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Step 1

Validate Need

1 Day

Step 2

Prepare recruitment 

package

1 Day

Step 3

Forward approved recruitment 

package to HR staffing advisor 

or personnel security specialist 

for review 

1 Day

Step 14 

Review certificate and 

conduct interviews

21 Days

Step 7

Review and approve JOA

1 Day
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Step 15A

Selection made

Step 19

Extend final job 

offer and establish 

entry on duty 

(EOD) date

3 Days

Step 9

JOA Opens and 

applications 

received

14 Days

Step 10

JOA closes and 

notify applicant of 

receipt

1 Day

Step 11

Conduct eligibility 

and send initial 

eligibility notice

14 Days

Step 17a

Extend tentative 

job offer

2 Days

Step 5

 Confirm Job analysis 

and assessment 

strategy

3 Days

Step 18 

Initiate background 

security 

investigation

14 Days

Step 12a

Issue certificate

1 Day

Step 6

Prepare job 

opportunity 

announcement (JOA)

5 Days

Step 4

Security 

Determination

1 Day

EOD
21 Days after 

final job offer 

extended

If results of initial 

security investigation 

determine clearance 

not achieved HCCS 

rescinds offer

Step 8

Review and approve JOA

1 Day

Step 13

Receive certificate 

and forward to hiring 

official 

1 Day

Step 16

Selectee identified 

and forward certificate 

to HR staffing advisor 

1 Day

Step 17b

Notify applicant of 

final status

1 Day

* Points of contact with applicant

*

*
*

Hiring Official

Executive Officer

Personnel Security

Human Capital and Client Services

Step 12b

Notify Applicant 

of referral

1 Day

*
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