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Agenda 

Lessons Learned/Best Practices 

• Resource Center 

• Standard Assessment Process Overview 

• Test Security 

• Communication 

• Assessment Questionnaire 

• Reasonable Accommodation 

• Reconciling Applications and Referrals 

• Applicant Notifications 

• Multi-Grade Announcements 

• Job Aid Update 

• New Computer Adaptive Assessment 

 

USA Hire in the USA Staffing Upgrade 
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USA Hire Resource Center 
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USA Hire Standard Assessment Process 

Agency HR Specialist receives 
request from Hiring Manager to 
use USA Hire assessments. 

Agency HR Specialist and Hiring Manager:  (1) complete job analysis for 
technical competencies & USA Hire Assessments (using the Competency 
Verification & Task Identification forms) and (2) determine weighting 
strategy and complete USA Hire Weighting Worksheet. 

For the first 10 USA Hire JOAs, the agency USA 
Hire POC will email the USA Hire Request Form 
to SA-USAHIRE@opm.gov to request a review.  
Note: For all JOAs beyond the first 10, follow 
your agency’s internal review process before 
opening the JOA on USAJOBS. 

Staff Acquisition (SA) HR 
Specialist conducts a review of 
the first 10 JOAs and provides 
feedback directly to the USA 
Hire POC within 48 hours.  

Once the review of the JOA is complete, the agency 
USA Hire POC submits a Help Desk ticket to the USA 
Staffing Help Desk (https://eshelp.opm.gov) 
requesting to open the USA Hire JOA and attaches the 
USA Hire Request Form. 

The USA Staffing Help Desk 
responds to the Help Desk ticket 
confirming receipt of the 
request and approval to proceed 
with opening the JOA. 

Agency HR Specialist opens 
the vacancy. 

The USA Staffing Help Desk 
notifies the USA Hire POC when 
scores have been returned from 
USA Hire to USA Staffing and it 
is OK to certify applicants. 

Agency HR Specialist 
reviews applicants and 
issues certificates to the 
hiring manager for 
selection. 

Agency HR Specialist drafts Job 
Announcement using the Job Aid 
as a guide and completes the 
USA Hire Request form. 

1 2 

3 4 5 

6 7 

8 9 10 



5 

Maintain Assessment Security 

• HR Professionals who use USA Hire are responsible for safeguarding the USA 
Hire assessments. 

• Only applicants responding to a USA Hire assessment may access them and view 
the assessment items.  

• Please view the sample items by using this link: 
https://usahire.opm.gov/assess/default/sample/Sample.action  

• Every HR User must review the Security Notice before using the USA Hire 
assessments. (Job Aid – Part 1) 

• Please retain the signed security notice according to your agency policies. For 
example, your agency may retain a single copy internally or may require HR 
Specialists to include a copy as part of the electronic case file for each JOA in 
USA Staffing. 

https://usahire.opm.gov/assess/default/sample/Sample.action
https://usahire.opm.gov/assess/default/sample/Sample.action
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Communication 

 Submit a Help Desk ticket and attach the Request Form to open a JOA 

o List the Vacancy Number in the Subject of the Help Desk ticket 

o Choose “USA Hire Request” from the dropdown under Type of Ticket 

o Submit one Help Desk ticket per VIN 

o The Request Form is located in the Job Aid on the USA Hire Resource Center 

 Notify the Help Desk of all cancelled JOAs 

 All communication goes through the Help Desk 

 If you experience any technical issues with your JOA related to USA Hire during or 

after the closing period, alert the help desk by responding to your initial footprints 

ticket for the Vacancy. 

Job Aid: Part 8 - Communicate with the USA Staffing Program Office 
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Assessment Questionnaire 

• Applicants are evaluated by a combination of two assessments: 
o USA Staffing Assessment Questionnaire 
o External USA Hire Assessment 

  
• All AQs must be built correctly prior to opening the announcement.  

• HR Users may not make any changes to the assessment plan, rating criteria, or applicant 
responses to the USA Staffing AQ after applications have been received (this does not 
include manual overrides of applicant ratings) because USA Staffing is “locked down” for 
edits to reduce the complication of multiple transmissions between USA Staffing and USA 
Hire.  

• Vacancies must be cancelled and reopened should an error be discovered in the USA 
Staffing AQ assessment after the announcement has opened and applicants have applied. 

 

• Best Practices 

• Utilize your internal review process 

• Thoroughly test the assessment for all possible scenarios before completing it 

Job Aid: Part 4 – Assessments 
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Reasonable Accommodation 

 Scores are generally sent to USA Staffing 3 to 5 business days after the closing date of 

the announcement.  

 OPM uses this time to adjudicate requests for reasonable accommodation, ensure all 

applicants who request an accommodation have 48 hours from when their link is sent 

or 48 hours after the close of the JOA, whichever is later, to complete the USA Hire 

assessments and confirm the accurate transfer of applicant results from USA Hire to 

USA Staffing.  

 When the announcement closes, the USA Hire team will notify you, by responding to 

your help desk ticket, if any applicants to the vacancy have requested Reasonable 

Accommodation for the assessments.   

 USA Hire scores will not be available in USA Staffing until the USA Hire team has 

adjudicated all applicants’ Reasonable Accommodation requests.  

 The USA Hire team will also notify you, through a response to the ticket, once the 

applicant scores have been transferred from USA Hire to USA Staffing. 

Job Aid: Part 1 – Reasonable Accommodation for the USA Hire Assessments 
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Reconciling Applications and Referrals 

 Clear pending applicants before JOA closes 

o Check regularly for any PE records during the announcement open period.  

Applicants in a PE status will not receive the link to the assessments until you 

resolve the error in their application. If you notice an applicant record in PE status 

after the close of the announcement, please correct the error and notify the USA 

Staffing Help Desk to ensure the applicant receives the link to take the USA Hire 

assessments if minimally qualified.  

 When reviewing your ranking list, all applicants should have a status of IN, IM, or AA 

 Do not issue certificates if one or more applicants are still in PL status. 

 If you pull an Applicant List before scores are sent back to USA Staffing, please refresh 

the list before issuing a certificate. 

 

Job Aid: Part 9 – Reconciling Applications and Part 10 - Referrals 
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Applicant Notifications 

• HR Users should use notifications to inform applicants of their status via their USAJOBS account.  
• HR Users should customize the default text at the Vacancy level in Preferences to ensure applicants 

receive consistent and accurate instructions at each point in the USA Hire process.  
• Your agency can add additional text to the USA Hire suggested language provided in the Job Aid.  We 

just ask that you not modify the USA Hire suggested language we provide. 
 

• Applicant Notifications: OPM provides the text suggested for the applicant messages and 
notifications listed below in the Job Aid: 
o The Confirmation Message informs applicants they have successfully submitted their 

application. This notice is automatically displayed when applicants submit their application. 
o The Acknowledgement Email is automatically sent when applicants submit their application 

package online. 
 
• Agency Contact Communication: Both hiring managers and HR Specialists are invited to contribute 

feedback on the use and effectiveness of USA Hire by completing a survey hosted by OPM after the 
selection process is complete.  
o To ensure hiring managers can easily access the survey from Selection Manager, we ask that you 

change the default text at the Vacancy level for the Certificate of Eligibles and Electronic 
Certificate message for each certificate type you will issue.   

Job Aid: Part 7 – Customize Notification Default Text 
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Multi-Grade Announcements 

Job Aid: Part 6 – Rating Configuration for Multi-Grade Announcements 
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Job Aid Updates 

• Part 10: Referrals 

o You must wait until the scores are sent to USA Staffing from USA Hire before 

certifying applicants. Applicant scores are normally processed back to your VIN 

within 3 to 5 business days of the job announcement closing date.  When the 

announcement closes, the USA Hire team will notify you if any applicants to the 

vacancy have requested Reasonable Accommodation for the assessments.  USA 

Hire scores will not be available in USA Staffing until the USA Hire team has 

adjudicated all applicants’ Reasonable Accommodation requests.  

 

• Appendix E: USA Hire Standard Assessment Invitation Email 
o Computer System Requirements: Use of either Internet Explorer 7.0 or above, 

Firefox 39.0 or above, Safari 4.0 or above, or Chrome 43.0 is required.  
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New Computer Adaptive Assessment 

• USA Hire has been changing the occupational interaction assessment (OIA) in the 

standard USA Hire battery from a static to a computer adaptive version (CAT).   

• Why are we doing this? The new type of measurement methodology that is used in 

the CAT OIA could improve the precision with which we are measuring the targeted 

competencies. In short, better measurement yields better prediction. 

• What does this mean for customers?   
o The “swap” just takes one day but we must ensure that we allow 7 business 

days between the closing date of a JOA using one of these series and the swap 
date to ensure that all Reasonable Accommodation requests are cleared and 
scores are successfully uploaded. 

o There are 2 remaining series left to swap: 0301 and 0303 
o The swap is scheduled to take place on November 30, 2015.  This means that all 

USA Hire JOAs using the 0301 and 0303 series will need to be closed NLT 
Sunday, November 22nd.  

Please let your Account Manager know if you have any questions or concerns. 
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USA Hire in the USA Staffing Upgrade 
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Notifying USA Hire when a Vacancy is Opening 

Legacy USA Hire Upgrade USA Hire 

HR User submits Footprints help desk 
ticket with vacancy information 

Not needed 

− HR user must remember to submit a 
help desk ticket 

− Requires manual intervention on the 
part of HR user and USA Hire help desk 

 

 Reduces burden on individual HR User 
 Reduces manual intervention  
 Streamlines process 

Uniquely Identify Applicants 

Legacy USA Hire Upgrade USA Hire 

Uses SSN and other biographic 
information to generate applicant unique 
identifier 

Uses USAJOBS account, date/month of 
birth and last 4 of SSN to generate 
applicant unique identifier 

− Collects & stores applicant PII 
 

 Lessens applicant PII 
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Providing USA Hire Access to Applicants  

Legacy USA Hire Upgrade USA Hire 

USA Hire emails link to 
applicants after submitting 
application 

USA Staffing presents link to applicants immediately 
after submitting application 

− Emails get caught in spam 
filters 

− Emails can be forwarded 

 Reduces errors associated with dependency on 
emailed links 

USA Hire re-sends custom 
notifications as needed 

USA Staffing stores custom URL as data insert for use 
in custom notifications 

− Requires manual 
intervention from the USA 
Hire help desk 

 Allows HR User to quickly re-send notifications 
directly to applicant  

 Notifications tracked & visible by HR user in USAS 

USA Staffing provides access through USAJOBS ‘More 
Information’ link to Application Status page 

 Grants applicants consistent access to USA Hire 
through familiar pathway 
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Applicant Claims Reasonable Accommodation 

Legacy USA Hire Upgrade USA Hire 

1. Applicant requests RA during initial 
application 

2. Applicant emails OPM Reasonable 
Accommodation office 

1. Applicant requests RA during initial 
application 

2. Applicant re-applies and requests 
after initial application 

3. Applicant emails JOA contact to 
request (after JOA closes) 

 Keeps RA request process within the 
normal application flow 

 Potentially reduces time to adjudicate 
RA requests (fewer email claims = less 
time adjudicating) 
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Adjudicate Reasonable Accommodation 

Legacy USA Hire Upgrade USA Hire 

OPM-based RA office handles 
adjudication in PDRI platform 

USAS users (agency or OPM-based) 
adjudicate RA claims in USAS 

− RA requests handled on USA Hire 
platform 

− Only specialized group of RA 
adjudicators able to handle requests 

 RA requests are visible in USA Staffing 
 Flexibility in who (OPM, agency office, 

or HR user) has responsibility for 
adjudicating RA 

 Ability to adjudicate RA requests 
granted through USA Staffing 
permissions 

 Transparency into the process and 
status of applicant who claimed RA 
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Adjudicate Reasonable Accommodation 
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Adjudicate Reasonable Accommodation 
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Standardize & Combine AQ and USA Hire scores 

Legacy USA Hire Upgrade USA Hire 

Scoring handled on PDRI platform Scoring handled in USA Staffing 

− No scores visible in USA Staffing 
− No insight into weighting or how 

scores are combined 
− Only specialized group of RA 

adjudicators able to handle  

 Adds transparency to scoring process 
 Allows users (with permission) to 

handle weighting of assessments in 
USA Staffing 

 HR Users can correct scoring mistakes 
in USA Staffing 

 USA Staffing has functionality to 
standardize & combine other 
assessment types 
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Standardize & Combine AQ and USA Hire scores 
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For additional information, please contact: 

 
Shannon Hazelwood 
Shannon.Hazelwood@opm.gov 
(202) 

 
Jenn Demarais 
Jennifer.Demarais@opm.gov 
(202)465-9076 


