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11:00 - 11:15 am Best Practices for Writing Minimum Qualifications Questions

Maria Ahmad

11:15 - 11:40 am Review of Weight-Based Scoring Options

Richard Yentes

11:40 - 11:55 am Update on Assessment Package Reorganization Work

Stephanie Colon

11:55 am - 12:00 pm Open Questions
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Agenda
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On a 1-9 

rubber 

duck scale, 

how are 

you today?
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Maria Ahmad

Best Practices for 

Writing Minimum 

Qualifications Questions
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New OPM Memo on EO 13932
Modernizing and Reforming the Assessment and Hiring of Federal Job Candidates

• November 16, 2020 - Draft General Schedule Qualifications Policy - EO 13932; 
Modernizing and Reforming the Assessment and Hiring of Federal Job Candidates

– Includes proposed revisions to: 

• General Schedule Qualifications Operating Manual 

• Group Coverage Qualifications Standard for Administrative and Management Positions

• Group Coverage Qualifications Standard for Professional and Scientific Positions

– Request for comments by Monday, November 30, 2020: one consolidated agency 
submission at the headquarters level

https://www.chcoc.gov/content/draft-general-schedule-qualifications-policy-eo-13932-modernizing-and-reforming-assessment-0
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Minimum Qualifications – Specialized Experience

DO’S DON’TS

Be clear and specific
Do not simply restate the Qualifications 
Standards

Ensure both qualified and unqualified 
applicants are able to understand 

Don't use Federal jargon or acronyms that 
have not been spelled out

Identify duties at the next lower grade level
Do not use the same specialized experience 
description for multiple grade levels

Use consistent wording for the specialized 
experience in the Assessment 
Questionnaire and Announcement Text

Do not be so restrictive that you exclude 
applicants from outside the agency
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Example Specialized Experience Formats

• I have at least one year of specialized experience, equivalent to the [GS-XX]

grade level in the Federal service, performing [examples of duties at the next 

lower grade]. 

• I have at least one year of specialized experience performing [type of tasks]. 

This experience included at least [x] of the following types of activities: 

[examples of duties at the next lower grade]. Note: This experience must be 

comparable in scope and responsibility to the [GS-XX] grade level in the Federal 

service, obtained either in private or public sectors.

• Do you have one full year of specialized experience that is at least equivalent in 

difficulty and complexity to work performed at the [GS-XX] grade level? 

Specialized experience for this position must have included: [examples of duties 

at the next lower grade level].
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Examples: Budget Analyst GS-11

• I have at least one year of specialized experience, equivalent to the GS-9 level in 
the Federal service, performing budgeting functions including consolidating 

estimates and preparing justification for a consolidated budget; monitoring, 
tracking, and reporting on program obligations; reviewing and analyzing 

estimates; and conducting data collection.

• I have at least one year of specialized experience performing budgeting functions. 

This experience included at least two of the following types of activities: (1) 

consolidating estimates and preparing justification for a consolidated budget; (2) 

monitoring, tracking, and reporting on program obligations; (3) reviewing and 
analyzing estimates; and (4) conducting data collection. Note: This experience 

must be comparable in scope and responsibility to the GS-9 grade level in the 
Federal service, obtained either in private or public sectors.
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Examples: Program Analyst GS-12/13

For the GS-12: Do you have one full year of specialized experience that is at least equivalent in 

difficulty and complexity to work performed at the GS-11 grade level? Specialized experience for 

this position must have included: 1) utilizing automated staffing or HR systems and drafting and 

testing materials such as job aids, operational processes, or test scripts to verify functionality for 

operational staff; 2) assisting in project planning and project management for an HR information 

technology or automated system; OR 3) conducting business analysis on HR practices and 

documenting findings.

For the GS-13: Do you have one full year of specialized experience that is at least equivalent in 

difficulty and complexity to work performed at the GS-12 grade level? Specialized experience for 

this position must have included: 1) facilitating business and technical discussions, writing 

requirements, process flows, functional specifications, and acceptance criteria for HR system 

capabilities; 2) leading projects and project teams including planning, executing and evaluating HR 

Systems; 3) conducting analysis on specific business practices, including documenting and 

presenting findings; OR 4) consulting with customers to implement HR business practice changes.

Source: https://www.usajobs.gov/GetJob/ViewDetails/583993100

https://www.usajobs.gov/GetJob/ViewDetails/583993100
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Minimum Qualifications – Education

DO’S DON’TS

Use the education information in the 
Qualification Standards

Do not require education that is not listed 
in the Qualifications Standards

List the specific coursework requirements 
or acceptable degree fields (if applicable)

Do not simply rely on a link to the 
Qualification Standards 

For professional and scientific positions, 
build individual occupational requirements 
(IOR) as a separate question

Do not forget to include the combination of 
education and experience when applicable 
based on the Qualification Standards
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Example: Loan Specialist, GS-9

B. I have completed a Master’s or equivalent graduate degree or two full years of 
graduate education (36 semester hours or equivalent) leading to such a degree in 
finance, business administration, economics, accounting, insurance, engineering, 
mathematics, banking and credit, law, real estate operations, statistics, rural sociology, 
agricultural economics, or a closely related field.

C. I have a combination of the specialized experience and graduate education described 
above. To determine if you meet this combination, first divide your total months of 
qualifying experience by 12, then divide your semester hours of graduate education 
beyond one year by 18, then add the two percentages. The total percentage must equal 
at least 100 to qualify. Note: Only graduate education in excess of the first year is 
creditable towards meeting the experience requirement when combining experience 
and education. 
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Example: Physical Scientist IOR

A. I successfully completed a bachelor's degree (or higher) in biological 
sciences, agriculture, natural resource management, chemistry, or related 
disciplines appropriate to the position.  

B. I have a combination of education and experience with courses 
equivalent to one of the majors listed in A above, plus appropriate 
experience or additional education.

C. My education or combination of education and experience is not 
reflected in any of the above statements.
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Example: Superior Academic Achievement

I have completed or I expect to complete within 9 months a 4-year course of study 
leading to a bachelor's degree AND I meet the Superior Academic Achievement criteria 
based on one of the following: (1) class standing (upper third standing in graduating 
class); (2) grade-point average (at least 2.95 overall or over the last two years of 
bachelor's degree -or- 3.45 in my major field or over the last two years in my major); or 
(3) election to membership in a national scholastic honor society. Note: Please submit 
copies of college transcripts and documentation of class rank or national scholastic honor 
society membership if qualifying on that basis.
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Final Considerations

• Determine how candidates’ resumes will be evaluated for specialized experience 
(e.g., does resume need to show all, some, or only one of the types of specialized 
experience examples) and word it appropriately

• Remind applicants they will be required to provide a copy of their transcripts when 
qualifying based on education/combination

• For additional info, see the Best Practices in Assessment Questionnaire 
Development course in the USA Staffing Training Portal

https://usastaffing.golearnportal.org/portal.php
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DISCUSSION

Was this refresher of best 

practices in writing 

minimum qualifications 

helpful?

Go to 

Menti.com 

and use code 

63 02 19 1
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DISCUSSION

What other best practices 

topics would you like to 

see covered in future 

meetings?
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Menti.com 

and use code 
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Richard Yentes

Review of Weight-Based 

Scoring Options

20
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Competency-level Scoring

• Designed to measure possession of competencies needed for successful job 
performance. 

• By default, questionnaires using Competency-level Scoring weight competencies 
equally, regardless of the number of items under each competency. 

• Most appropriate when: 

1. Your new or existing assessment questionnaire contains items that link to 
specific competencies critical to the position, and 

2. You want to weight each competency the same or differentially. 

• You must have documentation (e.g., job analysis results, documented input/approval 
from SMEs) supporting the importance of these competencies for the position.
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Competency-level Scoring

Response Base 
Values are adjusted 

to reflect item 
and/or competency 

weights.

Item Scores are 
averaged within a 

competency to 
produce a 

Competency Score. 

Competency Scores 
are summed to 

produce the Total 
Raw Score.

Total Raw Score is 
transmuted to the 

applicant Final Score 
(70 to 100). 

Keep in mind that the number of questions linked to each competency does not 
change the competency’s impact on the Total Raw Score (or final Transmuted Score).
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Competency-level Scoring

Competency
Rating Combination, e.g., GS-9 Rating Combination, e.g., GS-11

# of Items Competency Weight # of Items Competency Weight

Competency A

Competency B

Competency C

Competency D

A useful next step is to develop an assessment plan using a table like this one for each rating 

(series/grade) combination. This will help you visualize how many competencies are on the 

questionnaire and how many items link to each competency. In addition, if you plan to assign more 

weight to certain competencies relative to other competencies based on your job analysis, you can note 

the competency weights here.  
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Competency-level Scoring

Competency-level Scoring is the default selection when you create a new 
assessment questionnaire that uses the Weight-Based Rating Method. 
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Competency-level Scoring
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Item-level Scoring

• Intended to measure training and experience on a collection of independent items that 
either do not fit neatly under specific competencies or are designed to measure broad 
technical competence. 

• When using Item-level Scoring in USA Staffing, we highly recommend all items be linked to a 
single competency (e.g., Technical Competence).

• By default, questionnaires using Item-level Scoring weight each item equally, regardless of 
the number or values of the responses under each item.

• Most appropriate when: 

1. You are assessing a group of independent tasks vs. specific competencies,

2. The tasks do not fit neatly under specific competencies,

3. You are measuring a single competency, or 

4. You otherwise want to weight each individual question the same or differentially.
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Item-level Scoring

Item Scores are 
summed to 

calculate the Total 
Raw Score.

Response Base  
Values are 

adjusted to reflect 
item weights.

The raw score is 
transmuted to the 

applicant Final 
Score (70 to 100).

Keep in mind that the number of responses linked to each item does not change 
the item’s impact on the Total Raw Score (or final Transmuted Score).
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Item-level Scoring

To change your assessment to Item-level Scoring in USA Staffing, 
open the Scoring drop-down menu and select Item-level. 
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Item-level Scoring

When using Item-level Scoring in USA Staffing, we highly 
recommend linking all of your items to a single competency. 
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Item-level Scoring

OPTIONAL: Adjust 
Proportional Weight of each 
item based on Job Analysis.
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Response-level Scoring

• Designed for questionnaires using items with custom response scales (response 
options and corresponding values) developed in coordination with SMEs.

• The Base Values for questionnaires using Response-level Scoring are not weighted 
(equally or otherwise) by competency or item. 

• Most appropriate when: 

1. You want to score items without item and/or competency weights, 

2. Use Item-level Scoring with items linked to more than one competency, or 

3. Maintain a Task-based Scoring protocol used in USA Staffing Legacy (or custom 
scoring in other systems, e.g., eRecruit).
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Response-level Scoring

Item Scores (in this case, 
values associated with 
each response option) 

are summed to calculate 
the Total Raw Score.

The raw score is then 
transmuted to produce 

the applicant’s Final 
Score (70 to 100).
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Response-level Scoring

To change your assessment to Response-level Scoring in USA Staffing, 
open the Scoring drop-down menu and select Response-level. 
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Response-level Scoring

When using Response-level Scoring in USA Staffing, you can 
link your items to multiple competencies. 
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Response-level Scoring

Note: With Response-level 
scoring, there is no 
“Weight Equally” 

checkbox and there are no 
Proportional Weights for 

the Competencies
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Response-level Scoring

With Response-level 
scoring, the response 
base values (values in 

the text boxes) will 
always be equal to 

the raw score values 
(the numbers in 

parenthesis) since no 
item/competency  

weights are applied.
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Recap: Scoring Methods

Scoring Most appropriate when:

Competency-level • Your new or existing assessment questionnaire contains items that link to 
specific competencies critical to the position, and

• You want to weight each competency the same or differentially.

Item-level • You are assessing a group of independent tasks vs. specific competencies, 
• The tasks do not fit neatly under specific competencies, 
• You are measuring a single competency, or 
• You otherwise want to weight each individual question the same or 

differentially.

Response-level • Your questionnaire has items with custom response options and corresponding 
scores,

• You want to score items without item and/or competency weights, 
• You want to use Item-level Scoring with items linked to more than one 

competency, or 
• You want to maintain a Task-based scoring protocol used in USA Staffing Legacy.
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DISCUSSION

Which scoring option 

does your agency 

primarily use?

Go to 

Menti.com 

and use code 

63 02 19 1
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Steph Colon

Update on Assessment 

Package Reorganization 
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1. Adding a Choose Assessment Path popup – Complete 

– Plan to refine this popup based on user’s permissions

2. Moving the Test Plan page from the Assessment Package to each individual 
assessment questionnaire – In Development

3. Changing the order of the Assessment Package pages

4. Creating a Settings page that will contain Categories and USA Hire settings 

41

Assessment Package Planned Updates
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Choose Assessment Path

Note: Currently live in production as of 11/13/2020.
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Why Move the Test Plan Page

1. Better flow/navigation:

– Complete Test Plan as last step of setting up an Assessment Questionnaire

– Less likely to miss the Categories page on the Assessment Package

2. Ability to test each AQ independently:

– Helpful when using an AQ in combination with a Manual or USA Hire assessment

– Accurate test scenario results when using multiple AQ’s to rate applicants

3. Preparation for Multiple Hurdles:

– Helps set up for upcoming multiple hurdles functionality (based on minimum passing scores or 
business necessity criteria)
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Test Plan Move – Rating Criteria

Disclaimer: This is a mockup and may not convey the final design result.

Clicking Test Assessment runs checklist 
validations for the AQ and displays results
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Test Plan Move – Rating Criteria

Disclaimer: This is a mockup and may not convey the final design result.
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Test Plan Move – Test Plan

Disclaimer: This is a mockup and may not convey the final design result.

Clicking Continue navigates to the 
Assessment Package - Assessment Plan page
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Test Plan Move – Overview

Disclaimer: This is a mockup and may not convey the final design result.

The option to Complete Assessment 
Package will be located on the Overview 

page instead of the Test Plan page
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Test Plan Move – Overview (Templates)

Disclaimer: This is a mockup and may not convey the final design result.

The options to Publish Template, Unpublish 
Template, or Delete Template will be 

located on the Overview page
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Expectations for Test Plan Move

• Existing test scenarios will be moved to the new Test Plan page for the AQ

• Assessment Package Checklist validations will be updated to:

– Remove existing “Assessment Package must be tested.” validation

– Add new validation to ensure each individual AQ is tested

• Existing vacancies with Assessment Packages that are complete and existing 
Assessment Package Templates that are published will remain complete/published 

– If the assessment package contained multiple AQ’s or an AQ plus a USA Hire or Manual 
assessment, the new validations may not be met. In that case, if the package is un-completed, the 
AQ would need to re-tested before being able to complete/publish the package again.

• Tentative timeline for completing the Test Plan move is 2-4 months
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Coming Up Next: 

Changing Order of Assessment Package Pages

Vacancy 
Assessment 

Package

Current Order Overview > Job Analysis > Assessment Plan > Categories > Test Plan

Future State Assessment Plan > Job Analysis > Settings* > Checklist**

Assessment 
Package 
Template

Current Order
Overview > Template Information > Job Analysis > Assessment Plan > 
Categories > Test Plan

Future State Template Information > Assessment Plan > Job Analysis > Settings > Checklist

*Settings page will contain Categories and USA Hire settings
**Checklist page will contain the Assessment Package Checklist on the current Overview page
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DISCUSSION

How do you feel about these 

changes so far?

Go to 

Menti.com 

and use code 

63 02 19 1
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DISCUSSION

Would you like to help us 

test these changes for 

usability before they’re 

pushed to Stage?

Send us an

email and

let us know.
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Assessment Updates Stephanie.Colon@opm.gov

Assessment Scoring Maria.Ahmad@opm.gov
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Questions?


