Below are the details to access the draft vacancy announcement for the subject position. The vacancy open date will be updated once the position has opened. 

Please use the attached link: https://hr.mgsapps.monster.com/uscg-home/login.hms preview the vacancy announcement. 

(Case Sensitive)

USERID: USCGMGR-HQ

Password: Homeland#XXXX
Steps:

1. Click the above link to login
2. Click "Launch Pad"
3. Click “HR Admin”

3. Click on "Vacancy Review"

4. Enter the following announcement number and click "Go" 


16-####-HQ-XX-M


16-####-HQ-XX-D


16-####-HQ-XX-DHA

5. Click "View Preview with Vacancy Questions." A new browser window will populate and you can review the announcement electronically or print a copy and provide edits to your servicing HR Specialist. 

5.  To select questions for your vacancy, click the "Question Selection" in the purple dashboard, then click "United States Coast Guard." 

5a. On the right side of the screen there is a Filter tab, click this to narrow down your question search. Select the appropriate series under "Category" drop down NOT the "Series" tab. Once you've selected the appropriate series under the "Category" tab, click "Apply," then "Apply Filter" and a list of available questions will populate. Note: If you select the series by "Category," it will provide a list a "Sub-Category" options that will further narrow down your search by competencies. 

5b. You may also search for questions using the open text box next to the "Search By" tab. For example, type in "Human Resources" and all questions (no matter the series) that includes "Human Resources" in the question text will populate on the list. 

5c. Email Question List: You may now email your selected question list directly to your servicing HR Specialist. After filtering, check the box next to the question(s) you want to use. Once you've checked multiple boxes, click the drop down "Bulk Actions." Select “Email Question Selection,” then click Apply. In the “To” drop-down, select your servicing HR representative and input the vacancy number provided in step 4 above, PCN and Job Title into the “Subject” line. Click Send and the HR representative will receive the list of selected questions within an hour via email. 

5d. Create Saved Question List and Email: When reviewing the filtered question list, check the box next to the question(s) you want to use. Once you've checked multiple boxes, click the drop down "Bulk Actions." Select "Create List" and this will be the master list of questions you may save, print and email. The naming convention for the question list should be easy to identify such as using the vacancy number provided to you in step 4 above and PCN. The screen will refresh. Go to "View List" and select the list you just created and click "Apply." On the next screen, click the email symbol, then select the name of your servicing HR Specialist, then click "Send." Your servicing HR Specialist will receive your question list via email within an hour. You may also print your question list by clicking the printer icon. 
5e. If you encounter issues with 5c or 5d above, you may provide a typed list of your selected Question ID numbers via email to your servicing HR Specialist.   

According to the Hiring Reform that was made effective November 1, 2010, essay questions can no longer be used on job announcements. Please seek guidance from HR is you need to add questions to reflect a needed knowledge, skill or ability for your position. 

In keeping with the OPM request for streamlining the application process, we are asking managers to take a closer look at the questions and try to maximize questions to 10-12, if possible, and 15 maximum (excluding the two performance related questions). The maximum number of questions is guidance. OPM has found that the best qualified candidates will apply when the questions are fewer and more concise.

If you have suggestions or edits for the draft announcement, please contact your servicing HR Specialist directly. You may also enter your comments into FedHR directly, but please note the character limit is 4,000 characters. You can list your question identification numbers here separated by commas. 
