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Recruitment Incentives and Flexibilities

	Introduction
	Most Army installations have some positions under recruitment.  Often positions, which take the longest time to fill, have unique qualifications requirements or unusual working conditions.  Recruiting for these positions may be difficult because candidates are scarce or are offered higher salaries or better working conditions by other employers.

OPM has authorized recruitment incentives and flexibilities to assist managers and personnelist in recruiting for federal positions, particularly hard to fill positions.  The CPAC advisor should provide information to selecting officials about these incentives and flexibilities and recommend ones which may help to attract high quality candidates.
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	CFR Chapters:

300 – Use of Private Sector Temporaries and Use of Commercial

Recruiting Firms

340 – Other than Full Time Employment

530 – Special Salary Rates

531 – Superior Qualifications Appointments

537 – Repayment of Student Loans
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575 – Recruitment and Relocation Bonuses, Retention Allowances

AR 690-300, Chapter 332 – (Paid Advertising and Employment Services)

Joint Travel Regulation, Vol II, Chapters 6 and 15




	Recruitment Incentives
	The following recruitment incentives are available to help to managers attract and select high quality candidates:




	Incentive
	Description

	Special Salary Rates
	Rates of pay above the minimum rate which are authorized by OPM to assist in the recruitment and retention of employees in hard to fill positions.  Special salary rates may be world-wide, e.g., engineer, medical officer or local due to recruiting difficulties in a specific geographic area, e.g., Washington D.C. or New York.

	Superior Qualifications Appointment
	Appointment made at a rate of pay above the first step based on the superior qualifications of the candidate or the special need of the agency for the candidate’s services. (see CFR 531.203 (b))

	Travel and Transportation for Interviews and to First Duty Station
	Managers may authorize payment of travel expenses for applicants to travel to be interviewed for positions.  Some expenses for employees relocating to first duty station may also be authorized.  (see JTR, Vol II)

	Recruitment Bonus
	Lump sum payment of up to 25% of basic pay to newly appointed employees.  Requires documentation of recruitment difficulties in filling position.  Requires employee sign an agreement to complete a specified period of service within the agency.  Must be approved at a level above the manager who offered the bonus.

(see CFR 575, Subpart A)


	Incentive
	Description

	Relocation Bonus
	Lump sum payment of up to 25% of basic pay to an employee who must relocate to accept a position in a different commuting area. Requires documentation of recruiting difficulties.  Requires employee sign an agreement to complete a specified period of service in the agency.  Must be approved at a level above the manager who offered the bonus.

(see CFR 575, Subpart B)

	Retention Allowance
	Bi-weekly payments of up to 25% of basic pay to a current employee with unusually high or unique qualifications.  Requires documentation that the employee’s services are essential for the agency and that the employee would be likely to leave the agency were the retention allowance not paid.  May be continued as long as conditions described above exist; should be reviewed at least annually.  Must be approved at a level above manager who offered retention allowance.

(see CFR 575, Subpart C)

	Relocation Services

Repayment of Student Loans Plan

	May be offered an as incentive for current employees to relocate for positions outside the commuting area.  Includes provision for guaranteed home sale in addition to normally authorized PCS expenses.

(see JTR, Vol II, Chapter 15)

Allows use of student loan repayment as a recruitment or retention tool. The maximum payment allowable in one-year is $6,000.00 with a total of $40, 000 for a lifetime. See Title 5, United States Code, §5379 and the Code of Federal Regulations, Part 537.


	Recruitment Flexibilities
	The following flexibilities are available to assist managers and personnelists in recruiting high quality candidates:

Paid Advertising – May advertise for hard to fill jobs in newspapers, professional journals and other publications or media.  Authority to approve delegated to installation and activity commanders; may be redelegated.  Funded by installation/activity.

Use of commercial recruiting firms and non-profit employment services – May be used in recruiting for hard to fill positions.  (CFR 300.401)

Use of private sector temporary employment services – May be used to provide brief or intermittent services under one of the following conditions:

--Employee absent for a personal reason, e.g., emergency, accident, illness, family responsibility, jury duty, etc. but not to cover periods of annual leave OR

--Temporary increase in workload which cannot be delayed.

Other than full time employment – Part time employment and/or job sharing may be a way to attract candidates who do not want to work full time.

Modification of qualifications – Employees or applicants who do not meet minimum qualifications for a position but who possess knowledge, skills and abilities related to the position may be placed using authority to modify qualifications.  May only be used for reassignments or changes to lower grade.  May not be used if position has a positive education requirement which the candidate does not meet.




	Tips for Recruiters
	Managers usually make the best recruiters as they are most knowledgeable about the jobs they are filling and are aware of the best sources of candidates for their positions.  CPAC advisors can assist by accompanying managers on recruiting trips and/or by providing advice on effective recruiting techniques.  The following are suggestions for recruiters:

Develop interviewing skills—observe behavior and listen.

Use subject matter experts as recruiters; supplement recruiting team with HR specialists who can provide information on appointment requirements, salary and benefits.

If recruiting on a college campus, work through the placement office.

Pre-schedule interviews through the placement office.

Wear a name badge while interviewing.

Provide written information to applicants, e.g., job descriptions, pay and benefit information, mission information.

Provide assistance in completing forms and explain submission requirements, e.g., to OPM or DEU.

Project a professional image.

Use current employees to recruit from alma mater.

Pamphlets, brochures, posters and displays are helpful for campus or job fair recruiting.

Join forces with other federal agencies.

Provide feedback to applicants, agency and/or school.

Maintain contacts/relationships with recruiting sources.
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