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RESUMIX OVERVIEW

The Department of the Army uses an automated referral system to fill vacancies. The automated system uses state-of-the-art optical character recognition and a patented computer programming system to read resumes and extract applicant skills. This automated system has established a "level playing field" where the same requirements apply consistently to all employees. Through this kind of leading edge technology, the Department of the Army can accurately process applications and issue referral list more quickly than under previous manual systems.
The requisition and selection process requires a flow of information among all key participants. To understand your role as the Selecting Official in the automated requisition and selection process, it is important for you to see where the information originates and what each participant contributes. In this way, you will become an effective part of the process.
THE PLAYERS:
	PRIVATE
Applicant: 
· Both internal and external applicants apply for vacancies within the Department of the Army.  Applicants submit only one resume. Resumes are maintained in the Resumix database for consideration as vacancies occur. To be considered for position vacancies applicants must "self nominate" by following the directions in the Job Ad. Upon acceptance of a position, a new resume should be submitted to receive future consideration.
Selecting Official: 
· The Selecting Official begins the requisition and selection process by submitting the recruitment request forms (RPA), and ends the process by hiring the best qualified individual. 
Civilian Personnel Advisory Center (CPAC): 
· Provides guidance and assistance to selecting officials in identifying Job Search Criteria. Conducts the automated processing of resumes and recruitment requisitions. Provides referral list of qualified applicants to selecting official. Completes the selection process by generating the Notice of Personnel Action (NPA) and forwarding the necessary documents to the finance office.   Conducts in-processing for new employees.


	


	PRIVATE
SELECTING OFFICIAL

- Reviews the Resumix Kit for Managers, if available.  
- One developed by the NE Region can be found at:  http://cpolrhp.belvoir.army.mil/ner/
- Updates or develops Position Description
- Completes Request for Personnel Action (RPA) 
- Obtains approval from appropriate officials
- Forwards Job Requisition Package to CPAC (Job Requisition Package includes 
RPA and the Position Description)
- Reviews and approves skills to be used in the rating process



	CIVILIAN PERSONNEL ADVISOY CENTER (CPAC)

- Reviews Position Description and recruitment strategies as determined by the manager
- Performs initial job analysis by entering major duties and tasks from the position description into Resumix and extracting skills. 
- Forwards extracted skills to manager for review and approval.
- Develops and distributes Vacancy Announcements
- Receives and processes resumes and self-nominations from interested applicants
- Reviews resumes for qualifications, etc., prior to generating referral
- Establishes case file
- Distributes vacancy announcements to employees and applicants 
- Ensures that all pre-employment conditions of the position have been met (medical exam, security clearance, drivers license, etc.)
- Makes Job Offer 
- Coordinates entrance on duty (EOD) date
- Coordinates in-processing procedures with selectee and gaining organization

	SELECTING OFFICIAL


- Schedules and conducts interviews and reference checks
- Selects the best qualified applicant 
- Sends letters to those referred but not selected

	OPERATIONS CENTER
 - Finalizes case file
- Updates automated system with selectee’s name
- Completes Notice of Personnel Action and forwards documents to finance office


HOW THE SKILLS PROCESS WORKS

	PRIVATE
There are two types of skills to identify during the skills process - Required Skills and Desired Skills. Although the term skill is used throughout, you may also define this criterion in terms of a knowledge or ability. 

Required Skills: Skills that you, the Selecting Official, have determined the applicants must possess in order to be referred for your position. These are skill(s) that must be brought to the position and are such that they could not be learned readily during the normal orientation period.

Desirable Skills: Skills that you, the Selecting Official, determine would make the applicant better able to perform the job.
· The CPAC representative will enter the major duties of the job description in Resumix and perform an extraction. The skills extracted will be forwarded via email and/or by phone to the selecting official to determine if the skills should be required or desired. Determining the required and desired skills will assist the CPAC staff in identifying candidates who possess the skills that are supported by the position description. Those skills that are not required or desired will be omitted. 
· Further refining of the skills may be applicable. If it is necessary to revise or alter the skills the CPAC representative will contact the selecting official. The skills will be determined through the joint efforts of the selecting official and the CPAC. 

· All skills listed must be supported by the duties and responsibilities listed in the position description. 


THE WEB BASED REFERRAL LIST:
Selecting officials will receive referral lists via a URL link in an e-mail message from their servicing CPAC.  It will look like the sample below:

Note the two attachments at the bottom of this referral notification message.  

[image: image1.wmf]
The first attachment is the referral certificate and the second contains the resumes of referred candidates.  Clicking on the first attachment produces results like these:

[image: image2.wmf]
The second attachment contains applicant resumes.  Clicking on the bookmark tab located in the column to the left directs the selecting official to that specific applicant's resume. This is what will appear:

[image: image3.wmf][image: image4.wmf]Now back to the referral link…The e-mail forwarded to the manager's AKO e-mail address includes instructions for reviewing the referral list and resumes.   Clicking on the hyper-link contained in the referral [image: image5.wmf]Acting on the referral list is very straightforward.  The selecting official simply uses the pull-down menu to make their selection, and to choose a first and second alternate.  A text box is provided for the selecting official to enter his/her reasons for their selection.  An additional text box is available to enter special instructions or comments as illustrated below.  

The e-mail forwarded to the manager's AKO e-mail address includes instructions for reviewing the referral list and resumes.   Clicking on the hyper-link contained in the referral e-mail produces the logon screen below.  The selecting official simply enters his/her AKO User ID and Password, and they are in!   

SPECIAL NOTE: Only the AKO addressee has access to the referral.  This is because the selection page can only be accessed that person's AKO user login.  If the selecting official must delegate selection authority to another person, the CPAC will need that individual's AKO e-mail address.  The referral can then be sent to the delegate for action.    The Referral List sent to the AKO addressee has the functionality to indicate who is selected.  The Referral sent to the CPAC or other non-AKO address does not have the selection capability.

Another convenient feature of the web-referral tool is that the AKO e-mail system allows users the option of forwarding e-mail to another e-mail account of their choosing!

In addition, AKO login Help is available at the AKO portal if a user needs to reset a forgotten password.  AKO may be accessed at the following URL: https://www.us.army.mil   

When clicking on the Web-Referral link, the following logon appears:

[image: image6.wmf]
[image: image7.wmf]Acting on the referral list is very straightforward.  The selecting official simply uses the pull-down menu to make their selection, and to choose a first and second alternate.  A text box is provided for the selecting official to enter his/her reasons for their selection.  An additional text box is available to enter special instructions or comments as illustrated below.  

To save and submit, click on the "Save" icon in the upper left corner.  Selecting officials may also enter courtesy-copy e-mail addresses in the "Copy To E-mail(s)" box.

This completes the web-based referral transaction!  Selecting officials should contact their servicing CPAC if they have any questions, problems or concerns with the Web-Referral Tools.
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Ele Edt Vew Insert Format Tooks Actions telp

@ ou Forwarded this message on 7/3/2002 8:43 AM. Cck here to find a related messages.

From:  Resumix Web Based Referral List [lee.ipscomb@asamra. hoffman. rmy.mi] Sent: Wed 7/3/2002 2:17 PH
Tor  robertrussel@us.army.mil
o

Subject: ReferralList # KENTELSH (2 Attachments)
[Referral List # KENTE154

1. httached are 2 Adobe Aerobat PDF files (Referral list details, Candidate Resumes) corresponding to the referral list #
KENTE154 for your review.

A. The first attachwent contains the referral list by employment eligibility group. To open this file, dowble click the
PDF attachment. iny special instructions will be contained on the first page of this attachment.

B. The second attachment contains the resunes for each person on the list in the first attachment. To open this file,
dowble click the 2nd actachment.

2. once you have made your tentative selections, click on the URL below. Note: If the link below doesn't work, copy and paste
the entire link (starting with "https://" and going all the way to the end of the link) into your Internet browser URL
adaress box and press Enter or Return on your keyboard.
https://128.190.160. 170/ statfing/ vebcert/ apps/ 74 E8+E9% ED 99488592499+ 974 : : "Gy _*156132002378~19v" //A+ES* B0+ B0 BI% AF AF+ 49% AE%
[F2%45% AE+B93 BEB3% AE

3. Enter your AKO userid and password to access the application.

4. Make your selection(s)
Note:

A. If you select more than one candidate, pull down the name of the first from the selectee 1ist and add the names of the
other selectees in the "I have selected the shove candidates for the following reasons” block hefore you provide the reasons. |
Indicate that "I have also selected (nane (s) of selectees)”.

B. Document any candidates vho expressed that they vere not interested in the job in the "Note” block.

5. Uhen you have made your selections and commented as necessary, enter the E-mail for the return address in the "Forvard to
E-mail" block. Enter copy to E-mails in the "Copy to E-wail(s)" block as required. Separate multiple addresses in the "Copy
to E-wail(s)” block with a comua.

i -
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Referral List

Home

Respond to Referral List

Please Logon

AKO User ID : [robert russelld]

Password : [Frrrrrrer

Contact us

Verson 10

US Army. il rghts reserved,
Unauthoriad access s prohibitd. Usage wil be moriored.

&1 Referra Lt Fone [ 13 @ memet
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Referral List

Candidate Selection

Response for Referral list # KENTE154 # ROBERT.RUSSELL

552 | o Reset | Forward to E-mail - [iee.lipscomb@ssamra:hoffman] Copy To E-mail(s) - [snyone.youmould.like to.co

Tuesday, July 09, 2002
Ref. List # KENTELS RPA Number -
Ref. List Issued Date  7/3/2002 Expiration Date 5/31/2002

[For the Position - DENTAL ASSISTANT , GS - 4819 - 13

L have considered all of the candidates and have selected :

selectee : | [ Select a Candidate — =
First Alternate : | [ Select a Candidate — =
Second Alternate : | [ Select a Candidate — =

Lhave selected the abave candidates for the following reasons :

[Ms. Smith possesses advanced technical experience directly related to the duties of this position. Ms. Smith's resume documents that she has the
Ineccessary skill, experience, education and training to suceessfuly perform in this job.

Note :

Sincerely,
[Rabert Russell DSN 856-0000

Lee, please contact me to discuss moving up the effective date on this hiring action. j

&1 Referral Lt response : [ 13 @ memet
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[ Northeast, Cacd DSN: 221-6788
[ Northeast, Cace Work; 703-345-6789
[ Northeast, Caci Home: 3016454666
Email Address; ella keni@asamra.hoffman.army.
Typing words per minute; 60 Steno words per minute; 140
WORK EXPERIENCE;
May we contact your current Employer? Yes
9/1996 to Present Hrs per weck: 40, Personnelist, GS-201-SGT. USMCA.
Arlingion, VA 20323, John Bloe, (703) 325-1235.
Serves as the technical authority on the operation of the Army Civilian
Personnel Data System (ACPERS). Im doing this so Anand can see.
With HUNG AND ANAND. Second Testing.
Third testing with Ron.
Fourth testing.
Fifth Test. 4/29/2002
9/23/1994 10 9/8/96. Hrs per week; 40, Staffing Specialist, GS-212-12. USMAC.
Alexandria , VA 20220, Mr. Smith, (703) 325-6547.
Analyzed products to ensure they serve the purpose intended and needs of the
user
Hrs per week; 40, Receptions USC Univ New York, NY 09999, Mr.
Change, (212) 222-3434,
Served as principal Civilian Personnel Office functional expert/contact and
provides the full range of position management, position classification, and
staffing services in assigned organizational clements to all levels of line
‘management and employees.
= EDUCATION; &
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