federal Government for college students and recent college graduates;

(d) provide guidance or propose regulations, as appropriate, to streamline
and improve the quality of job announcements for Federal employment
to make sure they are easily understood by applicants;

(e) evaluate the effectiveness of shared registers used in filling positions
common across multiple agencies and develop a strategy for improving
agencies’ use of these shared registers for commonly filled Government-
wide positions;

(f) develop a plan to increase the capacity of USAJOBS to provide appli-
cants, hiring managers, and human resource professionals with information
to improve the recruitment and hiring processes; and

(g) take such further administrative action as appropriate to implement
sections 1 and 2 of this memorandum.
Sec. 3. Senior Administration Officials. Agency heads and other senior admin-
istration officials visiting university or college campuses on official business
are_encouraged to discuss career opportunities in the Federal Government
with students.

Sec. 4. Reporting. (a) The OPM, in coordination with the OMB and in
consultation with other agencies, shall develop a public human resources
website to:
(1) track key human resource data, including progress on hiring reforn
implementation; and

(2) assist senior agency leaders, hiring managers, and human resource
professionals with identifying and replicating best practices within the
Federal Government for improving new employee quality and the hiring
process.
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(b) Each agency shall regularly review its key human resource performance
and work with the OPM and the OMB to achieve timelines and targets
for correcting agency hiring problems.

(¢) The OPM shall submit to the President an annual report on the impact
of hiring initiatives set forth in this memorandum, including its recommenda-
tions for further improving the Federal Government’s hiring process.

Sec. 5. General Provisions. (a) Except as expressly stated herein, nothing
in this memorandum shall be construed to impair or otherwise affect:

(1) authority granted by law or Executive Order to an agency, or the

head thereof; or

(2) functions of the Director of the OMB relating to budgetary, administra-

tive, or legislative proposals.

(b) This memorandum shall be implemented consistent with applicable
law and subject to the availability of appropriations.

(¢} This memorandum is not intended to, and does not, create any right
or benefit, substantive or procedural, enforceable at law or in equity by
any party against the United States, its departments, agencies, or entities,
its officers, employees, or agents, or any other person.

(d) The Director of the OPM, in consultation with the OMB, may grant
an exception to any of the requirements set forth in section 1 of this
memorandum to an agency that demonstrates that exceptional circumstances
prevent it from complying with that requirement.

Sec. 6. Publication. The Director of the OPM is hereby authorized and
directed to publish this memorandum in the Federal Register.

THE WHITE HOUSE,
Washington, Mayv 11, 2010
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DoD Hiring Reform Initiatives (Seven Touchtones)

Eliminate written essay-style responses to questions known as Knowledge, Skills and Abilities
(KSAs). KSAs will continue to be used to assess an applicant’s ability to perform the duties of
the job, but the requirement for written essay style KSAs has been eliminated. However, hiring
managers can request a writing sample from an applicant if necessary. Prior to hiring reform,
applicants applying for positions with Washington Headquarters Services (WHS)-serviced
organizations were not required to respond to KSAs. Our current announcement process uses
USA Staffing; this system requires applicants to address multiple choice questions related to
their education and experience.

Allow applicants to apply for Federal jobs with resumes and cover letters. To expedite the
hiring process, applicants can apply for Federal positions with resumes and cover letters or
simple, plain language applications. While agencies can develop systems which allow
applicants to submit the above items, OPM encourages the use of the USAjobs portal. WHS
uses USA Staffing which allows applicants to submit a cover letter and resume.

Implement Category Rating. Category Rating uses three quality categories (Qualified, Highly
Qualified, and Best Qualified) and are defined based on assessment scores related to the
required proficiency levels for each competency. Candidates in the hi ghest quality category will
be referred for employment consideration based on the hiring needs of the participating
agencies. WHS has revised its Category Rating policy to align with current hiring reform
initiatives. This will allow hiring managers to select from a larger candidate pool when using
competitive certificates.

Managerial responsibility and accountability for hiring. Under hiring reform, managers are
required to be fully involved in the hiring process and to be accountable for the recruitment and
hiring of highly qualified employees. Managers must plan appropriate hiring strategies, as this
will ensure efficiency in filling vacant positions with qualified employees. Talk to your WHS
Human Resources (HR) professionals about skills needed to accomplish the mission in the
organization and attracting the best candidate for vacant positions. WHS HR Advisors will be
working closely with the hiring managers to guide them through these new procedures.

Improve the quality and speed of hiring. In an effort to attract and retain the best and the
brightest applicants, OPM issued a mandate to substantially reduce the number of days it takes
to hire an applicant, measure the quality and speed of the hiring process, analyze causes of
agency hiring problems, identify steps to reduce the number of days to fill positions, and require
hiring managers to attend training on selecting well-qualified applicants. In the past few years,
WHS/HRD coordinated its own initiative to review and streamline internal processes to become
more efficient. These efforts included a Lean Six Sigma study of the recruitment process as
well as the security and administrative process that resulted in some immediate changes to
internal procedures and standards to reduce cycle times. Another initiative was the
implementation of Service Level Standards for each HRD functional area.

Applicant status notification. OPM requested that applicants be automatically notified of their
application status throughout the application process. The automated notification is required to




be made from an OPM-approved, Federal, web-based employment search portal. The
notification should be made at key points of the application process. Under USA Staffing,
applicants are provided the status of their application during the process. They are notified to
confirm receipt of their resume, once their resume has been referred to management, and of final
status (selection or non selection).

Action planning. To ensure compliance, the Civilian Personnel Management Service formed
the Department of Defense (DoD) Hiring Reform Working Group. The Hiring Reform
Working Group is comprised of DoD components and is charged with tracking, developing, and
delivering reform initiative products. WHS actively participates in the Hiring Reform Working
Groups and conference calls. OPM training courses will be available on WHS Leaming
Management System located at https://lms.whs.mil. WHS will also conduct briefings and site
visits to keep administrative officers and managers aware of new initiatives.



