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1. PURPOSE

The purpose of this Organizational Work Instruction (OW)
is to docunent the process by which the Human Resources
Department determ nes whet her enpl oyees or applicants for
positions up to and including the GS-15 | evel neet the

m ni mum qual i fication standards established by O fice of
Per sonnel Managenent (OPM and/or NASA for the positions
to which they are to be assigned.

Applicability

This ON establishes instructions for ensuring that
personnel vacancies at the Marshall Space Flight Center
(MSFC) are filled by individuals who nmeet the m ni num
qual i fication standards established by OPM and/ or NASA for
the position that they are to occupy. This OAN does not
apply to qualifications determ nations for Senior
Executive Service positions or NASA Excepted positions.

APPLI CABLE DOCUMENTS
NPG 3335.1 Internal Placenment of NASA Enpl oyees

Nat i onal Aeronautics and Space Adm ni stration Announcenent
Number NN-100

NPG 3300. 1 Appoi ntrmrent of Personnel To/ From NASA
USOPM The CGuide to Personnel Record Keeping

USOPM QOperati ng Manual Qualification Standards for General
Schedul e Positions

DEFI NI TI ONS

AST - Aerospace Technol ogy

| NSTRUCTI ONS

The gui delines established in the referenced *Applicable

Docunents” (above) will be adhered to in all matters
related to qualifications determ nations.
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Qualifications determ nations are perforned by Human
Resour ces Speci alists and hi gher graded (GS-8) Hunman
Resources Assi stants.

Bef ore an enpl oyee/ applicant is assigned to a Non- AST
position at MSFC, the Human Resources Departnent w ||
first determ ne whether the enpl oyee/ applicant neets the
m ni mum qual i fications established by OPM for such
positions. This qualification determ nation will be
docunented on the reverse side, page 2, of the SF-52,
Request for Personnel Action, indicating the qualification
standard used for the determ nation. The Human Resources
Specialist will sign page 1 of the SF-52 in Part C

I ndi cating that the enpl oyee/ applicant neets the m ni num
qualifications for the position and certifying that the
action is in conpliance with statutory and regul atory
requi renments.

Bef ore an enpl oyee/ applicant is assigned to an AST
position, HRD will first determ ne whether the

enpl oyee/ applicant neets the m ninmum qualification
requirements set forth in National Aeronautics and Space
Adm ni stration (NASA) Announcenent Number NN-100 and NPG
3300.1. The qualifications of outside applicants for AST
positions will be docunented using MSFC Form 375-1. The
qualifications for MSFC enpl oyees who are applying for AST
positions who have never before held an AST position w ||
be docunmented using SF-52. All other qualifications
determ nations for AST positions will be docunented using
SF-52, except in cases where an enpl oyee noves to a
position with the sane title, series, and grade as their
current position, in which case, a new qualifications
determ nation i s unnecessary.

In addition to the basic m ninmum qualifications
establ i shed by OPM and/or NASA, a few positions MSFC may
require that an enployee receive specialized training
and/or certification before being allowed to perform any
duties of the position. (Exanple: An applicant for a
phot ogr apher position nay need to be a certified SCUBA
diver if the primary function of the position is to
perform underwat er photography). Only in such rare cases,
will a training/certification check be a part of the
qualification determ nation perfornmed by HRD prior to
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filling the position. Docunentation of such certification

will be nmade on page 2 of the SF-52.
NOTES

None

SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

APPENDI CES, DATA, REPORTS, AND FORMS

MSFC Form 375.1 Qualifications for Qutside Applicants on
AST Positions
SF-52 Request for Personnel Action

RECORDS

Record Type: SF-52
Record Type: MSFC Form 375-1
Responsible Party: File Clerk
Location: Human Resources Depart ment
Bui | di ng 4200
Room 334
Records Retention Schedule: SF-52 will be filed on the
|l eft side in the Oficial Personnel Folder (OPF) and w ||
be retained in the OPF for as long as the enployee is
assigned to MSFC, except as described as foll ows:

When a position is filled through selection froma
Conpetitive Placenment Plan (CPP) announcenent the SF-52
that is conpleted for each applicant will be filed in the
OPF. The CPP electronic file is maintained in the NASA
Staffing and Recruiting System (STARS) for a period of two

years. |If the contents of the electronic file are needed
as evidence in an Equal Enploynment Opportunity conpl aint,
grievance, lawsuit or other litigation, it will be

retained as |long as required.

Qualification records for eligible applicants on external
j ob announcenents will be retained for the life of the
resulting register (except applications that may be
brought forward to a new register). Wen an outside
applicant is determ ned to be unqualified, their
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10.

11.

12.

application is returned and no qualification record is

mai nt ai ned. \When an outside applicant is selected for a
position at MSFC their qualification record, either SF-52
or MSFC Form 375-1, will be filed in their OPF and will be
retained there for as long as they are enpl oyed by MSFC.
TOOLS, EQUI PMENT, AND MATERI ALS

None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None

FLOW DI AGRAM

None
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