Standing Operating Procedure No. S08


October 1998

ASSISTANT SECRETARY OF THE ARMY

(MANPOWER AND RESERVE AFFAIRS)
CIVILIAN PERSONNEL POLICY

RECRUITMENT ACTIONS 

CAREER PROGRAMS 

1.  PURPOSE:  Proscribes the methods and processes for recruitment actions involving career management positions.

2.  APPLICABILITY:  This SOP applies to all activities serviced by a CPAC and a CPOC within DA.  Some CIPMS career program positions are exempt.  CIPMS career program positions, other than CP 35, must request an Army Referral List, but do not have to select from it.  CIPMS supervisors may select from a DISCAS list, or from a local merit promotion list.  

3.  PROCESSES AND RESPONSIBILITIES:  

a.  Managers are responsible for initiating the SF-52 in PERSACT, obtaining all approvals from authorizing officials, identifying applicable elements, completing the career referral request forms, and coordinating the recruitment package to the CPAC for review.  Managers may request guidance and assistance on career referral procedures from the CPAC.  [Block 1]

b.  Within 2 days of receipt, the CPAC reviews the action for accuracy and forwards the PERSACT to the CPOC, and the request for career referral to the Central Referral Office (CRO). The CPAC ensures that all approvals/authorities (freeze guidance, high grades, etc.) are obtained prior to forwarding the documents.  [Block 2]

c.  The CPOC issues an ICTAP announcement if necessary and clears the DOD PPP.  This occurs when the PERSACT is received, or earlier when recruitment has begun in anticipation of the SF52.  The CPAC is notified if matches occur.  [Block 3]

d.  The Central Referral Office (CRO) issues the career referral within 10 days.  [Block 4]

e.  The CPAC receives the Interest and Availability Statements, or resumes/applications from applicants.  After the I & A suspense date (15 days) has passed and the PPP is cleared, the career referral list is forwarded to the manager.  If there are no external candidates on the referral list, the CPAC notifies the CPOC to close the PPP requisition.  [Block 5]

f.  The CPOC closes the PPP if there are no external candidates on the career referral list, and enters the appropriate productivity status codes.  [Block 6]

g.  The manager considers all interested and available applicants and makes a selection.  Interviews are optional.  After the selection is made, the manager annotates the referral list, and returns the career referral list to the CPAC.  [Block 7]

h.  If necessary, the CPAC requests the CPOC to make a qualifications determination on the selectee.  The CPOC evaluates the qualifications of the selectee and informs the CPAC.  [Blocks 8 & 9 ]

i.  If the selectee is not qualified, the CPOC informs the CPAC.  If a supplemental referral list is required, the CPAC requests the supplemental referral from the Career Referral Office.  [Blocks 10 & 11]

j.  The CPAC notifies the selectee and arranges for the entry-on-duty date.  The career referral list is then completed and returned to the CRO for close out.  A copy of the career referral package is forwarded to the CPOC for processing and filing.  The CPAC provides the CPOC with any necessary productivity status codes.  [Block 12]

k.  The CPOC will complete the processing of the SF 52 and enter appropriate productivity codes.  [Block 13]

l.  Managers send non-select letters to all candidates who replied interested and available for the vacant position but were not selected.  Managers respond to inquiries concerning non-selection.  The manager prepares Permanent Change of Station travel orders as appropriate.  [Block 14]

4.  REFERENCES:


a.  AR 690-950, Career Management

                                                         Appendix A



S08

DA CAREER PROGRAM

CAREER PROGRAM & COVERAGE
MANDATORY REFERRAL LEVELS
CENTRAL REFERRAL OFFICE

10 - CIVILIAN PERSONNEL ADMINISTRATION

GS-201 PERSONNEL OFFICER

GS-201 PERSONNEL MANAGEMENT SPECIALIST

GS-212 PERSONNEL STAFFING SPECIALIST

GS-221 POSITION CLASSIFICATION SPECIALIST

GS-230 EMPLOYEE RELATIONS SPECIALIST

GS-233 LABOR RELATIONS SPECIALIST

GS-235 EMPLOYEE DEVELOPMENT SPECIALIST


GS-13-15


ASA(M&RA) CMOB, ATTN: SFCP-COC (CP-10)

200 STOVALL STREET, ALEXANDRIA, VA  22332-0320



11 – COMPTROLLER

GS-110  ECONOMIST

GS-343  MANAGEMENT/PROGRAM ANALYST

GS-501  FINANCE & ACCOUNTING

GS-505  FINANCE/RESOURCE MANAGEMENT

GS-510  ACCOUNTANT

GS-511  AUDITOR

GS-560  BUDGET ANALYST

GS-896  INDUSTRIAL ENGINEER

GS-1515 OPERATIONS RESEARCH ANALYST

GS-1520 MATHEMATICIAN

GS-1530 STATISTICIAN
GS-12-15
SAME AS

CP-10

ATTN: SFCP-COC(CP-11)



12 – SAFETY MANAGEMENT

GS-018  SAFETY SPECIALIST

GS-803  SAFETY ENGINEER

GS-1306 HEALTH PHYSICS 

GS-1815 AIR SAFETY INVESTIGATING 
GS-12-15
SAME AS 

CP-10

ATTN:SFCP-COC(CP-12)



13 - SUPPLY MANAGEMENT

GS-340  PROGRAM MANAGEMENT

GS-346  LOGISTICS MANAGEMENT

GS-2001 GENERAL SUPPLY

GS-2003 SUPPLY PROGRAM MANAGEMENT

GS-2010 INVENTORY MANAGEMENT

GS-2030 DISTRIBUTION FACILITIES & STORAGE

        MANAGEMENT

GS-2032 PACKAGING

GS-2050 SUPPLY CATALOGING
GS-13-15


SAME AS

CP-10

ATTN:SFCP-COC(CP-13)



14 - CONTRACTING AND ACQUISITION

GS-1101 GENERAL BUSINESS

GS-1102 CONTRACT SPECIALIST

GS-1103 INDUSTRIAL PROPERTY MANAGER

GS-1150 INDUSTRIAL SPECIALIST
GS-12-15
SAME AS

CP-10

ATTN:SFCP-COC(CP-14)



15 - QUALITY AND RELIABILITY ASSURANCE

GS-1910 QUALITY ASSURANCE SPECIALIST
GS-13-15


DEPARTMENT OF THE ARMY CIVILIAN 

ANNOUNCE-MENT

DISTRIBU-TION SYSTEM

(DACADS)

16 - ENGINEERS AND SCIENTISTS (NON-

     CONSTRUCTION)

GS-062  CLOTHING DESIGN SERIES

GS-150  GEOGRAPHY SERIES

GS-180  PSYCHOLOGY SERIES

GS-401  GENERAL BIOLOGICAL SCIENCE SERIES

GS-403  MICROBIOLOGY SERIES

GS-405  PHARMACOLOGY SERIES

GS-408  ECOLOGY SERIES

GS-410  ZOOLOGY SERIES

GS-413  PHYSIOLOGY SERIES

GS-414  ENTOMOLOGY SERIES

GS-430  BOTANY SERIES

GS-434  PLANT PATHOLOGY SERIES

GS-435  PLANT PHYSIOLOGY

GS-437  HORTICULTURE SERIES

GS-487  ANIMAL SCIENCE SERIES

GS-493  HOME ECONOMICS SERIES

GS-602  MEDICAL OFFICER SERIES

GS-801  GENERAL ENGINEERING SERIES

GS-806  MATERIALS ENGINEERING SERIES

GS-810  CIVIL ENGINEERING SERIES

GS-819  ENVIRONMENTAL ENGINEERING SERIES

GS-830  MECHANICAL ENGINEERING SERIES

GS-840  NUCLEAR ENGINEERING SERIES

GS-850  ELECTRICAL ENGINEERING SERIES

GS-854  COMPUTER ENGINEERING SERIES

GS-855  ELECTRONICS ENGINEERING SERIES

GS-858  BIOMEDICAL ENGINEERING SERIES

GS-861  AEROSPACE ENGINEERING SERIES

GS-871  NAVAL ARCHITECTURE SERIES

GS-892  CERAMIC ENGINEERING SERIES

GS-893  CHEMICAL ENGINEERING SERIES

GS-894  WELDING ENGINEERING SERIES

GS-896  INDUSTRIAL ENGINEERING SERIES

GS-1301 GENERAL PHYSICAL SCIENCE SERIES

GS-1306 HEALTH PHYSICS SERIES

GS-1310 PHYSICS SERIES

GS-1313 GEOPHYSICS SERIES

GS-1320 CHEMISTRY SERIES

GS-1321 METALLURGY SERIES

GS-1340 METEOROLOGY SERIES

GS-1382 FOOD TECHNOLOGY SERIES

GS-1384 TEXTILE TECHNOLOGY SERIES

GS-1515 OPERATIONS RESEARCH SERIES

GS-1520 MATHEMATICS SERIES

GS-1529 MATHEMATIC STATISTICIAN SERIES

GS-1530 STATISTICIAN SERIES

GS-1550 COMPUTER SCIENCE SERIES
GS-13-15


DACADS

17 – MATERIEL MAINTENANCE MANAGEMENT

GS-301  MISCELLANEOUS ADMINISTRATION AND

        PROGRAM 

GS-340  PROGRAM MANAGEMENT

GS-346  MATERIEL MAINTENANCE MANAGEMENT

        LOGISTICS

GS-802  ENGINEERING TECHNICIAN

GS-856  ELECTRONICS TECHNICIAN

GS-895  INDUSTRIAL ENGINEERING TECHNICIAN

GS-1101 GENERAL BUSINESS & INDUSTRY

GS-1152 PRODUCTION CONTROL

GS-1601 GENERAL FACILITIES & ENVIRONMENT

GS-1670 EQUIPMENT SPECIALIST
GS-13-15
SAME AS

CP-10

ATTN: SFCP-COC(CP-17)



18 – ENGINEERS & SCIENTISTS (RESOURCES & 

     CONSTRUCTION)

GS-020  COMMUNITY PLANNING (URBAN)

GS-023  OUTDOOR RECREATION PLANNING

GS-025  PARK MANAGEMENT

GS-028  ENVIRONMENTAL PROTECTION SPECIALIST

GS-101  SOCIAL SCIENCE (WATER RESOURCES 

        PLANNING)

GS-110  ECONOMICS

GS-150  GEOGRAPHY

GS-184  SOCIOLOGY

GS-193  ARCHEOLOGY

GS-340  PROGRAM MANAGEMENT

GS-401  BIOLOGY

GS-408  ECOLOGY

GS-414  ENTOMOLOGY

GS-430  BOTANY

GS-460  FORESTRY

GS-470  SOIL SCIENCE

GS-471  AGRONOMY

GS-480  FISH & WILDLIFE ADMINISTRATION

GS-482  FISHERY BIOLOGY

GS-486  WILDLIFE BIOLOGY

GS-801  GENERAL ENGINEERING

GS-804  FIRE PREVENTION ENGINEERING

GS-806  MATERIALS ENGINEERING

GS-807  LANDSCAPE ARCHITECTURE

GS-808  ARCHITECTURE

GS-810  CIVIL ENGINEERING

GS-819  ENVIRONMENTAL ENGINEERING

GS-830  MECHANICAL ENGINEERING

GS-840  NUCLEAR ENGINEERING

GS-850  ELECTRICAL ENGINEERING

GS-855  ELECTRONICS ENGINEERING

GS-871  NAVAL ARCHITECTURE

GS-880  MINING ENGINEERING

GS-881  PETROLEUM ENGINEERING (PRODUCTION

        AND NATURAL GAS)

GS-893  CHEMICAL ENGINEERING

GS-896  INDUSTRIAL ENGINEERING

GS-1008 INTERIOR DESIGN

GS-1301 GENERAL PHYSICAL SCIENCE

GS-1310 PHYSICS

GS-1313 GEOPHYSICS

GS-1315 HYDROLOGY

GS-1320 CHEMISTRY

GS-1330 ASTRONOMY & SPACE SCIENCE

GS-1350 GEOLOGY

GS-1360 OCEANOGRAPHY

GS-1370 CARTOGRAPHY

GS-1372 GEODESY

GS-1373 LAND SURVEYING 

GS-1520 MATHEMATICS

GS-1529 MATHEMATICAL STATISTICIAN
GS-14-15


ARMY CORPS OF ENGINEERS



19 – PHYSICAL SECURITY & LAW ENFORCEMENT

GS-006  CORRECTIONAL INSTITUTION    

        ADMINISTRATION SERIES

GS-072  FINGERPRINT IDENTIFICATION SERIES

GS-080  SECURITY ADMINISTRATION SPECIALIST

        OR OFFICER

GS-083  POLICE SERIES

GS-085  SECURITY GUARD SERIES

GS-086  SECURITY CLERICAL AND ASSISTANCE

GS-301  MISCELLANEOUS ADMINISTRATION AND   

        PROGRAM

GS-1801 GENERAL INSPECTION, INVESTIGATION

        & COMPLIANCE

GS-1802 COMPLIANCE INSPECTION AND SUPPORT

GS-1810 GENERAL INVESTIGATING SPECIALIST

GS-1811 CRIMINAL INVESTIGATING SPECIALIST

GS-1812 GAME LAW ENFORCEMENT


ALL GRADES
DECENTRAL-IZED

20 – QUALITY ASSURANCE SPECIALISTS 

     (AMMUNITION SURVEILLANCE)

GS-1910 QUALITY ASSURANCE SPECIALIST


ALL GRADES


U.S. ARMY DEFENSE AMMUNITION CENTER & SCHOOLS

(USADACS)

22 -  PUBLIC AFFAIRS & COMMUNICATIONS MEDIA

GS-1035 PUBLIC AFFAIRS

24 – TRANSPORTATION MANAGEMENT

GS-301  MISCELLANEOUS ADMINISTRATION AND 

        PROGRAM

GS-346  TRANSPORTATION MANAGEMENT

        LOGISTICS

GS-2101 GENERAL TRANSPORTATION

GS-2130 TRAFFIC MANAGEMENT

GS-2150 TRANSPORTATION OPERATIONS

GS-2161 MARINE CARGO
GS-11-15

GS-13-15
SAME AS 

CP-10

ATTN: SFCP-COC(CP-22)

Series GS-301, 2101, 2105, and 2161 are managed by Office, Chief of Transportation and require individual announcement.

26 – MANPOWER AND FORCE MANAGEMENT

GS-343 MANAGEMENT ANALYST

GS-896 INDUSTRIAL ENGINEERING
GS-12-15
SAME AS 

CP-10

ATTN: SFCP-COC(CP-26)



27 - HOUSING MANAGEMENT

GS-1173 HOUSING MANAGEMENT


GS-11-15
SAME AS

CP-10

ATTN: SFCP-COC(CP-27)

28 - EQUAL EMPLOYMENT OPPORTUNITY

GS-260 EQUAL EMPLOYMENT SPECIALIST
GS-11-15
SAME AS

CP-10

ATTN: SFCP-

COC(CP-28)

31 – EDUCATION SERVICES

GS-1740 EDUCATION SPECIALIST
GS-11-15


SAME AS

CP-10

ATTN: SFCP-COC(CP-31)

32 – TRAINING

GS-301  MISCELLANEOUS ADMINISTRATION AND

        PROGRAM SERIES 

GS-1701 GENERAL EDUCATION & TRAINING 

        SERIES

GS-1702 TRAINING TECHNICIAN

GS-1712 TRAINING INSTRUCTOR

GS-1750 INSTRUCTIONAL SYSTEMS SERIES 
 GS-12-15


TRAINING AND DOCTRINE COMMAND

(TRADOC)

33 - AMMUNITION MANAGEMENT

GS-301  MISCELLANEOUS ADMINISTRATION

        AND PROGRAM

GS-340  PROGRAM MANAGER

GS-346  LOGISTICS MANAGEMENT SPECIALIST

GS-802  ENGINEERING TECHNICIAN

GS-895  INDUSTRIAL ENGINEERING TECHNICIAN

GS-1101 GENERAL BUSINESS AND INDUSTRY

GS-1150 INDUSTRIAL SPECIALIST

GS-1152 PRODUCTION CONTROLLER

GS-1601 GENERAL FACILITIES AND EQUIPMENT

GS-1670 EQUIPMENT SPECIALIST

GS-2001 GENERAL SUPPLY SPECIALIST

GS-2003 SUPPLY PROGRAM MANAGEMENT

        SPECIALIST

GS-2010 INVENTORY MANAGEMENT SPECIALIST

GS-2030 DISTRIBUTION FACILITIES AND STORAGE

        MANAGEMENT

GS-2050 SUPPLY CATALOGER

GS-2101 TRANSPORTATION SPECIALIST

GS-2130 TRAFFIC MANAGEMENT SPECIALIST


GS-11-15


USADACS 

34 – INFORMATION MANAGEMENT

        TRACKS:

        AUTOMATIC DATA PROCESSING

        GS-334 COMPUTER SPECIALIST 

        INFORMATION MANAGEMENT

        GS-301, INFORMATION MANAGEMENT 

                SPECIALIST

        LIBRARIAN                                 

        GS-1410,LIBRARIAN,         

        PUBLISHING

        GS-1082, WRITER/EDITOR   

        GS-1654, PRINTING MANAGEMENT   

        RECORDS MANAGEMENT

        GS-343, MANAGEMENT ANALYST   

        TECHNICAL PUBLISHING

        GS-1083, TECHNICAL WRITER EDITOR

        TELECOMMUNICATIONS

        GS-391, TELECOMMUNICATIONS 

                SPECIALIST

        VISUAL INFORMATION

        GS-1001, GENERL ARTS AND

                 INFORMATION

        GS-1020, ILLUSTRATOR

        GS-1060, PHOTOGRAPHER

        GS-1071, AUDIOVISUAL PRODUCTION 

                 SPECIALIST

        GS-1084, VISUAL INFORMATON 

                 SPECIALIST

                              
GS-13-15

GS-13-15

GS-09-15

GS-11-15

GS-11-15

GS-11-15

GS-12-15

GS-11-15


SAME AS

CP-10

ATTN:SFCP-COC(CP-34)

DACADS

SAME AS 

CP-10

ATTN: SFCP-

COC(CP-34)

SAME AS 

CP-10

ATTN: SFCP-COC(CP-34)

SAME AS 

CP-10

ATTN: SFCP-COC(CP34)

SAME AS 

CP-10

ATTN: SFCP-

COC(CP-34)

SAME AS

CP-10

ATTN: SFCP-COC(CP-34)

SAME AS 

CP-10

ATTN: SFCP-COC(CP-34)



35 – CIVILIAN INTELLIGENCE

   OCCUPATIONAL SERIES:

   GS-080  SECURITY SPECIALIST

   GS-132  INTELLIGENCE ANALYST

   GS-1701 GENERAL EDUCATION AND TRAINING

   GS-1712 TRAINING INSTRUCTOR

   NOTE:

   MANDATORY REFERRAL FOR SERIES 132,      

   OPTIONAL REFERRAL FOR SERIES 080, 1701, 

   AND 1712. THERE IS ALSO MANDATORY 

   REFERRAL FOR SERIES IN OCCUPATIONAL

   GROUPS 400, 800, 1300, AND 1500 WHICH 

   INCLUDE ALL TWO-GRADE INTERVAL 

   SCIENTIFIC AND TECHNICAL POSITIONS 

   ENGAGED IN TARGET INTELLIGENCE AND/OR

   THE ENGINEERING, PHYSICAL OR TECHNICAL 

   SCIENCES IN AN INTELLIGENCE FUNCTION,

   ASSIGNED TO AN ORGANIZATIONAL COMPONENT

   PERFORMING AN INTELLIGENCE MISSION.

 
GS-13-15


DECENTRAL-IZED

50 – MILITARY PERSONNEL MANAGEMENT

GS-205 MILITARY PERSONNEL MANAGEMENT


GS-11-15
CENTRALIZED

55 – REAL ESTATE

GS-1170, REALTY SERIES

GS-1171, APPRAISING SERIES
GS-11-15


ARMY CORPS OF ENGINEERS











