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Resume Management Functional Requirements

RM 1
The system shall import position descriptions and create vacancy announcements





RM 1.1
The system shall import a position description (statement or document) from an external system. 



RM 1.2
The system shall assist the user in constructing vacancy announcements that incorporate position descriptive information, qualifications information and instructions to applicants.



RM 1.3 
The system shall maintain a sortable, searcheable and retrievable database of vacancy announcements by fiscal year, open dates, title/series/grade, and organization code.   

RM 2
The system shall have the capability to link electronically to OPM’s USAJOBS in order to post vacancy announcements and receive resumes electronically. 





RM 2.1
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.



RM 2.2
The system shall have the capability to upload vacancy announcements to OPM's USAJOBS.  




  (Delete Requirement, based on Tom Weber’s Recommendation)

RM 3
The system shall receive resumes in multiple formats from internal and external candidates.




 
 
 (Note: Faxed resumes do not scan well, team decided not to accept faxed resumes)



RM 3.2
The system shall be able to process a résumé in email format.



 
 (Note: Attachments create virus concerns – team decided not to accept any attachments)



 
 (Note: Same as RM 3.3)



RM 3.5
The system shall be able to scan and process résumés received on paper.



RM 3.6
The system shall support the application of a single résumé entry to multiple vacancy announcements.



RM 3.7
The system shall provide for the ability to replace an existing résumé on or before the closing date.



RM 3.8
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.  

RM 4
The system shall extract and store key information about applicants and their experience, skills and competencies





RM 4.1
The system shall provide the capability to manually override system generated output created during the résumé scanning process.



RM 4.2
The system shall be able to link qualified résumés with Form DD-214, RIF notice, CTAP/ICTAP letter and/or Notification of Personnel Action from previous federal employment.  



 
 (Note: System can provide this functionality; however, currently out of scope of project) 



RM 4.4
The system shall identify and reject duplicate résumés.



RM 4.5
The system shall be able to maintain résumés in an inactive status.



RM 4.6
The system shall support purge of résumés based on user selected parameters.

RM 5
The system shall enable automated identification of best qualified candidates for referral to hiring managers.





RM 5.1
The system shall support multi-tiered evaluation criteria to subset résumés first by vacancy announcement number, then by submitter's qualifications.



RM 5.2
The system shall provide users with résumé selection/prioritization criteria based on AI interpretation of vacancy announcement qualification specifications.



RM 5.3
The system shall allow the user to accept, modify, or replace system generated résumé selection/prioritization criteria.



RM 5.4
The system shall allow the user to save résumé selection/prioritization criteria to be used with respect to other similar vacancy announcements.



RM 5.5
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).



RM 5.6
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).



RM 5.7
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).



RM 5.8
 The system shall be able to maintain historical files documenting the recruitment and staffing process.



RM 5.9


The system shall determine candidate certification order and produce certificates of eligibles through the application of proper veterans preference rules and tie-breaking methods.  

RM 6
The system shall collect and store and make available for analysis data needed to determine staff competencies in the current workforce.





RM 6.1
The system shall have the capability to read and screen résumés of all current employees and produce a dataset of the skills and competencies possessed within the workforce



RM 6.2
The system shall  provide a Web-based, self-service means for employees to maintain résumé information.

RM 7
The system shall enable electronic workflow between human resources staff and serviced organizations





 
 (Note:  Out of scope of project)



RM 7.2
The system shall be able to transmit qualified résumés to the hiring manager via NASA email or the internet.



RM 7.3
The system shall enable managers to receive, send, and act upon referral lists and résumés.



 
 (Note: NASA does not provide for electronic signature.  At this time official selections will be returned manually)



RM 7.5
Hiring managers shall be able to access the system and retrieve qualified résumés.



RM 7.6
The system shall provide flexibility in defining internal operational procedures and in supporting agency requirements.

RM 8
The system shall provide notifications and status information to applicants and hiring managers





RM 8.1
The system shall have the capability to automatically reply with electronic notifications to applicants who supply email addresses.



RM 8.2
The system shall have the capability to automatically generate paper notifications to applicants upon receipt of résumés.



 
 (Note:  Out of scope of the project.  Team prefers this functionality not available at this time.)



 
 (Note:  System will provide notification of receipt and final disposition; but other status is out of scope of project)



RM 8.5
The system shall  enable users to generate disposition notifications to selected and non-selected applicants. 



RM 8.6
The system shall be able to generate a customized job offer letter to be sent to the candidate with data and conditions of employment.



RM 8.7
The system shall provide letter templates that are tailored to    specifics of a job offer (e.g., superior qualifications, set-pay, recruitment or relocation bonuses, outside hire move benefits, benefits, reassignment, other entitlements)



RM 8.8
The system shall be able to automatically generate a customizable notification to non-selected candidates.



RM 8.9
The system shall be able to generate final notification to be sent to a prospective employee based on the outcome of preliminary activities.



 
 (Note: The system does not provide this; however this functionality is being developed as feature of NASA’s Smart site.)

RM 9
The system shall validate user input





RM 9.1
The system shall be able to provide capability to customize data input, processing rules, and edit criteria. 



RM 9.2
The system shall provide real time notification to users of incorrect or missing data.



RM 9.3
The system shall allow and control access based on the roles and security requirements for anticipated system users.

RM 10
The system shall provide ad hoc reporting





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



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

RM 11
The system shall be federalized





RM 11.1
The system shall comply with statutory and regulatory requirements (5 CFR Parts 2, 4, 7, 211 thru 250, and 300 thru 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)



RM 11.2
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 software packages shall have a proven track record of use by other government agencies who also follow 5 CFR and 5 U.S.C.

Position Description Management Functional Requirements

PDM 1
The system shall automate the preparation of position descriptions. 



PDM 1.1
The system shall provide the capability to accept NASA unique text in generating position descriptions, evaluation statements, vacancy announcements, crediting plans, interview guides, performance plans and individual development plans.



PDM 1.2
The system shall allow the manager to generate classification related documentation based on the following combinations of target information: OPM title and grade/level, OPM series and grade/level, NASA classification and grade/level.



PDM 1.3
The system shall provide on-line instructions for position description generation.

PDM 2
The system shall automate the classification of position descriptions. 



PDM 2.1
The system shall be able to classify positions according to OPM Position Classification Standards, 5 CFR and 5 USC.



PDM 2.2
The system shall provide the capability to manually override system-generated output created during the automatic position classification process. 



PDM 2.3
The system shall provide capability to designate a position as Exempt or Non-Exempt according to the Fair Labor Standards Act (FLSA).



PDM 2.4
The system shall allow for the identification of a position's sensitivity level designation (e.g., Non-Sensitive, Critical Sensitive, Non-Critical Sensitive, and Special Sensitive).



PDM 2.5
The system shall allow for the designation of the following additional position information: Unique Position Number, Reason for Position Description, Name and Location of Employing NASA Activity, Duty Location, and Workflow approvals.



PDM 2.6
The system shall have a decision support capability to assign pay plan per OPM classification standards.



PDM 2.7
The system shall allow users to identify ("flag") those positions outside normal classification parameters.



PDM 2.8
The system shall determine a position's full performance level based on the relevant classification standards, subject to change and approval of the system-authorized classifier.



PDM 2.9
The system shall provide the capability to determine position title by reference to the OPM Series and Title with the schema in NHB 3510.X, NASA Position Classification Handbook.

PDM 3
The system shall generate associated documents for described positions.



PDM 3.1
Using position-based requirements, the system shall provide expert or decision support capabilities to generate documentation needed to complete the recruitment process.  This includes preparation of vacancy announcements that contain specific selection criteria (e.g., knowledge, skills and abilities (KSAs) and competencies, and conditions of employment).  (Note: Give sample of vacancy announcement)



PDM 3.2
The system shall provide the capability to create interview guides/customized survey questions in support of the interview process.



PDM 3.3
The system shall eliminate duplicate data entry by electronically extracting required performance criteria (embedded in position descriptions) to generate individual performance appraisal plans.

PDM 4
The system shall store position information.



PDM 4.1
The system shall maintain a searchable library of finalized position descriptions and the following supporting/related documentation: Evaluation Statements, Statements of Difference, Vacancy Announcements, Crediting Plans and Interview Guides.



PDM 4.2
The system shall provide the capability to retrieve pertinent information in response to classification appeals (Organizational Charts, Position Descriptions, and Evaluation Statements.)



PDM 4.3
The system shall identify the following positions outside normal classification parameters: assignments above full performance level, mixed positions, average grade, and positions with data inconsistent with like positions.



PDM 4.4
The system shall support full search of position requirements.



PDM 4.5
The system shall provide management the ability to annotate the following information about a position's unique requirements: mobilization responsibilities, drug testing requirements, position sensitivity, financial disclosure obligation, position-based skill and competency requirements. 



PDM 4.6
The system shall provide the capability to search on the following unique requirements: mobilization responsibilities, drug testing requirements, position sensitivity, financial disclosure obligation, position-based skill and competency requirements.  The systems should be flexible to create new searches to accommodate position-based requirements that emerge and change over time.



PDM 4.7
The system shall provide the capability to create, alter, re-describe, and abolish position descriptions.



PDM 4.8
The system shall provide the capability to enter a "Statement of Difference" to a position description.



PDM 4.9
The system shall document regulatory determinations that are derived from the OPM Position Classification Standards, the Fair Labor Standards Act (FLSA), 5 CFR and 5 USC.



PDM 4.10
The system shall incorporate NASA's Aero-Space Technologist (AST) classifications, and data fields.



PDM 4.11
The system shall access position descriptions using NASA Class Codes. (This requirement was added 9-1-2000 by Steering Committee)

PDM 5
The system shall validate user input.



PDM 5.1
The system shall notify users of incorrect or missing data upon system receipt of data.

PDM 6
The system shall provide ad hoc reporting.



PDM 6.1
The system shall be able to provide the capability to allow users to customize output for reporting.

PDM 7
The system shall be federalized.



PDM 7.1
The system shall comply with statutory and regulatory requirements when processing transactions and providing decision support capabilities for position management and classification activities.  



PDM 7.2
The system shall support configurable user classes.



PDM 7.3
The system shall support the use of digital signatures to certify approvals.



PDM 7.4
The system shall provide capability to define internal operational procedures and in agency requirements defined in NHB 3510.X, NASA Position Classification Handbook.

RM & PDM Requirements Summary
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