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1. PURPCSE

This Organi zational Wrk Instruction (ON) sets forth the
process by which the Human Resources Departnment mnekes
qual i fications determ nations for SES positions.

2. APPLI CABI LI TY

This instruction is applicable to all SES vacanci es at
Marshal | Space Flight Center.

3. APPLI CABLE DOCUMENTS
NPG 3100. 1 Managenent of the Seni or Executive Service

NPG 3317.1 Seni or Executive Service Career Appointee Merit
Staffing in NASA

O fice of Personnel Managenent, Senior Executive Service Desk
GQui de, Working Draft

5 CF.R, Part 317
*Title 5 United States Code 3131
5 CF.R, Part 214, Subpart D
*Title 5, United States Code (U.S.C. ), 3392(a)
*Title 5, U S.C. 3393(b through e)
*Title 5 U.S.C. 3132(b)
Executive and Schedul e C System (ESCS) Wb Manual
4. DEFI NI TI ONS
Seni or Executive Service (SES - A personnel system separate
fromthe conpetitive and excepted services. SES executives

serve under the President’s top appointed officials, such as
heads of departnments and agenci es, who occupy Executive
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Levels | through V. At NASA, SES incunbents are appointed by
t he Adm ni strator and are above GS/ GV 15.

Executive Position Manager (EMP) - Oficial s-in-charge of
Headquarters O fices (OC s) and Center Directors and they
manage the NASA executive resource systemwthin their
organi zational jurisdiction. EPMs inplenment SES managenent
policy and processes in their organization, including the
followi ng: SES performance appraisals, SES recertification,
Presidential Rank and bonus nom nations, incentive awards,
conpensati on, executive resources and devel opnent planning,
and identification of potential successor candidates. AT
MSFC this authority rests with the Center Director.

Executi ve Resource Panel (ERP) - A Panel conprised of three
or nore career SES enployees. ERP s identify qualified
candi dates for vacant SES career positions when recruiting
outside the SES. ERP s may be appointed to serve a fixed
termor to assist the EPMwith a specific staffing action.
The ERP nmay include or be conposed of enployees outside of
the EPM s organi zation, including nmenbers from other

agenci es.

I NSTRUCTI ONS

Qualification requirenents for SES positions are established
for each position by the Executive Position Manger in
cooperation with the Human Resources Departnent. Quidelines
established in the referenced “Applicable Docunents” (above)
will be adhered to in all matters related to qualifications
determ nati ons of SES positions. Basic qualifications
determ nations are perfornmed by the Hunan Resources
Speci al i sts.

Bef ore an enpl oyee/ applicant is referred for consideration to
the ERP at the Marshall Space Flight Center, the Human
Resources Departnent will first determ ne whether the

enpl oyee/ applicant neets the m ninum qualifications
established for the position. A narrative description of the
enpl oyee/ applicant’ s experience related to specific technical
qual i fications established for the position are recorded on a
Qualifications Data Sheet. The Qualifications Data Sheet is
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attached to the enployee/applicant’s application and is
mai ntai ned in the official announcenent file.

6. NOTES
Oficial Records are maintained in CD10

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

8. APPENDI CES, DATA, REPORTS, AND FORMS
None

9. RECORDS

Record Type: SES Announcenent fol ders
Responsi bl e Party: Personnel Managenent Speci ali st
Locati on: Human Resour ces Depart nent
Bui | di ng 4200
Room 314
Records Retention Schedul e: Records are maintained within
t he Custoner and Enpl oyee Rel ations Directorate and are
est abl i shed, nmintai ned, and di sposed of in accordance with
SES records disposition schedul es contained in NPG 3317. 1.

10. TOOLS, EQUI PMENT, AND MATERI ALS
None

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
None

12. FLOW DI AGRAM

None
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