
 
Power Recruiting 
The purpose of this job aid is to provide detailed instructions on how to initiate a recruitment action to start the process of 
posting a vacancy announcement. 

 

Action Screen Image 

1. On the Manager home page, select the Vacant 
Positions link in the Positions section. 

 

The Vacant Positions page displays. 
 
2. Select the vacant position for which you want to initiate 

the recruitment action. 

 

The Recruit – Verify Position page displays. 
 
3. Verify that this is the correct position. 
4. Select the To Power Recruiting button. 
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Action Screen Image 

Power Recruiting Page 1 displays. 
 
5. Verify that the position information is correct. 
6. Note the Request # and refer to it when making inquiries 

regarding this recruit request. 
7. Select the Advertising Area in which to post the 

recruitment.  Only one can be selected, but explain in 
comments (page 9) if any others are to be used. 

8. Complete the rest of page 1 as appropriate for your 
vacancy.  If additional details or explanations are needed, 
enter them in the comments on page 9. 

9. Select the Next button to proceed or the Cancel button to 
cancel the action. 

 

Power Recruiting Page 2 displays. 
 
The occupational series defaults to that of the position you 
selected in Step 2. 
 
10. Add or deleted additional series as needed using the Add 

and Delete buttons. 
11. Select the Next button to proceed or the Cancel button to 

cancel the action.  Select the Previous button to return to 
page 1. 

 

Page Numbers 
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Action Screen Image 

Power Recruiting Page 3 displays. 
 
12. Select the grade(s) at which you wish to recruit (GS 00 

through GS 15). 
 The default is the grade of the selected position.  

Deselect if recruiting at a lower grade. 
13. Choose the full performance grade level. 
14. Select the Next button to proceed or the Cancel button to 

cancel the action.  Select the Previous button to return to 
page 2. 

 

Power Recruiting Page 4 displays. 
 
15. Enter specific advertising sources you want HR to use.  

Otherwise, leave it blank, and HR will follow standard 
procedures. 

16. Select the Next button to proceed or the Cancel button to 
cancel the action.  Select the Previous button to return to 
page 3. 

 

Power Recruiting Page 5 displays. 
 
17. Select the state where the employee(s) will be located. 
18. Use the Lookup tool to select the city. 

 HR Connect populates the city and location 
description based on your search selection. 

19. Enter the number of openings to be filled (defaults to 1). 
 
The Selecting Official defaults to the position number and 
name of the requesting manager. 
 
20. Add or delete locations using the Add or Delete button. 
21. Select the NEXT button to proceed or the CANCEL 

button to cancel the action.  Select the PREVIOUS button 
to return to page 4. 
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Action Screen Image 

Power Recruiting Page 6 displays. 
 
22. Enter specific text you want HR to use in the vacancy 

announcement.  Otherwise, leave it blank and HR will 
follow standard procedures. 

23. Select the Next button to proceed or the Cancel button to 
cancel the action.  Select the Previous button to return to 
page 5. 

 

Power Recruiting Page 7 displays. 
 
24. If your agency uses competencies, a list is shown from 

which to choose competencies to be used in this 
recruitment action. 

25. Select the Next button to proceed or the Cancel button to 
cancel the action.  Select the Previous button to return to 
page 6. 

 

Power Recruiting Page 8 displays. 
 
26. Enter specialized experience or skills the applicant will be 

required to possess. 
 
Name Requests:  If “Open to Everyone” is marked as the 
Advertising Area on page 1, you may request someone for 
the job (not an option otherwise).  In the case of a tie, if one of 
the tied applicants is on a name request, then that person 
beats the other applicant. 
 
27. To notify others of this request, enter their email 

addresses here, separating each with a comma. 
28. Select the Next button to proceed or the Cancel button to 

cancel the action.  Select the Previous button to return to 
page 7. 
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Action Screen Image 

Power Recruiting Page 9 displays. 
 
29. Choose Yes after the question “Would you like your 

Power Recruiting request sent to your Report Output 
page of HR Connect?” to create a report of the request 
which you can later view or print. 

30. Enter additional instructions or details in Comments. 
31. If you have a workflow profile, the authorizer information 

automatically populates.  If not, use Lookup to select a 
first authorizer for this request. 

NOTE: Proxies must change or enter the first authorizer to 
route to the manager for whom they are acting. 

32. Verify that the First Authorizer is selected. 
 You may send directly to HR if you have the authority 

to do so. 
33. Select the Submit button to send the action. 
 
The recruit request is complete. 
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