
5 days

11. Screen 
Applicants 

for Minimum 
Qualifications/

Selective Factors

HR

5 days

12. Rate Qualified 
Applicants

HR

5 days

13. Apply Veterans’ 
Preference/Rank 

Qualified Candidates/
Deliver Certificate(s)

HR

5 days

16. Check
References

HR

5 days

14. Review 
Applications

Selecting Official

15 days

15. Schedule and 
Conduct 
Interviews

Selecting Official

2 days

17.  Make 
Selection(s) 
and Return 
Certificate(s)

Selecting Official

3 days

1. Request
Approval to Fill 

Vacancy

Selecting Official

2 days

3. Review Position
Description for 
Alignment with 
Organizational

Mission and Job
Requirements

Selecting Official/HR

9. Conduct 
Appropriate
Recruitment 

Activities

HR/
Selecting Official

Closing Date

10.  Close 
Vacancy

Announcement

HR

2 days

2. Review 
Workforce

Analysis and
Understand
Skill Gaps

Selecting Official/HR

2 days

8. Post Vacancy
Announcement

HR

Notify 
Applicants

Notify 
ApplicantsNotify 

Applicants

Notify 
Applicants

Notify 
Applicants

Notify 
ApplicantsNotify 

Applicants

Notify 
Applicants

3 days

18. Extend Job
Offer(s)

HR

Notify 
Applicants

Notify 
Applicants

19. Conduct
Background

Check

HR

No
Stop

Notify 
Applicants

Notify 
Applicants

Hiring Process Model

1. Steps 11 through 17 represent OPM’s 45-Day Model

Vacancy
Identified

• Vacancy
• Retirement
• Workforce

Analysis

4 days
_____________

Approval 
Received?

Is the
Position

Classified?

No
Classify

No 
Qualified

Applicants

Employee
On-Board

5 days

5. Create Candidate
Assessment Tool
• Crediting Plan

•Structure Interview
•Written Test

Selecting Official/HR

1 day

6. Choose 
Ranking Method:

•Rule of Three
•Category Ranking

Selecting Official/HR

2 days

7. Draft and
Approve
Vacancy

Announcement

HR/Selecting Official

6 days

4. Conduct Job 
Analysis

• Identify KSAs/
Competencies

Selecting Official/
HR


