Lesson 11

MERIT

PROMOTION

Issue:  Merit Promotion

Audience:  NRCS employees

Motivation:  Assist employees to understand the Merit Promotion procedures.

Objectives:  

· Describe the Merit Promotion process.  

· Explain the difference between competitive and non-competitive promotions. 

·  List the documents required to respond to a vacancy announcement.

Goal:  Educate NRCS employees to the difference between competitive and non-competitive promotions and how to apply to a vacancy.

Method:  Lecture and group discussion.

Materials:  Lesson plan, handout materials, General Manual Part 36 part 408.

Lesson Objectives:

At the end of the lesson, participants should have an understanding of the Merit Promotion system:

· Know the difference between competitive and non-competitive promotion.

· Know how to apply to a vacancy announcement, i.e., documents to use.

· Know employees have the responsibilities of preparing resumes and meeting established deadlines.

· Know where to submit an application.  Do not use official government mail.

· Know applications are reviewed and a list of qualified candidates is prepared.  This list is provided to the selecting official.
Begin the Lesson

Tell the participants there is a chance for everyone to receive a promotion and they need to learn the procedure for receiving this promotion.

Types of Promotions

1.
Competitive – Means any merit selection not excluded from competition.

2. 
Noncompetitive – Career promotion of an employee through a “career ladder” position to the full performance level of an occupational series.

A career ladder is a range of grades in the occupational series which represents the level at which all employees are given grade-building experience and to which they may be noncompetitively promoted.

Positions may be announced at more than one grade level.  For example, we may advertise a Soil Conservationist position at the GS-9/11 level.  If a GS-9 is selected, he/she may be promoted to the GS-11 level after gaining the required experience and serving the required time-in-grade without further competition.

How to Apply

Read the vacancy announcement and follow instructions.  The following forms are usually required:

1.
Resume – Optional Form OF-612 or any other written form you choose.

2.
KSA’s – A written response to each knowledge, skill, and ability.

3.
Current Performance Rating, AD-435, not over 18 months old.

You must meet established deadlines, i.e., closing date (and time) of announcement.

Summary

Use a quiz to bring out all the main points.  This will show if the employee is qualified to receive the promotion.

Quiz

T
F
1.  Application will be accepted as long as it is post marked by the closing 



     date.

T
F
2.  Must use SF-171, Application for Federal Employment, to apply for 



     vacancy.

T
F
3.  Must use personal postage to mail application.  
T
F
4.  All noncompetitive positions must be applied for.
T
F
5.  Current Performance Rating should not be over 24 months old.
Essay


6.  Briefly explain the difference between competitive and noncompetitive.

