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1. PURPOSE
This Organi zational Work Instruction (ON) sets forth the
process by which the Human Resources Departnment staff’s
Scientific and Professional (ST) and Senior Level (SL)
positions.

2. APPLI CABI LI TY

This instruction is applicable to all ST and SL vacanci es
at Marshall Space Flight Center.

3. APPLI CABLE DOCUMENTS

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

NPG 3319. 1 Managenent of Senior Scientific and Techni cal
and Seni or Level Positions

NPD 3000. 1 Managenent of Human Resources

O fice of Personnel Managenment, Senior Executive Service
Desk Gui de.

Title 5 United States Code 3104
Title 5 United States Code (U.S.C.), 5108

Title 5 Code of Federal Regulations, Parts 319 and 534,
Subpart E.

Executive and Schedule C System (ESCS) Web Manual

4. DEFI NI TI ONS AND ACRONYMS
Scientific and Professional Positions (ST) — Positions
that are classified above GS/ GW 15 pursuant to 5 U. S. C.

3104, to carry out research and devel opnent functions in
t he physical, biological, nmedical, or engineering
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sciences, or a closely-related field, that require the
services of specially qualified personnel and is not
covered by any other pay system

Seni or Level Positions (SL) - Positions that are
classified above GS/GW 15 pursuant to 5 U. S.C. 5108, that
are not covered by other pay systens.

Executive Position Managers (EPMs) - Oficials-in-Charge
of Headquarters O fices (OC s) and Center Directors, and
t hey manage the NASA ST and SL resources systemw thin
their NASA organi zational jurisdictions. The EPM s

i mpl ements ST and SL managenent policy and processes in
their organizations.

Executive Resources Panel (ERP) — A panel conprised of
three or nore career executives. ERP s identify qualified
candi dates for vacant positions when recruiting outside
the SES. ERP's may be appointed to serve a fixed term or
to assist the EPMwith a specific staffing action. The
ERP may i nclude or be conposed of enployees outside of the
EPM s organi zation, including menbers from other agenci es.

5. I NSTRUCTI ONS

CGui del i nes established in the referenced “Applicable
Docunents” (above) will be adhered to in all matters
related to nmerit staffing of ST/SL positions. The Human
Resources Departnent is responsible for assuring that NASA
and civil service policies and regul ations are adhered to
in filling ST/SL positions; advising Center Director on
status of ST/SL positions; preparing applicable docunents
to - establish, and ST/SL positions; preparing applicable
docunents to reassign or nake other changes affecting

exi sting positions or incunmbents; determ ning basic
eligibility of ST/SL applicants; and maintaining and

di sposi ng of records.

Upon notification fromthe EPM the Human Resources
Depart ment prepares appropriate docunents in accordance
with applicable instructions and forwarded through the
Manager, Human Resources Departnent; Director, Custoner
and Enpl oyee Rel ations Directorate; and the Center
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10.

11.

12.

Director before forwarding to NASA Headquarters for
approval .

Actions are processed in accordance with OPM Handbook f or
Processi ng Personnel Actions.

Enters data into OPM s Executive and Schedule C Systemin
accordance with ESCS Web Manual .

NOTES

O ficial Records are maintained in CD10.
SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

APPENDI CES, DATA, REPORTS, AND FORMS

NASA Form 1669, Executive Personnel Action Docunent

RECORDS

Records Type: Vacancy Announcenent Fol ders
Responsi bl e Party: Human Resources Speci ali st
Locati on: Human Resources Depart ment
Bui | di ng 4200
Room 312
Records Retention Schedul e: Records are established,
mai nt ai ned and di sposed of in accordance with applicable
SES records disposition schedules contained in NPG 3317.1

TOOLS, EQUI PMENT, AND MATERI ALS

None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON
None

FLOW DI AGRAM

None




