The certificate for your vacancy announcement number 16-XXXX-HQ-IN-DHA/DE/MP has been issued reflecting the final cut-off date. Please use the attached link to access the certificate(s).   

https://hr.mgsapps.monster.com/uscg-sso/UI/Login?module=MGSLoginModule&goto=https%3A%2F%2Fhr.mgsapps.monster.com%2Fuscg-ats%2Fj_login.hms

Enter the following, for Selecting Officials, use the following:

USERID: USCGMGR-HQ (update per Branch)

Password:  Homeland#20XX

Then, click the “HR Admin” icon (Important Note:  Do *not* click on Change My Password as this is a shared user account.  Certificate/Applicant Security is enforced by the Announcement Number & Online Cert Key combination provided below). Select the Certificate Review tab to access the certificates. Then enter the following, Announcement Number:  

On-Line Cert Key: 

Once you open the certificate, you will see a list of qualified candidates.  You may click on the candidates name to get the complete view of the candidate’s personal data, answers to core questions, vacancy data and resume. Certificates are valid for 30 days and maybe extended in 30 day increments NTE 60 days with a written request and justification from management.  Certificates will no longer be extended to ninety days per ALCOAST 144/16. Per the Civilian Hiring Process ALCOAST, certificates will be active for a maximum of 60 days total. 

Types of Certificates: 

1. Merit Promotion & Non-Competitive:  The candidates are listed in alphabetical order on the certificate; you may choose among any of the applicants without regard to order on each of these certificates.  Applicants are asked in the assessment questions to provide information about their performance appraisals and awards. Consideration of the applicants’ responses to the performance appraisal and awards questions should only be given to the extent that the information is relevant to the requirements of the position. http://www.uscg.mil/CIVILIANHR/staffing/docs/pdf/status_definitions_permanent.pdf

2. Category Rating: Under Delegated Examining, based upon their scores, candidates are placed into categories.  Veterans’ preference eligibles are placed ahead of non-preference eligibles within each category.   

a. Veterans’ preference eligibles are placed in quality categories according to guidance provided in the Office of Personnel Management’s Delegated Examining Operations Handbook.

b. If there are four or more veterans’ preference eligibles in the best qualified category, only the veterans’ preference eligibles in the best qualified category are referred to the selecting official.  If there are less than four veterans’ preference eligibles in the best qualified category, then the entire best qualified category (veterans and nonveterans) is referred to the selecting official.  

c. In cases where multiple vacancies are advertised, if there are more best qualified veterans’ preference elgibile than vacancies advertised, then only the preference eligibies in the best qualified category are referred.  For example if two vacancies exist and there are four best qualified preference eligibles, only the preference eligibles are referred to the selecting official.  If the total number of vacancies advertised is more than the total number of preference eligibles to be referred in the best qualified category, then all candidates (veterans and nonveterans) in the best qualified category are referred.  

d. When making a selection, veterans’ preference is an absolute.  An agency may not pass over a preference eligible to select a lower ranking nonpreference eligible.

The Coast Guard is fully committed to maintaining a highly talented and experientially diverse civilian workforce.  The diversity of thought, background, ideas and experience within our workforce contributes to the creative thinking and innovation that is critical to organizational excellence.  All employment practices, including recruitment, selection, development and promotion of employees will be free of discrimination. Supervisors and selecting officials must abide by the Merit System Principles, avoid Prohibited Personnel Practices and understand the legal consequences for non-compliance. The Merit System Principles and Prohibited Personnel Practices can be reviewed at: http://www.opm.gov/ovrsight/proidx.asp. This information provides the framework for ensuring that federal employees are hired, managed, trained, and rewarded based on merit factors.

It is also critical that supervisors learn effective interview techniques in order to help select candidates who possess the characteristics and skills needed to accomplish the mission. DHS/CIO has an extensive structured interview publication which guides supervisors through the interviewing process and helps them understand the necessary steps in conducting an effective interview. Supervisors can find this interview guide at:  http://www.uscg.mil/civilianhr/docs/pdf/InterviewGuide.pdf

It is recommended that supervisors use a diverse panel when interviewing candidates (consider inviting members of other commands or activities to sit on interview panels when practical and appropriate). Another key component of the hiring process is checking references. During this process, supervisors/ managers can verify information and gain additional knowledge to help predict a candidate’s ultimate success on the job. Proven techniques for conducting reference checks may be found at: http://apps.opm.gov/ADT/ContentFiles/ReferenceChecking.pdf

IT IS IMPORTANT THAT SELECTING OFFICIALS AND/OR INTERVIEW PANEL MEMBERS ARE ABLE TO RECONSTRUCT THE SELECTION PROCESS.  ALL NOTES FROM THE INTERVIEWS SHOULD BE KEPT WITH THE SELECTING OFFICIAL TO INCLUDE NOTES FROM ANY INTERVIEW PANEL MEMBERS.  THIS IS EXTREMELY IMPORTANT IN CASE OF A COMPLAINT.

Once a final selection is made, supervisors are not authorized to discuss the decision with the applicants. Instead, supervisors must contact their HR Specialist who will provide a tentative offer to the applicant, along with a request for additional employment information related to:  employment suitability, clearance requirements, educational verification, veteran verification etc.  A final employment offer will be issued by the CSA/HR Specialist once the supplemental employment information has been received and reviewed. In some circumstances tentative offers have been withdrawn based upon the assessment of the employment information, therefore it is important to have tentative and final offers communicated to the applicant by the CSA/HR Specialist.

Once you have made a selection for the position, complete the disposition box on the far right side of the certificate by clicking on the drop down arrow and choosing the appropriate code, i.e. “A” for Selected, “NS” for Nonselected, etc. When finished completing the disposition, click on “Submit to HR” button at the bottom of the screen and complete the Action information by clicking on the drop down arrow and making a selection from one of the choices, i.e. Selections (completed). You may also provide any comments, such as desired entrance on duty date, etc. In the box for selecting official, enter your name and provide the selection date by clicking on the drop down arrows next to month, day, and year. When finished, click on “Send to HR”.

IMPORTANT SURVEY: The CHCO Council Management Satisfaction Survey needs to be completed at http://study.opm.gov/mss/. Your responses will help improve the Coast Guards’ as well as the Federal Government’s hiring process. The hiring survey link can also be accessed directly from the Certificate View in Monster. Your input is anonymous; no individual respondents will be identified. Please be candid; your candor will help us improve the Federal Hiring Program. Consider your experience only with the hiring process for this vacancy. It should take five minutes or less for you to complete this survey.
