[image: image1.png]


CIVILIAN PERSONNEL

BULLETIN

UNITED STATES MILITARY ACADEMY

WEST POINT, NEW YORK   10996

_________________________________________________

15 October 2008                                                                                                        Number 08-18

______________________________________________________________________________________________________________
STRATEGIC RECRUITMENT PROCEDURES

1.  Department of Army has instituted a Strategic Recruitment Process to ensure that supervisors and Human Resources (HR) specialists discuss recruitment information and strategies when a vacancy occurs, so that recruitment can proceed as quickly and effectively as possible.  
2  Effective 1 October 2008, managers or administrators initiating Requests for Personnel Actions (RPAs) for recruitment or classification actions will no longer complete a Gatekeeper document.  Instead, they will enter basic information in the RPA Notepad in order for the Resource Management (RM) and HR staff to be able to identify the position and contact the supervisor [Enclosure 1]. As soon as supervisors become aware of impending vacancies or of the need for new or changed job descriptions, they will contact their servicing HR specialist to discuss: proposed changes to the current job description; information about the position or qualifications that should be in the vacancy announcement; potential recruitment sources, incentives or strategies; and job skills to be used in rating qualified applicants.  The HR specialist will record the information on a Recruitment Information Package that will be part of the classification or recruitment record.

3.  For more information about Army-wide Strategic Recruitment Procedures, please contact your servicing HR Specialist.
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RPA Notepad Information
Include in RPA Notepad for Classification and Fill/Recruit Requests for Personnel Action (RPAs):
Selecting Official’s AKO e-mail and phone: ____________________________________  
Position Title: _____________________________________________________________
Pay Plan: _____  Series: __________  Grade or Pay Band: _____
Target Grade (if applicable): _____  

Position Description Number: __________________________________
Vice (If applicable): ____________________  Date Vacated: _______
Organization:  __________________________________
Division: _____________________    Branch: ________________________
Command Code: ___    Unit Identification Code (UIC): _______________
Org Code: _________  Duty Station Location (if other than West Point): _______________
TDA Para/Line: __________ 

Army Management Structure Code (AMS): _______________
Account Processing Code  (APC):_______  

Standard Work Center Code (SWC):  _____  

Cost Center Code:  _____
If NSPS, "Pay Pool ID": _____
Enclosure 1

