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Code 405, NTRO Project Manager

Req ID
 Title
Description
Level 5 Requirements

RM 1.1
The system shall import position descriptions and create vacancy announcements.
The system shall import a position description (statement or document) from an external system. 
1.1.1 The user opens the position description electronic file, and uses the copy function to select relevant information.

1.1.2 The user pastes the Position Description (PD) informationinto the Staffing and Recruiting System(STARS).

RM 1.2
The system shall import position descriptions and create vacancy announcements.
The system shall assist the user in constructing vacancy announcements that incorporate position description information, qualification information, and instructions to applicants.
1.2.1 The user opens the vacancy announcement builder and completes vacancy announcement header information such as organization, title, series, grade, and location.

1.2.2 The user types, or copies and pastes, PD information from word processing document into job description field.

1.2.3 The user types, or copies and pastes, qualifications information from word processing document into qualifications field.

1.2.4 The user selects instructions to applicants from a menu of common remarks.

1.2.5 The user types additional information into a text field.

1.2.6 The user saves the vacancy announcement in the announcement database.



RM 1.3
The system shall import position descriptions and create vacancy announcements.
The system shall maintain a sortable, searchable and retrievable database of vacancy announcements by fiscal year, open dates, title/series/grade, and organization code. 
1.3.1 The user opens vacancy announcement builder and searches for and retrieves announcements by fiscal year.

1.3.2 The user opens vacancy announcement builder and searches for and retrieves announcements by open dates.

1.3.3 The user opens vacancy announcement builder and searches for and retrieves announcements by title, series and/or grade.

1.3.4 The user opens vacancy announcement builder and searches for, and retrieves announcements by organization code.

RM 2.1
The system shall have the capability to link electronically to OPM’s USAJobs in order to post vacancy announcements and receive resumes electronically
The system shall be able to convert the vacancy announcement into RTF, ASCII, and HTML format and transmit the vacancy announcement to web sites, NASA and government bulletin boards, academic institutions, and publications.
2.1.1 Complete RM1.2.

2.1.2 The user converts a vacancy announcement in RTF, ASCII, and HTML formats and transmits to one or more niche web sites.

2.1.3 The user converts a vacancy announcement into RTF, ASCII, and HTML formats and transmits to NASAJobs.



RM 2.2
The system shall have the capability to link electronically to OPM’s USAJobs in order to post vacancy announcements and receive resumes electronically
The system shall have the capability to upload vacancy announcements to OPM's USAJOBS.  
2.2.1 Complete RM1.2.

2.2.2 The user transmits the vacancy announcement to USAJobs.

2.2.3 The user receives confirmation from USAJobs.



RM 3.2
The system shall receive resumes in multiple formats from internal and external candidates
The system shall be able to process a résumé in email format.
10.2.1. 

3.2.1 The Resume Operations Center (ROC) operator retrieves an e-mailed resume from the e-mail account.

3.2.2 The system extracts resume information from the e-mail text file.

3.2.3 The ROC operator processes into the database.

RM 3.5
The system shall receive resumes in multiple formats from internal and external candidates
The system shall be able to scan and process résumés received on paper.
10. 
10. 
10. 
3.5.1 The ROC operator scans a paper resume.

3.5.2 The system converts the paper resume to an image.

3.5.3 The system converts the image to a text file.

3.5.4 The system extracts resume information from the text file.

3.5.5 The ROC operator processes the resume into the database.

RM 3.6
The system shall receive resumes in multiple formats from internal and external candidates
The system shall support the application of a single résumé entry to multiple vacancy announcements.
3.6.1 The system administrator creates a custom field in the database that will support multiple application entries for each resume record.


3.6.2 The applicant submits a resume.

3.6.3 The applicant submits an application for a vacancy announcement.

3.6.4 The ROC enters the vacancy announcement number into a custom field in the applicant record.

3.6.5 The applicant submits an application for another vacancy announcement.

3.6.6 The ROC enters the additional vacancy announcement number in a custom field in the applicant record.

3.6.7 The user is able to search for applicants using either announcement number. 

RM 3.7
The system shall receive resumes in multiple formats from internal and external candidates
The system shall provide for the ability to replace an existing résumé on or before the closing date.
3.7.1 The applicant submits a duplicate resume.

3.7.2 The ROC processes the resume.

3.7.3 The system automatically recognizes a possible duplicate resume.

3.7.4 The ROC operator reviews the system list of duplicate resumes.

3.7.5 If the resume is a duplicate, the operator replaces the resume.

RM 3.8
The system shall receive resumes in multiple formats from internal and external candidates
The system shall provide a simplified resume entry format that starts with basic Federal system questions (veterans preference, ICTAP, competitive status, highest grade and type of appointment while in that highest grade), followed by space to paste in resume in a one step operation. 
3.8.1 The applicant accesses the NASA resume builder on-line.

3.8.2 The applicant obtains an ID and a password.

3.8.3 The applicant chooses the option to paste in an existing resume. 

3.8.4 The applicant pastes an existing resume into the resume builder.

3.8.5 The applicant completes supplemental information fields in the resume builder (veteran preference, ICTAP, etc.)

3.8.6 The applicant submits the resume.

3.8.7 The ROC receives the resume.

3.8.8 The ROC processes the resume into the database.



RM 4.1
The system shall extract and store key information about applicants and their experience, skills and competencies
The system shall provide the capability to manually override system-generated output created during the résumé scanning process.
4.1.1 The ROC operator views the applicant record in the system.

4.1.2 The ROC operator corrects erroneously extracted or incomplete information in the applicant record.

4.1.3 The ROC operator saves the corrected resume record.

RM 4.2
The system shall extract and store key information about applicants and their experience, skills and competencies
The system shall be able to link qualified résumés with DD214, RIF notice, CTAP/ICTAP letter, and/or Notification of Personnel Action from previous federal employment.  
4.2.1 The ROC receives supplemental documentation on an applicant.

4.2.2 The ROC operator opens the applicant record and scans the documentation into the employee record to create images.

4.2.3 The user views the document images on-line.

RM 4.4
The system shall extract and store key information about applicants and their experience, skills and competencies
The system shall identify and reject duplicate résumés.
See item RM3.7 for process to handle duplicate resumes.  NASA business process is to merge duplicate resumes, not to reject them.

RM 4.5
The system shall extract and store key information about applicants and their experience, skills and competencies
The system shall be able to maintain résumés in an inactive status.
4.5.1 The user opens the applicant record and makes the resume unavailable.

4.5.2 The user searches for available resumes and the unavailable resume does not appear in the list of matches.

RM 4.6
The system shall extract and store key information about applicants and their experience, skills and competencies
The system shall support purge of résumés based on user-selected parameters.
4.6.1 The system administrator identifies parameters for purging resumes.

4.6.2 The system automatically purges from resume database.

4.6.3 The resume is retained in archives.

RM 5.1
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall support multi-tiered evaluation criteria to subset résumés first by vacancy announcement number, then by submitter's qualifications.
5.1.1 The system administrator creates a custom field for vacancy announcement number.

5.1.2 When the ROC receives the resume, the operator opens up the applicant record and puts the vacancy announcement number in a custom field.

5.1.3 The user creates a resume search for the vacant position with the vacancy announcement number in a custom field.

5.1.4 The user runs the search for resumes to identify all applicants.

5.1.5 The system sorts the applicants by how closely each record matches the skills in the search.

5.1.6 The user views the applicant qualifications on-screen and makes referral decisions.

.

RM 5.2
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall provide users with résumé selection/prioritization criteria based on AI interpretation of vacancy announcement qualification specifications.
5.2.1 The user creates a requisition in the with position and qualification information.

5.2.2 The user creates a resume search for the requisition.

5.2.3 The user initiates a search in the database for matching qualification information.

5.2.4 The system automatically produces a list of resumes that match the qualification information.

RM 5.3
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall allow the user to accept, modify, or replace system generated résumé selection/prioritization criteria.
5.3.1 The user reviews the list of matching qualification information extracted from the system against the job requirements.

5.3.2 The user adds and deletes qualification information from the resume search.

5.3.3 The user saves the resume search.

RM 5.4
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall allow the user to save résumé selection/prioritization criteria to be used with respect to other similar vacancy announcements.
5.4.1 The user reviews the resume search plan and coordinates with the hiring manager.

5.4.2 The user saves the resume search and requisition.

5.4.3 A manager requests that the HR office recruit for a similar position.

5.4.4 The user searches for a similar requisition.

5.4.5 The user reviews the requisition and search plan against the new position requirements.

5.4.6 The user saves the requisition and search under a new name and uses for a new action.

RM 5.5
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall have the capability to read and screen résumés and apply key words and phrases to identify the best-qualified applicants (taking into account all applicable regulatory requirements, incl. ICTAP/CTAP, veteran preferences, job criteria, education, selective factors, specialized experience).
5.5.1 The system administrator creates custom fields for regulatory requirements.

5.5.2 The resume builder asks the applicant to complete supplemental information.

5.5.3 The resume builder automatically populates the custom fields in the database.

5.5.4 The ROC operator manually inputs information from paper resumes into the custom fields.

5.5.5 The user creates a resume search that includes the vacancy announcement number and a list of skill requirements.

5.5.6 The user runs the resume search and the system produces a list of applicants ranked in order of number of skills possessed.

5.5.7 The user tracks the applicants to the requisition.

5.5.8 The user completes required custom fields.

5.5.9 The user runs the search again to identify applicants who meet regulatory requirements.

5.5.10 The system produces a list of candidates ranked in order of possession of skills.

5.5.11 The user reviews the ranked list for existence of an identifiable highly qualified group. 

5.5.12 The user revises the list of skills to make one or more required.

5.5.13 The user re-runs the list until a highly qualified group is identified.

RM 5.6
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall have the capability to read and screen résumés and apply key words and phrases to identify minimum qualifications (taking into account all applicable regulatory requirements, incl. ICTAP/CTAP, veteran preferences, job criteria).
5.6.1 The system administrator creates custom fields for regulatory requirements.

5.6.2 The resume builder asks the applicant to complete supplemental information.

5.6.3 The resume builder automatically populates the custom fields in the database.

5.6.4 The ROC operator manually inputs information from paper resumes into the custom fields.

5.6.5 The user creates a resume search that includes the vacancy announcement number and a list of skill requirements.

5.6.6 The user runs the resume search and the system produces a list of applicants ranked in order of number of skills possessed.

5.6.7 The user tracks the applicants to the requisition.

5.6.8 The user completes required custom fields.

5.6.9 The user runs the search again to identify applicants who meet regulatory requirements.

5.6.10 The system produces a list of candidates who meet the regulatory requirements ranked in order of possession of skills.

5.6.11 The user reviews the ranked list to identify minimally qualified applicants.



RM 5.7
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall have the capability to read and screen résumés and apply key words and phrases to identify priority considerations through user defined criteria (taking into account all applicable regulatory requirements, incl. ICTAP/CTAP, veteran preferences, job criteria).
Same as item 5.5 except that the user is identifying priority consideration applicants.

RM 5.8
The system shall enable automated identification of best qualified candidates for referral to hiring managers
 The system shall be able to maintain historical files documenting the recruitment and staffing process.
5.8.1 The user creates a referral list.

5.8.2 The system notifies the manager by e-mail that a list is ready for viewing.

5.8.3 The user saves the referral list, associated resumes, requisition, resume search, vacancy announcement, position description number, proof of USAJobs posting, as of the date the user notifies the manager.

5.8.4 The manager takes action on the referral list and notifies the user.

5.8.5 The user annotates the employee records in the database and saves to the archive.

5.8.6 The user requests printable records from the archive on specific cases.

5.8.7 The user is able to reconstruct the action from information in the archive.

5.8.8 The user gets standard reports from the archive system.

5.8.9 The archive system automatically purges the archive database at set intervals. 

RM 5.9
The system shall enable automated identification of best qualified candidates for referral to hiring managers
The system shall determine candidate certification order and produce certificates of eligibles through the application of proper veteran preference rules and tie-breaking methods. 
5.9.1 The system administrator creates custom fields for veteran preference and competitive/noncompetitive status.

5.9.2 The resume builder asks the applicant to complete information on veteran preference and status.

5.9.3 The resume builder automatically populates the custom fields in the database.

5.9.4 The ROC operator manually inputs information from paper resumes into the custom fields.

5.9.5 The user creates a resume search that includes the vacancy announcement number and a list of skill requirements

5.9.6 The user runs the resume search and the system produces a list of applicants ranked in order of number of skills possessed.

5.9.7 The user tracks the applicants to the requisition.

5.9.8 The user completes required custom fields

5.9.9 The user runs the search again to identify applicants to be rated under delegated examining rules.

5.9.10 The user activates the delegated examining tool.

5.9.11 The user selects skill-weighting factors.

5.9.12 The delegated examining tool calculates numerical score groupings from weighted skills.

5.9.13 The user selects either the professional or non-professional rating schema.

5.9.14 The delegated examining tool adds the appropriate veteran preference points and reorders the list.

5.9.15 The user transmits the results of the ranking to the Federal certificate tool.

5.9.16 A certificate tool generates a ranked delegated examining list.

5.9.17 The user generates the delegated examining report.

RM 6.1
The system shall collect and store and make available for analysis data needed to determine staff competencies in the current workforce
The system shall have the capability to read and screen résumés of all current employees and produce a dataset of the skills and competencies processed within the workforce
6.1.1. The user creates a resume search based on particular skills and competencies.

6.1.2. The user runs the search against each NASA center source code.

6.1.3. The user analyzes the skills and competencies of the workforce.

RM 6.2
The system shall collect and store and make available for analysis data needed to determine staff competencies in the current workforce
The system shall provide a Web-based, self-service means for employees to maintain résumé information.
6.2.1 The employee accesses the NASA resume builder from the NASA web page.

6.2.2 The applicant obtains an ID and a password

6.2.3 The employee creates a resume by either pasting a previously created resume into the resume builder, or using the build function.

6.2.4 The employee saves the resume and exits the builder.

6.2.5 The employee accesses the NASA resume builder and enters the previously established user ID and password.

6.2.6 The employee selects the option to view a previously created resume.

6.2.7 The employee views the old resume.

6.2.8 The employee makes changes and saves the resume.

6.2.9 The employee submits the resume to the ROC.

RM 7.2
The system shall enable electronic workflow between human resources staff and serviced organizations
The system shall be able to transmit qualified résumés to the hiring manager via NASA email or the internet.

7.2.1 The user activates the Federal certificate tool.

7.2.2 The user completes required information in the Federal certificate tool.

7.2.3 The Federal certificate tool generates the referral list.

7.2.4 The Federal certificate tool automatically generates an e-mail to the hiring manager as notification that the referral list and resumes are available on-line and provides a URL.

7.2.5 The hiring manager uses his assigned user ID and password to access the resumes.

RM 7.3
The system shall enable electronic workflow between human resources staff and serviced organizations
The system shall enable managers to receive, send, and act upon referral lists and résumés.
 
7.3.1 The user activates the Federal certificate tool.

7.3.2 The user completes required information in the Federal certificate tool.

7.3.3 The Federal certificate tool automatically generates an e-mail to the hiring manager as notification that the referral list and resumes are available on-line and provides a URL.

7.3.4 The hiring manager uses his assigned user ID and password to access the referral list.

7.3.5 The manager prints the referral list.

7.3.6 The hiring manager reviews the resumes on-line, or prints out as needed.

n decisions

7.3.7 The manager e-mails decision to the HR office to begin the hiring process.

7.3.8 The manager completes the printed referral list, signs and mails to the HR office.



RM 7.5
The system shall enable electronic workflow between human resources staff and serviced organizations
Hiring managers shall be able to access the system and retrieve qualified résumés.
Same as 7.2.

RM 7.6
The system shall enable electronic workflow between human resources staff and serviced organizations
The system shall provide flexibility in defining internal operational procedures and in supporting agency requirements.
7.6.1 The project team develops operational procedures.

7.6.2 The system administrator creates custom fields to support the operational procedures.

7.6.3 The system administrator creates menus for custom fields.

RM 8.1
The system shall provide notifications and status information to applicants and hiring managers
The system shall have the capability to automatically reply with electronic notifications to applicants who supply email addresses.
8.1.1 The applicant accesses the NASA resume builder on the NASA Jobs web page.

8.1.2 The applicant completes the resume and all supplemental information

8.1.3 The applicant transmits the resume to the system.

8.1.4 The system generates an automatic e-mail notification of receipt to the applicant.

RM 8.2
The system shall provide notifications and status information to applicants and hiring managers
The system shall have the capability to automatically generate paper notifications to applicants upon receipt of résumés.
8.2.1 The system administrator creates template notifications of receipt.

8.2.2 The applicant completes a paper resume and mails to the ROC.

8.2.3 The ROC manually processes the resume into the system.

8.2.4 The system automatically generates a notification letter or mailing label.

8.2.5 The ROC mails a letter or postcard to the applicant.

RM 8.5
The system shall provide notifications and status information to applicants and hiring managers
The system shall enable users to generate disposition notifications to selected and non-selected applicants. 
8.5.1 The system administrator creates template letters for all hiring decisions.

8.5.2 The user receives a complete referral list from the manager.

8.5.3 The user manually enters hiring decision information into the system.

8.5.4 The system automatically generates letters. 

RM 8.6
The system shall provide notifications and status information to applicants and hiring managers
The system shall be able to generate a customized job offer letter to send to the candidate with data and conditions of employment.
8.6.1 The user receives a completed referral list from the manager with a selection.

8.6.2 The user chooses specific conditions of employment from job offer menus in the system.

8.6.3 The system automatically generates the customized offer letter using data from the requisition and applicant record.

RM 8.7
The system shall provide notifications and status information to applicants and hiring managers
The system shall provide letter templates that are tailored to specifics of job offer (e.g., superior qualifications, set-pay, recruitment or relocation bonuses, outside hire move benefits, benefits, reassignment, other entitlements)
Same as 8.6.  

RM 8.8
The system shall provide notifications and status information to applicants and hiring managers
The system shall be able to automatically generate a customizable notification to non-selected candidates.
Same as 8.5.

RM 8.9
The system shall provide notifications and status information to applicants and hiring managers
The system shall be able to generate final notification to send to a prospective employee based on the outcome of preliminary activities.
Same as 8.6.

RM 9.1
The system shall validate The user input
The system shall be able to provide capability to customize data input, processing rules, and edit criteria. 
9.1.1 The system administrator creates custom fields.

9.1.2 The administrator decides if menus are necessary for custom fields.

9.1.3 The administrator creates menus for custom fields.

9.1.4 The system administrator assigns attributes to custom fields to make completion required or optional.

RM 9.2
The system shall validate The user input
The system shall provide real time notification to users of incorrect or missing data.
9.2.1 The project team makes decisions on which standard and custom fields require completion.

9.2.2 The system administrator makes completion of those fields mandatory.

9.2.3 The user creates a requisition or resume search.

9.2.4 The user fails to complete a mandatory field.

9.2.5 The system notifies the user that he or she must enter data in the mandatory field in order to complete the action.

RM 9.3
The system shall validate The user input
The system shall allow and control access based on the roles and security requirements for anticipated system users.
9.3.1 The project team makes decision on user groups and privileges for the system.

9.3.2 The system administrator creates user groups and assigns privileges.

9.3.3 The system administrator creates users in the system and assigns to appropriate user group.

9.3.4 The user accesses the system.

9.3.5 Each the user is able to see appropriate information for his or her user group.

RM 10.1
The system shall provide ad hoc reporting
The system shall be able to provide the capability to allow users to customize output for reporting.

10.1.1 The project implementer builds NASA specific reports.

10.1.2 The user accesses the report tool.

10.1.3 The user creates NASA report.

RM 10.2
The system shall provide ad hoc reporting
The system shall support use of ad hoc query tools to create customized reports.

10.2.1. The user requests the report from the system administrator.

10. The system administrator opens the NASA report tool.

10. The system administrator creates an ad-hoc report.

10. The system administrator sends the report to the user.

RM 11.1
The system shall be federalized
The system shall comply with statutory and regulatory requirements (5 CFR Parts 2, 4, 7, 211 through 250, and 300 through 340; 29 CFR 1607; 5 USC Part III, Subpart A, and Subpart B) when processing transactions and providing decision support capabilities in accomplishing recruitment and staffing.  (This includes, for example, priority placement entitlement, time-in-grade restrictions, and minimum qualification criteria for processing recruitment and staffing actions, veterans preference, type of appointment, length of service, and performance data)
Same as 5.5.

RM 11.2
The system shall be federalized
The system shall be comprised of mature, "federalized" commercial-off-the-shelf (COTS) software packages that are on a GSA schedule


RM 11.3
The system shall be federalized
The software packages shall have a proven track record of use by other government agencies who also follow 5 CFR and 5 U.S.C.
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