USA Staffing’

Great Government Starts Here®

Assessment I: Training Exercise

Now that you have completed the online portion of training for Basic Assessment, it is time to log into the Stage
environment of USA Staffing to practice what you have learned. Use this step-by-step guide to help you practice this
lesson. Retain your notes to assist you with other lessons.

Creating an assessment requires the Request and Vacancy sections be completed for your vacancy. If you already have
vacancy that is ready to begin the Assessment, complete the information below. If not, you can access the entire
practice training series on the USA Staffing Training Resources page at:
https://help.usastaffing.gov/ResourceCenter/index.php/USA Staffing Training Resources . You will then need to
complete the Request and Vacancy exercises before proceeding with this exercise.

My Request Number:

My Vacancy Number:

1. Gointo your vacancy. There are several ways to access a vacancy:

a. If you know the Vacancy Number, you can type it directly in the Go To box at the top of the page and
click Enter.

b. You can locate your request in the Requests tab of your dashboard. Once in your request, there is a
direct access link under the Vacancy Created section. (This is the option shown below.)
c. If you have recently gone into this Vacancy Number it will show up in your dashboard dropdown list.

Image 1: An approved Request with the Vacancy Number highlighted under the Vacancy Created section.
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2. Once in your Vacancy, navigate to the Assessment Package tab

. If the Announcement tab is not automatically
showing, use the + to select Assessment Package.

USA Staffin 9' * staffing Classification
VACANCY 10097751 «

& Vacancy 10087751 B Assessment Package

& Announcement d&i  Reviews
Office: A5M

USAJOBS Job Title Pay P e Htatus

Customer: 45 ! 3 # = y

g Program Analyst G5-0343-9 New
Case File Possition Information Eligibiilities Supparting Documents Settings B Cocuments 0 @ Notes 0 & History
& Tasks (2)
Task

Owner ANNOUNCEMENT

§ el el NOT CREATED

Robyn Bachmann 12/30/2019

Complete Assessment Package

Helease Announcement

4 Requests (1)

All Statluses L

Request Number Status

0 APPLICANTS

20191202-B5313 Pending Recrultment

0 0

INELMGAILE

Image 2: Vacancy Case File page with Assessment Package and the + icon highlighted.

3. Thereis no action to take on the Assessment Overview page. Continue to the Job Analysis page.

USA StOfflng‘ . Staffing
VACANCY 10097751 ~

Fication Recruit Admin

E & @

& Vacancy 10097751

fm Assessment Package

USAJOBS Job Title Pay PlanSeries-Crade Announcement Type Ceatus

Program Analyst (S-0343-9 DE-ST Incomplete
Overview 1ob Anatysis asgegement Ban Eatagaries Tett Plan & | B Documents 0 @ Notes © & History

Assessment Package Checklist No Assessment Required | Assessment Package Complete
@ Assessment Package must have at least one Assessment,

Rating Combinations

used Sarie Specialey : | Grade

- 0343

.

Image 3: The Assessment Overview page when you first arrive on the page.
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4. On the Job Analysis page:
a. Check at least one item under 1.
b. Check at least one item under 2.
c. Type a note in the Additional Notes section.
d. Click Save.

Test Plan & B Docoments 0

External Job Analysis

1. \Which sources did you utilize or reference when conducting your job analyzis? (Select all that apply.)

uur s, bt U oy s aredfn Tuus youp

2_What are the specific cutputs of your job analyzis? [Select all that apply.)

Lin of tasks, dupes, respansi

 ANCorWork bEZViars CEGD, b 5u0oss an the b

Fatings of fass iMoo

dfor freauency

& Lt of comaetencies r KEAs s, and oiliizs) required o perfoem ertical kasks, dubies, respansitilides, andforwark behaiars succcsshully

A, in borms of abservable Sehaslos

Image 4: Job Analysis page completed as specified in the above steps.

5. Go to the Assessment Plan page. Click the New Assessment button.

USA Staffing &  Staffing  Classification  Recruit  Admin  Reports  Search EEEE = 2 cooconnso-a v

VACANCY 10097751 ~ ¥ & @

@ Vacancy 10097751 |'r. Assessment Package 4 Announcement ‘; Reviews
USAJOBS Job Title Pay Plan-Series-Grade Announcement Type Status Source
Program Analyst GS-0343-9 DE-ST Incomplete

Overview Job Analysis Categories Test Plan £ B Documents (0 @ Notes 0 &= History

assessments
Rating Assessments

Combos

— ID & Assessment Name : AssessmentType ¢ Screen- _ Rating ¢ Proportional Welght s | Percentage Weight + | MeanRawScore & | Standard Deviation s | DateCreated =

out

Save Cancel

Image 5: Assessment Plan page with the New Assessment button highlighted. This button is located in the upper-right
quadrant of the page.
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6. On the Assessment Information page give your assessment a name and Save. Do not make any other changes
to this page. Note that your assessment now has an Assessment ID.

USA Stcfflng' . Staffing Classificatic Recruit Admin Reports Search _ B & RobynBachm
VACANCY 10097751 ~

nt 3 & Announcement & Reviews o Bssetoment: 0343.00 Divisien Unit ASMG US

ement Title Pay Flan-Series-Crade

'na!y'st GS5-0343-9

Assessment Information Competencies Assessment Questionnaire Screen-Out Criteria Rating Criteria

Assessment Information

Assessment ID Assessment Name * Assessment Type * Rating Method * Crwmner Date Created

167827 v 12/4/2019 12:27 EST
0343-09 Division Unit ASMG US Questionnaire v Welght-Based Robyn Bachmann

Scoring *

Competency-lavel

m Vishie

Image 6: Assessment Information page completed as specified in the above steps.

7. Continue to the Competencies page. Click the Add Competencies button and select Add from Library.

U S A S t O‘F f | N g?' & Staffing Classification Recruit Admin Reports Search BN 8 RobynBachmann (STG)-ALL

VACANCY 10097751 « & &0

& Vacancy 10097751 I Assessment Package 4 Announcement & Reviews «  Assessment: 0343-09 Division Unit ASMG US

USAJOES Announcement Title Pay Plan-Series-Crade

Program Analyst GS-03439

Assessment Information Assessment Questionnaire Screen-Qut Criteria Rating Criteria & & History

Competencies (0) Add Competencies =

Competency ID +  Competency Title ¢ Definition Add from Library

Create New

Competency

Image 7: Blank Competencies page with the Add Competencies button has been selected.
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8. On the Competency Library page select 4 competencies for your position by checking the box next to each of
the competencies and clicking the Add & Close button at the bottom of the page.

Image 8: Competency Library page for a 0343, GS-09.
9. The competencies now display on your Competencies page.

U SA S t O‘Ff' a gi‘ ' Staffing Classification Recruit Admin Reports Search D] Robyn Bachmann (S5TG) - ALL  ~

VACANCY 10097751 « ¥ & @

& Vacancy 10097751 Il Assessment Package 4 Announcement &  Reviews +  Assessment: 0342-02 Division Unit ASMG US

USAJOBS Anncuncement Title Pay Plan-Series-Crade

Program Analyst GS-0343-9

Assessment Information Assessment Questionnaire Screen-Out Criteria Rating Criteria & & History
Competencies (4) Add Competencies  ~

Competency ID 2 | Competency Title ¢ | Definition B Type % | Source %

Identifies a need for and knows where ar how to gather Information; organizes and maintains information or

140 Information Management !
information management systems.

General HR Manager

Expresses information (for example, ideas or Facts) to individuals or groups effectively, taking into account the
202 Oral Communication audience and nature of the information (For example, technical, sensitive, controversial); makes clear and General HR Manager
convincing oral presentations; listens to others, attends to nonverbal cues, and responds appropriately.

Identifies rules, principles, or relationships that explain Facts, data, or other information; analyzes information

248 Reasoning . . General HR Manager
and makes correct inferences or draws accurate conclusions.

Recognizes or uses correct English grammar, punctuation, and spelling; communicates information (For example,
326 Writing Facts, ideas, or messages) in a succinct and organized manner; produces written information, which may include General HR Manager
technical material that is appropriate for the intended audience

Image 9: Competencies page with 4 competencies listed. The four competencies are Information Management, Oral
Communication, Reasoning, and Writing.
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10. Continue to the Assessment Questionnaire page. Click the Add to Questionnaire button. Select the

Instructions.

& Robyn Bachmann (STG)-ALL

Recruit Admin Reports Search

USA Stoffingi » Staffing Classification
VACANCY 10097751 +

¥ & @

& Vacancy 10097751 ffi; Assessment Package 4 Announcement d  Reviews ' Assessment: 0343-09 Division Unit ASMG US

USAJOBS Anncuncement Title Pay Plan-Series-Grade

Program Analyst GS-0343-9
& & History

Assessment Information Competencies Assessment Questionnaire Screen-Out Criteria Raking Criteria

* = Required Add to Questionnaire

Assessment Questionnaire (0 Items)

Instructions
New ltem
Add from Library

Copy from File

No items have been added to this Questionnaire.

Image 10: Assessment Questionnaire page with the Add to Questionnaire button selected.

11. Type or cut and paste instructions for your questionnaire. When finished, click Save & Close.

Add New Instructions

Instructions *
249 of 10000

= |[P] | e Q

*
0
&
Il
w
ey
=
I~
i
.

i

We will evaluate your resume and responses to this Assessment Questionnaire to determine if you are among the best qualified for this position. Your

responses are subject to verification and must be supported by your resume and supporting documents |

Save & New Save & Close

Image 11: Add Questionnaire Instructions page with sample instruction text.
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12. Your instruction now appears on the Assessment Questionnaire page. Click the Add to Questionnaire button

and select New Item to add your Minimum Qualifications question.

USA Staffing’ #

VACANCY 10097751 ~

 Vacanry 10097751 M Assessment Parkags A AN et

]

T uncament Title
Program Analyst o5

Asseszment Questonnalre

Aszeszmant Informatian Compatancics

Assessment Questionnaire (O Ilkems) *= Required

Select All

Ve will evaluate your resume and responses o this Assessment Questionnaire Lo detenmine if you sre smong the best qualified for Uiis position. Yaur respanses are subject 1o <4 Instructions

verificatien znd must be supported by your resume and supperting documents

Image 12: Assessment Questionnaire page with instructions added.

13. On the Add Questionnaire Item page:

a. Leave the Link To as None.

b. Check the Screen-out box.

c. Change Required to Yes.

d. Inthe Item Stem box type the Minimum Qualifications question. For example, “Select the one
statement that best describes the education and/or experience that you possess that demonstrates
your ability to perform Human Resources Specialist work at the GS-011 level or equivalent pay band in
the Federal service.”

e. Leave Response Type and Scale as defaulted.

f. Click Save & Close.

Add Questionnaire Item

Lik Ter Screen-gut = Required
None Yeu
Item Stem *
- Qbty® B I UL == [f = Q 174 of 10000

Salect the one stetement thet bast describes the swperience andior sducation thal you possess thet dsmonstrates your ability b perform the duties of &
35 08 Program Analyst|

Response Type * Seale

Multipie Chaler - Single Selret + | Itemspeclfic Besprase Optians

Image 13: Add Questionnaire Item page completed as specified in the above steps.
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14. The question now appears on the Assessment Questionnaire page. Click the Add Response button to create
responses for question 1. Give question 1 several responses including one which would not be qualifying.

- Azzessment Questionnaire (1 [kemns)

7. BERCT I GNE STEETENE that best desorbes the exerence and/ar eduation ERIC ey pessess Bat domonsirates yeur abili o perfarm cthe duties of & G5 2%

[T

cduzation kading to

s rd il

atz degree o have completed 2

A, W 1 o ey

Image 14: Assessment Questionnaire page. Responses entered for question 1.

15. Next add your Rating Questions.
a. Click the Add to Questionnaire and select New Item.
b. Use the Link To drop-down list to link to a competency.
c. Do not check the Screen-out box.
d. Set Required to Yes.
e. Type the question in the Item Stem box.
f. Leave the Response Type defaulted to Multiple Choice - Single Select.
g. Change the Scale to General Schedule.
h. Once the question is complete click Save and Close.

Add Questionnaire Item
Link Ta Screen-out Rogulnd
Rem Stem *
B @ E - B I UL =32 p= Q
Rasnarch ewsting Fedaral polices. laws and mgulations b develop poices procedurnes, processes o rgaiaiany compinnca for new sgency-ade program rubatyes
Hesponse Type *
Multiple Choice - Single Select

Ves/a (Default)

Image 15: Add Questionnaire Item page completed as specified in the above steps.
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16. Continue to add rating questions to the Assessment Questionnaire until each competency has at least two
questions associated with it. Once your assessment is complete, continue to the Screen-Out Criteria tab.

USA Staffin 9“ Staffing ClassiFication Recruit Admin Reports Search m Bachmann (STG)-ALL

VACANCY 10097751 ~ ¥ & @

@ Vacancy 10097751 Fr.. ‘Assessment Package 4 Announcement ‘; Reviews " Assessment: 0343-09 Division Unit ASMG US

USAJOBS Announcement Title Pay Plzn-Series-Grade

Program Analyst GS-0343-9

Assessment Information Competencies ssment Qi Screen-Out Criteria Rating Criteria & & History

+ Assessment Questionnaire (16 ltems) * = Required

Select All

We will evaluate your resume and responses to this Assessment Questionnaire to determine if you are among the best qualified for this position. Your responses are subject to Instructions

verification and must be supported by your resume and supporting documents.

1. Select the one statement that best describes the experience and/or education that you possess that demonstrates your ability to perform the duties of a G5-09

Program Analyst.

For each task in the following group, choose the statement from the list below that best describes your experience and/or training. Select only one letter For each item. Failure to Instructions

support your answers to this questionnaire in your resume may result in a lowered score or loss of consideration.
2. Research existing Federal policies, laws and regulations to develop policies, procedures, processes or regulatory compliance for new agency-wide program initiatives. * Information Management
. Perform assessments For assigned programs, including the evaluation of assigned resources, processes, and training gaps. Informatian Management

. Develop a communication plan that identifies key stakeholders, critical messages for each stakeholder and communication mediums and strategies for implementing Information Management

the communication plan.
. Create a risk management plan to include the identification of program risks, probability that risks will occur, level of impact and risk mitigation strategies. Information Management
. Prepare work breakdown structures and staffing plans to align resources to the program objectives. Reasoning
. Collect and analyze data related to workload production standards, and non-productive time in an organization to quantify and justify resource requirements. Reasoning
. Identify tools to quantify organizational outcomes, process capability and resource utilization effectiveness Reasoning
. Review and validate inputs to manpower requirements packages, manpower estimate reports and support agreements. Oral Communication
. Formally propose solutions to process and work limitations that willimprove efficiency of an organization. ©Oral Communication
. Convince managers to accept and implement findings and recommendations on organizational improvement or program effectiveness. Oral Communication
. Brief management and other officials on results of manpower studies and recommendations. Oral Communication
. Lead work groups of various subject matter experts to devise solutions to workflow problems. Writing

. Forecast an organization's mission requirements using analytical and mathematical tools and techniques such as, manpower solution techniques, standard workload writing

factors, manpower standards workload forecasting, and manpower models.
. |dentify appropriate qualitative and quantitative assessment methods to evaluate a program against established criteria for success writing

. Conduct benchmarking studies of simple work processes or functions. writing

Image 16: Assessment with at least two questions per competency and one Min Qualifications screen-out question.
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17. On the Screen Out Criteria page you will designate your screen out question. Click Add Screen-Out button.

IUSA Staffin gr ' Staffing Classification Recrult Admin Reports _ B 8 pobyn Bachmann (STC)-ALL w

VACANCY 10097751 ~ @

- Vaancy 10057751 Mg Asse: cage 4 pnnouncement eviews Assessmant: 0343-08 Division Unit ASMG US

USAJOBE Announcement Title Pay Crad
Program Analyst 05 c
sssessment Information Competencies Assessment Questionnairs Rating Critedia & & History

Screen-Outs (0)

Mo Screen Outs Faund

Image 17: The Screen-Out Criteria page with the Add Screen Out button highlighted. No screen-out items appear.

18. Complete the Add Screen-Out pop-up.

a. Name your screen-out-item.

b. Leave the Apply Screen-Out to Rating Combinations checked.

c. Leave the Ineligibility Code as 1QID since this will be the Minimum Qualifications question screen-out.

d. Leave the Item set to question 1. (You would use the drop-down arrow to select another question if you
have another screen-out question.)

e. Designate the response that will result in the applicant being screened out by checking the box next to
that item.
Click Save and Close.

g. Repeat this process for any other screen-out questions you added to your assessment. (Giving the
proper name, Ineligibility code, Item, and Ineligible responses.)

Add Screen-Out

Image 18: Add Screen-Out page completed as specified in the above steps.
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19. You will now proceed to the Rating Criteria page.
a. The Rating Criteria page displays the competencies and the associated weights with each.

b. Do not make any changes to this page.

USA Staffin g"" “ Steffing c tiun Recruit Admin Reports Search EE = oo
L s
VACANCY 10097751 «
W Varancy 1009775 F T Assessment Package & Anrnimcement d Aeviews o Assessment 134300 Divislon 1
154, JC8S Announcement Titie Pay Plan-benies-Grade
Program Analyst (503439
R e TR ... PR g
1 1 1 # waight Equall:
Rating Criteria Wielnht Equally
Serles z Grade *  Competencies fiated
0343 Management And Frogram Anshsis 2 =
Competancy Titls : | Rated Erapactinaal Welght = | Psreantage Welght ¢ | Rated ltoms
Information Management & 14 25% 5
Oz « 14 5% P
Reazoning # 1/4 5% 3
Wiriting F] 14 5% 4

Image 19: Rating Criteria page as it appears when you arrive on it.

20. If your sample vacancy is designated as Competitive, review and add, if needed, Category Rating categories to
your assessment. To do this:

a. Return to the Assessment Package tab. Click on the Categories tab.

b. If the Categories are not pre-populated, click Add Category and complete the Category Name and Final
Rating Cutpoint fields. Repeat to create at least three categories.

c. The Category Settings should stay as defaulted unless the position you are announcing is a Professional/
Scientific and should have the special floating rules applied.

d. Click Save once the page is complete.

USA Stofﬁng' A SLafTing C ion Hecruit Admin Reporls search _ 2 nicbyn Bachmann (5TC) -ALL
VACANCY 10097751 ~ =]

= Vacanoy 10087751 M Assessment Package &  Announcement " Assessment: 0343-08 Division Unit ASMC US

USAJDES Job Titke

Program Analyst G5-0343-9 DE-ST Incomplete

verview Inb Anatvsis Assassment Blan Test Plan & B Documents 0 & HNotes

Categories Final Score Cutpoint

Ik Type

Category Name Final Hating Cutpoint

Best Quakfied o0
Wall Cualified B0
Ouakfad 70

Category Settings

Assign Categories based on 'G5-9+ Professional/Scientific’ rules Assign Lategories based on Augmented Hating (Unly use with Demo Projects that do not use Category Rating)
03439 03433

“ o

Image 20: Categories page completed as specified in the above steps.

11| Page



21. You will need to test your assessment to complete the process. Go to the Test Plan page.

lJSA Stoff|ng' cl cation leg Admin Reports Search
VACANCY 10097751 ~

USAJOES Job Ticle

Program Analyst

Overview

= Vacancy 10097751

i fssessment Package &  Announcement o Reviews " Assessment: 0343-09 Division Unit ASMG US

'y Flan-Seres Crade Announcement Type Souree

=y A Status
0S-0343-9 DE-ST Incomplete

lah Analysis Assessmant Blan Categories Tost plan

Test Scenarios (0)

Mo Scenarios Found.

Image 21: Blank Test Plan page.

o Feolwm Bachmann (STG) - ALL

E &0

22. Create a test scenario to test if the assessment is working properly. You will want to make sure your
assessment will allow an applicant to be eligible.

a.

o

Click the Add Scenario button.
Give your scenario a name. (For example, Eligible GS-09)
The Expected Rating should be ELTE.

In the Item Responses section, mark a qualifying response for your Minimum Qualifications question.

Mark responses for each of the rest of the questions.
Click Save & Close button once complete.

Add Scenario

Outcomes

Image 22: Add Scenario page completed as specified in the above steps.
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23. Once you have completed your first test scenario, it will display on the Test Plan page. A green check indicates
the test was successful.

USA Staffin 9”" Staffing Classification Recruit Admin Repurts Search _ B B nobwn Bachmann (STE) - ALL

VACANCY 10097751 « &0

o s 147100 vk Uik ASMG LS

% W Tre _. Hatus
qrarm Analyst G50 Incomplete

aversdew Job Analysts assessment Flzn Categories & | B Cowments 0 & Momes 0 & Hiskary
Test Scenarios (1) m

+ | Respomses < | Rating Comba Expected Uuzcoma Actuzl Dutcome

Eligible G5-09 AEEEEEEEEE.. [Nt IR @ e

Image 23: Successful test scenario.

24. Next, create a test scenario to test if the Minimum Qualifications screen-out is working properly.
a. Click the Add Scenario button.
b. Give your scenario a name. (For example, Ineligible Minimum Qualifications GS-09)
c. The Expected Rating should be 1QID.
d. Inthe Item Responses section, mark a disqualifying response for your Minimum Qualifications question.
e. Click Save & Close button once complete.
f. Repeat the process to add test scenarios until the assessment is thoroughly tested.

Add Scanario

Outcomes

tem Responses

& Oibdsien Midwest Nagienal

Image 24: Add Scenario page completed as specified in the above steps.
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25. Your last step will be to Complete your Assessment
a. Ensure that each of your test scenarios are marked with a green check-mark.
b. Select the Complete Assessment Package button.
c. Once marked complete this locks the assessment so no changes can be made. (The Complete
Assessment Package button will disappear.)
d. Goto the Overview page to look at an overview of your assessment.

USA Staffing’ ct Hon  Recrult

VACANCY 10097751 ~

5 ok Title

N Analyst 35-03 ' L)ESIT Imfcrnplor.c-

Cverview Jab Anatysls Assgzsment Flan Categarls © B Documsntz 0 @ Motes @ & Histary
Tesk Scenarios (2) Comglelo Ansusse
Scenaria *  Responses = | Rating Combo Expected Dutcome Actual Duteome
® 3
Eligibla G503 AELEEREEEE. 13433 ELTE & HIE- 1
3439 il @ oo

nedigihle Minimism Qualifications G5-09 i

Image 25: Test Plan page with Complete Assessment Package button highlighted. The button is located in the upper-right
quadrant of the page.

You now have a completed your assessment. This concludes the lesson on Assessment.
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Notes for Assessment
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