INSTRUCTIONS FOR PREPARING YOUR

SELF-NOMINATION FORM

  SELF-NOMINATION FORM

SUBJECT:  Self-Nomination (Submit one self-nomination for each announcement.)

NAME:    As it appears on your resume
SSN:  XXXXXXXXX

HOME PHONE:  Provide area code and number

WORK PHONE:  Provide commercial and DSN numbers
RETURN EMAIL ADDRESS:  This may be your home or office email address ANNOUNCEMENT NUMBER:   Ensure announcement number is correct.

POSITION TITLE, SERIES, AND GRADE OF VACANCY:  Ensure position information corresponds to the announcement number indicated above.

LOWEST ACCEPTABLE GRADE:  GS-11 (Important when applying for trainee positions being filled at different grade levels.)

RETAINED GRADE/REPROMOTION ELIGIBLE: To be completed by those employees entitled to mandatory consideration.  If yes, retained grade level must be indicated.

EMPLOYMENT CATEGORY (See the pertinent section of the job kit for identification of employment categories):

AS APPLICABLE INDICATE AVAILABILITY FOR:  (Normally for external applicants)

PART TIME EMPLOYMENT:  (Yes/No)

INTERMITTENT EMPLOYMENT:  (Yes/No)

TEMPORARY POSITIONS:  (Yes/No)

PRIVACY ACT STATEMENT

This information is provided pursuant to Public Law 93-579 (Privacy Act of 1974), 31 Dec 1974 for individuals completing Federal records and forms that solicit personal information.  AUTHORITY: Sections 1302, 33-1, and 7201 of Title 5 U.S. Code  This information will be used to update your resume for employment purposes.  Collection of your Social Security number is authorized by Executive Order 9397.  Furnishing the 

Supplemental information (excluding optional data) is mandatory.  Failure to do so may result in non-referral.

INSTRUCTIONS FOR SUBMITTING YOUR SELF-

NOMINATION FORM

     Once your resume is on file and you have received notification from the SECPOC that your resume has been scanned successfully, you may simply self-nominate by indicating your interest in consideration for any open announcement via electronic mail to: resume@cpocser.army.mil.  The subject should be:  Self-nomination.  

     The body of the email must reflect all the information included in the sample format of this job kit (e.g., your name, social security number, telephone number(s), the Job Opportunity Announcement number, position title, series and grade of the vacancy, etc.).  Prior to transmission of the email, set the receipt acknowledgement option on your email.

     Applicants that do not have access to electronic mail may submit a hardcopy self-nomination by mail to:

                                                         SECPOC

                                                         RESUMIX Office

                                                         Building 6, Meloy Hall

                                                         Fort Benning, GA  31905

     A retained grade/repromotion eligible is an Army employee working on the installation where the vacancy is located, who is serviced by the SECPOC, and who was demoted during their current Federal employment within the Department of the Defense.  The demotion may not have been due to personal cause or at the request of the employee.  Individuals that meet this criteria are entitled to special consideration for placement to a grade no higher than the grade from which demoted.  (Personal cause means misconduct or inefficiency.)  Employees receiving grade or pay retention benefits may be afforded special consideration until their entitlement for such benefits end. A retained grade/repromotion eligible may not be granted automatic special consideration for repromotion.  Employees must indicate they want consideration for retained grade/repromotion when they self-nominate for vacancies.

     The self-nomination must either be received or be postmarked by the closing date of the announcement dependent upon the local installation policy.

SAMPLES

·   EMAIL RESUME (INTERNAL APPLICANTS)
·    EMAIL RESUME (EXTERNAL APPLICANTS)
·    SELF-NOMINATION FORM
