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Four Steps to Filling Vacancies Fast

with Qualified Individuals with Disabilities

Non-Competitive Hiring through Schedule A
Schedule A is an Office of Personnel Management, non-competitive hiring authority that gives managers the tools to hire qualified persons with disabilities quickly and easily.  No public notice is required.  Through some simple coordination with a Human Resource Specialist, managers can reduce the hiring process to four simple steps.  
1. Refer to the following “Sample Non-Competitive Vacancy Announcements” and coordinate with your staffing specialist and/or Selective Placement Coordinator (SPC) to develop an announcement for your specific vacancy.  Be sure to outline the essential functions of the job and the required skills and abilities.  
2. The Staffing Specialist/SPC sends the “Non-Competitive Announcement” to the established DOT Disability Networks in addition to any local resources you may have developed.  Job placement contacts will pre-screen applicants and refer top candidates for consideration with the appropriate Schedule A documentation.  
3. Pre-screened applications are sent directly to the assigned Human Resource Specialist for review and rating to ensure basic qualifications are met.  Qualified applicants are referred to the hiring manager for consideration.

4. Interviews are scheduled and the offer is extended.  Note that all applicants should always be asked if they need a reasonable accommodation to access the interviewing process.  
Don’t forget reasonable accommodations through hiring process and on the job with support from the Disability Resource Center: www.drc.dot.gov.
Marketing and Recruitment 
The DOT Selective Placement Team has developed and established a series of external networks to recruit qualified applicants with disabilities who are pre-screened by job placement professionals and referred for specific job vacancies.  The following is an overview of the networks we have established.

· Council of State Vocational Rehabilitation Administrators (CSAVR)
· Reaching over 24,000 staff members, nationally
· Department of Labor’s Networks

· Employer Assistance Resource Network (EARN)
· Over 10,000 contacts in their database, including
· Veterans Contacts

· One Stop Centers
· Disability Program Navigators
· Veterans Affairs

· Employment Coordinators






