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FIRES Program Office

Standard Operating Procedure

Requesting Recruitment Action/Announcement
The FIRES Program Office (FPO) will publish temporary seasonal fire vacancy announcements for the participating offices in the Bureau of Land Management (BLM), US Fish & Wildlife Service (USFWS), and the National Park Service (NPS).

All requests for recruitment action/announcements will be submitted and honored only through the Servicing Personnel Office (SPO).
· Annually in the fall, the FPO will query all participating Bureaus regarding the projected hiring needs for the upcoming field season for fire and fire support positions.  
· All announcements will be agency specific.

· For announcements using the DOI Standard Positions Descriptions for Range or Forestry Aid or Technicians (Fire), GS-0455/0462 grade levels 2 through 5 – the following will apply to the extent possible:

· By state or combination of states
· No more than 30 locations on any one announcement
· Applicants will only be able to select up to a maximum of 7 locations to be considered for on each announcement
· All other positions will be announced in a manner determined to be appropriate by the FPO after receipt of projected hiring needs.  

· Additional positions can include, but are not limited to:  Smoke Jumpers, Hot Shots, Dispatchers, Logistic Dispatchers
· The FPO will develop announcements and forward to the Human Resource contacts, and to the selecting official if appropriate, for review and comment.  

· Annually the FIRES Users Group will review the previous season’s recruitment/announcements and make changes as determined necessary for the next recruitment period.

For the announcement of positions outside of the above scope:

Requests must be submitted via the on-line request process.

1. Go to www.firejobs.doi.gov
2. Select the ‘HR/Selecting Officials’ link, then select the ‘continue’ button

3. Select the ‘Announcement/Certificate Request Form’ option

4. Complete the information and select the “Mail Your Request” button

5. The FPO will reply, with history, to the requestor and SPO confirming receipt of request and provide a timeframe of when the vacancy announcement is ready for review
After receipt of the recruitment request, the (FPO) will:

· Communicate directly with the requesting SPO
· Develop the vacancy announcement
· Forward preview information to the SPO
· Post vacancy announcement

· Verify vacancy announcement posted properly and print the vacancy announcement from USAJOBS for inclusion in the recruitment file

· Notify SPO of successful posting of announcement

Re-announcement Requests:  

Supplemental announcements may be issued for identical positions and locations that have already been announced when one of the following criteria has been met:
a. Certificate from original announcement has been returned and a minimum of 30 days has elapsed from the date of return or date of expiration of certificate, or;
b. Certificate from original announcement has reached the maximum 120 days, or;
c. Certificate from original announcement has 2 or less qualified candidates available and all veterans have been cleared.  (If 3 or more qualified candidates are on the list, documentation regarding the reason for non-selection/consideration of the remaining candidates must have been provided) (examples:. Declined, Did not select Engine Crew, Unable to contact, etc.)
For requests outside of the above scope and extenuating circumstances, contact the FPO.

Note:  Current opened certificates will be closed and no further selections will be allowed once a re-announcement request has been accepted by the FPO.
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