EMPLOYMENT AND APPLICATION INFORMATION

This handout provides general employment and application information as well as providing answers to the most frequently asked questions regarding how our application system works.  Read the handout for general information and visit the various websites for more information.

Where do I find information on “how to apply” and what jobs I can apply for?

· Go to the Navy’s website found at www.donhr.navy.mil and click on “Jobs, Jobs, Jobs”.  

· Click on “Applying for Civilian Positions” for information on how to apply.

· Click on “Jobs, Jobs, Jobs” again for specific geographical areas and specific job announcements.

· Scroll to the bottom of the announcement and click on “Resume Builder” to submit your resume.

What kinds of jobs are available?

· General Schedule (white-collar) and Federal Wage System (blue-collar) jobs in a variety of occupational fields.  Announcements on the website provide a brief description of the typical duties performed in each occupation.

What geographical areas does the Human Resources Service Center, Pacific accept applications/resumes for?

· The majority of the positions are located in various Navy and some Department of Defense activities located in Hawaii, Guam, Japan and Okinawa.  

Where can I find information on pay?

· Website for General Schedule positions: http://www.opm.gov/oca/02tables/gs.htm.

· Website for Federal Wage System:  http:///www.cpms.osd.mil/wage/scheds/af_hi.htm.
How do I know what I can apply for?

If you are a current Federal employee of any agency, a former Federal employee with reinstatement eligibility, or eligible under the Veterans Readjustment Appointment, or Veterans Employment Opportunity Act, or under other categories, you may be able to apply for any of our announcements.  For an explanation of the categories go to www.donhr.navy.mil/hrsc/pacific/Code50/HiringDefs.html for “Common Program Hiring Definitions”

If you do not fall into any of the categories above, you can only apply for positions that show an area of consideration open to “All U.S. Citizens”.  These are announced through the delegated examining process and the announcement number will always end with the following designator - “NR”.  If you can only apply  based on your “U.S. citizenship status” your resume will not be accepted for announcements if the announcement number does not end with the “NR” designation.  For more information on  “How to Apply for Delegated Examining Positions – Pacific” go to http://www.donhr.navy.mil/hrsc/pacific/Code50/Appl-DEU.html.  
How to apply?

Submit your resume on-line through the Navy’s “Resume Builder” found on website www.donhr.navy.mil“.  Click on “Jobs, Jobs, Jobs” then “Resume Builder”.  This provides for instant electronic transmission of your resume and proper formatting for processing.  Check the Navy website and follow instructions carefully.  Each announcement will tell you how to apply, what forms are needed and where forms can be found on the web.

What happens to my resume once it has been submitted?

· If you are a current Federal employee of any agency, a former Federal employee with reinstatement eligibility, or eligible under the Veterans Readjustment Appointment, or Veterans Employment Opportunity Act, or under other elibles categories your resume will be processed into an inventory for further evaluation and consideration for current or future jobs provided you meet all qualification and employment eligibility requirements AND your resume is formatted properly with all required information.  Inventory announcements numbers DO NOT end with following lettering designator - “NR”. 
· If you have applied into an announcement open to “All U.S. Citizens” (Announcement numbers ending in “NR”), your resume will be evaluated to determine whether you meet all qualification and employment eligibility requirements, and will be scored to determine if you will be referred for consideration for selection.  

How will I know if my resume/application has been received?

· If you applied into our inventory you will be notified in one or more of the following ways:  An immediate message that will notify you that your resume has been sent and/or a letter that your resume has been received, has been processed or whether you will need to resubmit a corrected resume.  

· If you applied into an announcement open to “All U.S. citizens” you will be notified when your resume has been received, whether you are qualified or not qualified, and  if you are selected.

Will I receive notice on the status of my application/resume?

· We do not provide status of applications/resumes.  However, if you have submitted your resume into our inventory, you can track your resume by going to https://rtracker.hroc.navy.mil/dhrsc/resumetracker and following the instructions provided on-line.

· For applications/resumes submitted for announcements open to “All U.S. Citizens”, you will be notified in writing when your application/resume has been received, whether you are qualified or not qualified, or if you are selected. 
I have a question as to why I was not qualified for a position.  How can I get information?

Submit your inquiry in writing and send to:  Human Resources Service Center, Pacific, 178 Main Street (Code 521), B499, Honolulu, Hawaii, 96818-4048 or e-mail to wantajob@pac.hroc.navy.mil.  Your inquiry must contain sufficient information such as the announcement number, position title/series/grade, etc., to ensure that correct information is provided. 

For information on veterans preference programs and eligibility

· Go to website at http://www.dol.gov/dol/vets/public/programs/preference/main.htm.

Send resumes to

· Human Resources Service Center, Pacific, 178 Main Street, B499 (Code 521), Honolulu, Hawaii 96818-4048.  For additional information go to www.donhr.navy.mil.

WHERE TO FIND EMPLOYMENT INFORMATION

This provides information that will assist in locating the various federal Human Resources Offices in Hawaii and other areas, websites addresses that will provide vacancy information, information on how you can electronically submit your resume, and locations where you can use a computer at minimal or no cost

ALL FEDERAL AGENCIES

Honolulu Service Center provides recruitment service to all Federal agencies located in the Hawaii, Alaska and Pacific Area.

Honolulu Service Center, U.S. Office of Personnel Management, Prince Kuhio Federal Building, 300 Ala Moana Blvd, 

Room 5316, Honolulu, HI  96850

Phone Recording (808) 541-2791 

(478) 757-3000 (USAJOBS by Phone)

Internet address: www.usajobs.opm.gov (This website provides information on worldwide federal vacancies.)

DEPARTMENT OF DEFENSE


Human Resources Service Center, Pacific provides recruitment service to the majority of Navy and Marine Corps activities located in the Hawaii and Western Pacific (Guam, Japan, Okinawa, Singapore, Thailand, and Korea) areas.

Human Resources Service Center, Pacific, Building 199 (Code 521), Honolulu, HI  96818-4048, 178 Main Street. 

Business Hours: Monday through Friday, 7:00 a.m. to 3:30 p.m.  

Drop box available for submitting application during regular and after business hours.




Internet address: www.donhr.navy.mil  (Note: This website provides information on worldwide Navy and Marine Corps vacancies.)


 

Commander Navy Region Internet address: www.hawaii.navy.mil 

Civilian Personnel Advisory Center provides assistance service to Army activities located in the State of Hawaii. 

Civilian Personnel Advisory Center, Building 126, Fort Shafter, HI  96858-5002




Phone:  (808) 438-2218. 

Hours:  Monday through Friday, 7:30 a.m. to 4:30 p.m.






Drop box available for submitting applications during regular and after normal business hours. 



Internet address: www.cpol.army.mil  (Note: This website provides information on worldwide Army vacancies.)

Civilian Personnel Flight provides assistance service to all Air Force activities located in the State of Hawaii.
 

Civilian Personnel Flight, Vickers Avenue, Bldg 1105, Hickam AFB, HI  96853-5398Phone Recording: (808) 449-6733 (Recording)      





Phone Information: (808) 449-2903  (Monday through Friday, 7:30 a.m. to 4:30 p.m.)

JOB LINE: (210) 527-2377 OR 1-800-699-4473

Internet address: www.afpc.randolph.af.mil/afjobs  (Note: This website provides information worldwide Air Force vacancies.)

Other Human Resources Offices of Principal Federal Establishments in Hawaii

DEFENSE SUPPLY CENTER COLUMBUS
Defense Finance and Accounting Service

ATTN:  DSCC-KRB-DECA-(Region)


        Cleveland Center (Code HA)

3990 East Road Street




        1240 East Ninth Street

Columbus, OH  43216-5000



        Cleveland, OH 44199-2055

Phone:  (614) 692-5145  DSN: 850-5145

        Phone: (216) 522-5323   DSN: 

580-5323 Internet address: http://www.dfas.mil/

1-800-547-8428

Internet address: http://www.dscc.dla.mil/
US COAST GUARD, 14 DISTRICT
Department of Housing and Urban Development

300 Ala Moana Blvd




        500 Ala Moana Blvd, #3A

Honolulu,  HI  96850-4982


                     Honolulu, HI  96813

Phone: (808) 541-2284




        Phone: (808) 522-8190

Hours: 6:30 a.m. to 2:30 p.m. Mon-Fri


        Hours: 8:00 a.m. to 4:00 p.m. Mon- Fri

Internet address: http://www.uscg.mil/d14/                           Internet address: http://www.hud.gov/

Veterans Affairs, Department of Regional Office
Immigration & Naturalization Service
Prince Kuhio Federal Bldg, Room 1204

                      Honolulu District Office

300 Ala Moana Blvd.




         595 Ala Moana Boulevard

P. O. Box 50188




         Honolulu, HI  96813

Honolulu, HI  96850




         Phone:  (808) 532-3786

Phone: (808) 566-1435




         Internet address:  

Internet address: http://www.va.gov/
                                   http://www.ins.gov/graphics/index.htm

Office of Port Director                                                              Social Security Administration
        

U.S. Customs Service
Prince Kuhio Federal Building

335 Merchant Street 




         Room 1123

Honolulu, HI 96806




         300 Ala Moana Boulevard 

Phone: (808) 522-8068




         Box 50068

Phone: (808) 522-8080 (Recording) 


         Honolulu, HI  96850

Phone: (808) 522-8068




         Toll Free Phone: 1-800-772-1213

1-800-944-7725 Internet address: www.ssa.gov 
Hours: 7:00 a.m. to 4:30 p.m.  Mon-Fri

Internet address: www.customs.ustreas.gov
FEDERAL NON-APPROPRIATED FUND (NAF) ACTIVITIES IN HAWAII

This provides information for those interested in employment in the military exchanges, clubs and dining facilities, and the Morale, Welfare and Recreation activities.  Employment in these organizations is governed by rules for nonappropriated fund activities.  The U.S. Office of Personnel Management does not accept applications for employment in non-appropriated fund activities. Employees in these activities are generally paid on an hourly basis.  They include, but are not limited to, retail sales clerks, stockroom clerks, cashier-checkers, secretaries, service station attendants, food service workers, cooks, waiters, waitresses, janitors, bartenders, housekeepers, lifeguards, clerical, administrative and managerial positions. 

If you are interested in obtaining employment information and application forms, contact the appropriate office shown in the following list. 

Navy Exchange

Human Resources Office




This office services exchanges located in

Bldg 693, 1st floor





the following areas:  

Pearl Harbor, HI  96860-5180



Pearl Harbor,  Point, Barking Sands Kauai.

Phone:  423-3280/3281


                             Wahiawa, Lualualei

Mon - Fri, 8:00 a.m. to 4:30 p.m.

ARMY/AIR FORCE EXCHANGE SYSTEMS (AAFES)

AAFES, Bldg 1709




This office services exchanges and food

Hickam AFB, HI  96853




facilities at Hickam AFB and Army Bases.

Phone:  422-5962 (Recording)



Bring your social security card and a 

              423-2659 (Information)



picture I.D. to apply.


Applications accepted Mon, Wed, 7:00 a.m. to 11:00 a.m.





ARMY
Civilian Personnel Advisory Center
This office services, clubs, recreation

Bldg 126
services, golf course, etc. Ft. Shafter, 

Personnel Division 




Schofield,  Waianae, and Ft. Ruger

Fort Shafter, HI  96858-5000

Phone: 438-9556

Office hours:  Mon - Fri

9:00 a.m. to 3:30 p.m.

Coast Guard Exchange System

Personnel Office 





This office services exchanges located

ISC Honolulu Parkway, 400 Sand Island


in the following areas:  Sand Island and

Honolulu, HI  96819-4398




Red Hill.

Phone:  541-2471

Office hours: Mon-Fri

8:00 a.m. to 4:30  p.m.

Marine Corps Base Hawaii (MRW 0910)

Attn:  Personnel Division




This office services exchanges, clubs,

Bldg 219






Child Care Center, Recreations Support

P.O. Box 63073





Division and MWR activities of the 

Kaneohe MCB, HI  96863-3073



Marine Corps Base, located in Kaneohe,

Phone:  254-7619  (Recording)



Camp Smith.

254-7632 (Information)

Office hours: Mon - Fri

8:00 a.m. to 4:30 p.m.

MORALE, WELFARE AND RECREATION CENTER (MWR)

NAVY/MARINE:  

Pearl Harbor Quality of Life Personnel Department

This office recruits various types

850 Ticonderoga Street, Suite 300



of positions in the recreational

Pearl  Harbor, HI  96860-5100



areas, clubs, childcare centers,

Phone: 471-1411 





marketing, etc., servicing Pearl

Office hours:  Mon - Fri




Harbor, SUBASE PEARL, and 

7:00 a.m. to 4:00 p.m.




Ford Island.

MWR Department 




This office services the Youth

MWR Funds  ITT





Center, Recreations activities,

2363 NCTAMS PAC




Child development center, etc.

Wahiawa, HI  96786-3050




in NCTAMS EASTPAC

Phone:  653-0220 (Information)

Office hours:  Mon - Fri

9:00 a.m. to 10:00 p.m.

ARMY

Civilian Personnel Advisory Center



This office services, clubs,

Bldg 126






recreation services, golf 

Fort Shafter, HI  96858-5000



associations, Hale Koa Hotel, 

Phone:  438-9556 (Recording)



Schofield, Waianae, Fort Ruger,

Phone:  438-2560 (Information)



Kapalama, Fort DeRussy

Office hours:  Mon - Fri

9:00 a.m. to 3:00 p.m.

AIR FORCE

Human Resources office




This office services the

15 SVC-SVXH





recreational facilities, clubs

900 Hangar Avenue




facilities, clubs, restaurants,

Hickam






childcare centers, library, etc.

AFB, HI  96853-5246







Phone:  449-1030 EXT. 242 (Recording)





              449-7372 EXT 247 (Information)

Office hours:  8:00 a.m. to 4:00 p.m.  Mon - Thurs                

                      9:00 a.m. to 4:00 p.m. Fri

WHERE TO FIND COMPUTERS 

If you don’t have a personal computer, there are places that make computers available for your use with no or minimal cost.  To help you get started, these are a few places you may want to check out.

Check with your current employing activity.  

All public libraries have at least one computer with Internet access. You will only need a valid library card. No cost. Printing is NOT provided.

Navy Family Service Center located at Bldg. 193 (Naval Station – behind McDonald’s).  There are 8 computers with Internet access.  Computer use will be on a first-come, first-serve basis. For more information call 473-4222 or 473-2220.  Open Monday through Friday from 7:00 a.m. – 4:00 p.m.  Must be a current military id card holder or current Department of Defense or Federal employee for the Department of Navy, Marine Corps or Coast Guard. There is no cost for printing, however, there is a 10-page limit.

Computer Resource Center & Library located at Sub Base, Bldg 679 (behind SATO).  There are 8 computers with Internet access.  There is no time limit on the computer depending on the daily traffic. Computer use will be on a first-come, first-serve basis. For more information call 473-1624.  Open Tuesday and Thursday from 11:00 a.m – 7:00 p.m; Wednesday, Friday and Saturday from 11:00 a.m. to 6:00 p.m.  Closed Sunday and Monday.  Fee:  $2.00 per hour for Internet use.  $ .10 per copy for black ink printing.  25 cents per copy for color ink printing. Must be a current military cardholder, Department of Defense or Federal Employee.

O’ahu Work Links (Employee Resource Centers Department of State).  Various locations.  No charge.  Appointment is not required.  First-come, first serve basis.  Open 7:45 a.m – 4:30 p.m. (Except the Town Dillingham center. Please see below for more info.).

Town Dillingham



843-0733 x 225

1505 Dillingham Blvd. (Dillingham Shopping Plaza)

Mon/Tue/Fri 8:00 a.m. to 4:00 p.m., Wed/Thurs. 8:00 a.m. to 7:00 p.m. (Town Dillingham
 office hours are a little different from the other locations.  They are only on a trial basis, office hours may/may not be changed.

Town – Punchbowl



586-8700

830 Punchbowl, Room 112

      Kaneohe




233-3700

45-1141 Kamehameha Hwy

            Makalapa




488-5630

            99-102 Kalaloa St., Aiea, (Makalapa Community Center)

            Waialua 




637-6508

            Waialua Shopping Center




            Waianae




696-7067

            Waianae Neighborhood Community Center

            Waipahu




675-0010

            94-275 Mokuola St.

STAIRS FREQUENTLY ASKED QUESTIONS AND ANSWERS

The following provides information to questions that are often asked by our customers who are interested in seeking employment with the Department of the Navy.

1.   What is STAIRS?

      STAIRS stands for “Standard Automated Inventory and Referral System” and is the program used by the Department of the Navy to maintain an inventory of resumes for current and future vacancies.  This is the method used for referring current Federal employees and certain other individuals who meet special appointment requirements.

2.  How do I apply for a job if I am not a current Federal employee or do not meet special appointment requirements?

     You will need to look for announcements that accept resumes/applications from "All U.S. Citizens" and submit your resume/application as instructed in the announcement.  

3.  What is this “inventory” that people refer to?

     The inventory is a pool of applicants in our STAIRS database. When certain 

job vacancies open, this pool of applicants may be used to fill the vacancy.  This is more efficient than issuing an announcement for each specific vacancy.


4.  Is the STAIRS inventory a secure database?

     Yes.  When applicants submit their resumes electronically, they do not go directly to the STAIRS database.  They are received in an email box.  The resumes are transferred to the STAIRS database that is password protected.

5.  Are all jobs filled through the STAIRS inventory?

     No.  The STAIRS inventory is only used when the activity manager wants to consider individuals who are current Federal employees, eligible for appointment under the Veterans Readjustment Appointment (VRA) authority, eligible for appointment under the Veterans Equal Opportunity Act (VEOA), or who meet other special appointment requirements.  The STAIRS inventory is not used to fill vacancies when the activity manager has decided to consider applicants who do not fall within the categories above.  In this case, a specific announcement will be published to allow interested individuals to submit a resume/application.    

6.   Are all jobs filled through the same type of announcement?

      No. There are different types of announcements for filling jobs.  Some announcements will only consider resumes from current Federal employees, VRA eligible, VEOA eligible, or other eligibles who meets special appointment requirements.  Other announcements are open to anyone who is a U.S. Citizen.  It is important that you carefully read each announcement to determine whether you meet the criteria for your referral and selection 


7.   Who decides what kinds of positions will be filled and when these will be filled?

This decision is made by the activity manager.    

8.   Can I find out in advance where certain kinds of vacancies may occur or when management will be filling a particular vacancy?

      No.  Our office normally does not have advance recruitment information.  This information is best obtained through announcements, newspaper advertisements, job fairs, etc.  Announcements can be viewed at  http://www.donhr.navy.mil.

9.   Who determines the area of consideration and other recruiting needs?

      Activity managers will make these decisions (in accordance with applicable negotiated agreements) with advice and assistance from Human Resources specialists.

10.  From whom are resumes accepted?

       Resumes are accepted from any individual who is interested in obtaining Federal 

employment with activities serviced by the HRSC Pacific provided the individual meets the requirements for his/her resume to be accepted for consideration.  It is important that you read the announcements carefully to decide whether you meet the requirements for your resume to be accepted.  

11. What is the best way to submit my resume?

      The best way to submit a resume is to use the Navy's Online Resume Builder.  The resume will be in the correct format, required information will be completed and processed faster than other means. The Resume Builder can be reached at http://www.donhr.navy.mil, clicking on "Job Opportunities" and then "Jobs, Jobs, Jobs".  Select the job announcement your are interested in applying for, then use the button at the bottom of the page marked "Take Me to the Resume Builder".  The Resume Builder does not have a spell check so be sure to check spelling prior to entering it in the Builder.  Correct spelling will help insure you get credit for all the job skills contained in your resume.  It is important that you read and follow all the directions given.

12. Can I submit a hard copy resume?

      Yes, but this is not the preferred method.  The HRSC will put the hard copy resume into STAIRS by using scanning technology.  A word of caution ~ although the scanner technology is of the highest quality, it is not perfect.  Therefore, only a typed original resume should be used.  Be sure to use the format in the “Job Applicant Kit” that can be found at the following website:  http://www.donhr.navy.mil.  Copies will not be accepted.  These do not scan well and can result in garbled information or you may lose consideration for a position you may be interested in.

13. When do I use Application Express?

      You can use the Application Express to add additional announcement series when you have an active STAIRS resume on file with the HRSC Pacific.  If you wish to be considered for more than one announcement series, Application Express is the way you can add these announcements to your resume. The procedure for use is similar to the Online Resume Builder. Go to http://www.donhr.navy.mil, "Job Opportunities" and "Jobs, Jobs, Jobs." Select the announcement in which you are interested, go to the bottom of the page and click on the button marked "Application Express".  If you have recently submitted a resume, wait at least twenty-four hours before using the Application Express.  If you do not see a button marked "Application Express", you will not be able to use this method to add additional announcement series from the announcement you are working in.


14.  What happens if a vacancy announcement is issued after I’ve submitted a resume through STAIRS?  Will I have to turn in another resume for the announcement?

       Individual announcements will seldom be used.  However, if a vacancy announcement is issued after you have submitted your resume, you must read the announcement carefully for specific application instructions.  

15. Are documents required to provide Veteran’s status?  

      Under STAIRS you will be required to provide information regarding Veteran’s preference eligibility on the Additional Data Sheet.  You do not have to provide these documents at the time you submit your resume.  You will need to submit all documents to support your veteran’s preference claim only if you are selected, and prior to receiving a confirmed job offer.
16. Does STAIRS change any physical examination requirements?

No.  An individual selected for a position will still be required to take a physical 

examination if required by the job.  This requirement, as well as other requirements, will be communicated at the time the position is offered.

17. How do I know if there has been any activity on my resume?

      For resumes in the STAIRS inventory see the Resume Tracker at https://rtracker.hroc.navy.mil/dhrsc/resumetracker/.  If you do not already have an account set up, it will be necessary to do so.  Once you have logged into the tracker, clicking on "Detail" will list the occupational series contained in your resume along with tracking information.


18.  I have checked Resume Tracker and it shows that there has been no activity on my resume. Is this normal?

       It is not unusual for the Resume Tracker to show no activity. You will only be able to view activity on your resume if your resume has been "tracked" or "referred" for a specific vacancy.  This occurs only when your resume reflects the required skills and you meet the basic eligibility requirements for the job.  Seeing no activity on your resume does not mean that your resume has not been considered for job vacancies.  When searches are conducted to find qualified applicants for a vacancy, all available resumes in the STAIRS database are scanned.  Consideration is given to every available resume.


19. Why do some announcements have "NR" on the end of them?

Announcements that include "NR" as part of the announcement number indicate that 

resumes/applications will be accepted from anyone who is a U.S. citizen. These announcements generally have a “opening and closing” data for resume/application submission.  If you have a current resume in the inventory and are interested in being considered for an announcement indicated with “NR” in the announcement number, you must submit a separate resume for that specific announcement.  Carefully read these announcements to obtain all the necessary information on “how to apply”.  

20.  When the announcement asks for transcripts and other items such as KSAs, how are these provided to the hiring activity? How do I know if these documents need to be submitted?    

       Additional documentation is handled the same way it was before we implemented the STAIRS process.  Documents are sent to the selecting official along with the resumes.  Requirements for submitting additional documentation is contained in the "How to Apply" section of announcements on the HRSC Pacific web page.  This page can be reached by going to http://www.donhr.navy.mil.

21. How many resumes can I have on file at one time?

      You can have only one (1) resume on file or available at a time. If you have a resume on file and submit another one, the most recent resume is the one that becomes active.  It is similar to overwriting a document in a word processing program.  Remember that when you replace a resume, the job announcements listed on the old resume do not carry over.  

22.  Will I receive a letter to let me know if I am not qualified for a position?

       Yes, but only for announcements with “NR” (this does not apply to STAIRS.)

23.  Will I receive a letter that my resume has been received and processed?

        Yes.  

24.  Will I receive a letter if I am not selected?

       No.  However, you can find information if you were referred but not selected from the STAIRS inventory through the Resume Tracker.  See question 17 for web address.  

25. Should my resume include all my job experiences or should I concentrate on one job at a time?

For the STAIRS inventory we recommend you describe your skills broadly enough 

to apply to all jobs that you have indicated an interest in being considered for since you will only have one active resume on file.    

26.  How long does my resume remain in the inventory?

       If you are currently employed in an activity serviced by the HRSC Pacific, your 

resume remains in the inventory indefinitely.  You can update your resume at any time.  If you are not currently employed in an activity serviced by the HRSC Pacific, your resume expires after six months from the date you applied and must be resubmitted for further consideration.

27.  How can I get status on my application?

       If you applied under STAIRS your can go to the following web site to track your resume  https://rtracker.hroc.navy.mil/dhrsc/resumetracker/.  If you have applied into a vacancy that does not use STAIRS as the referral method, you will only be notified if your resume has been received, if you are qualified or not qualified, or you have been selected.

28. Are STAIRS and Resumix different names for the same thing?

No.  They are two distinct parts of the recruitment process.  STAIRS is an acronym 

For Standard Automated Inventory and Referral System.  DOD uses this word to describe the recruitment process.  Resumix is a private industry software product that is used to support STAIRS.

29.  Does Resumix rate, rank and refer resumes to the hiring manager?

No.  Resumix searches for applicants by matching job requirements such as skills, 

geographic location and grade level against skills and work preferences in an applicant’s resume.  The qualifications review and the determination as to which applicants are referred for consideration is still done by an Human Resources Specialist. 
30.  Do I need to use special key words or “buzz words” for my resume to be      selected for referral?

No.  The selecting manager identifies skills that an applicant should possess based

on the duties of the position.  Resumix searches applicant resumes for those skills using a patented artificial intelligence (AI).  The AI considers the skill and alternative ways the skill can be expressed, including synonyms, acronyms, industry slang, sentence context and other factors.

31.  Because there are hundreds of job announcements on the DONHR web site, aren’t there lots of  vacancies?

Not necessarily.  To speed up the recruitment process and create a “bank” of readily

available resumes, many announcements are open continuously.  These are for both current and future vacancies.  Resumes are considered as actual vacancies occur.

32.  If I have changes to items on the Additional Data Sheet (ADS) or phone number or email address, do I have to re-submit a new resume?

No.  If you need to change your name, address, phone number, e-mail address, or 

any item on the ADS, you can send an email to wantajob@pac.hroc.navy.mil.  Be certain to indicate your full name, social security number and the requested change information.  Any change to work experience or other job related information requires the submission of an updated resume.

33.  How long does it take to process my resume and put it into the inventory?

       Allow 48 hours for processing of resumes.  Updates done via Application Express, however, are immediately flowed to the database so there is no delay.

34. In using the Navy’s online Resume Builder, can I add more than the six job 

experience blocks shown on the screen?

       No.  Applicants cannot modify the Resume Builder.  Avoid repeating the same skill several times because Resumix will extract the skill only once.
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