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AZNG HRO

INTERVIEW COURSE - Course Over view

Å DEMA Directive 25 -6, AZNG Merit Placement Plan (MPP), dated; 15 May 2009

Å Purpose, Scope and Legal References

Å Position Management

Å Announcement Considerations ðAction Types and Points to Ponder

Å Supervisor Responsibilities and  duties

Å Announcement Process

Å Basics

Å Conditions of Employment

Å Area of Consideration

Å KSAõs ðExactly what are they?

Å How to Apply

Å The Qualification Requirements

Å Brief Job Description

Å Selection Process Requirements - MPP, Section 7 -Referal and Selection 

Å Application Packages

Å Interview and Selection

Å Developing A Selection Matrix

Å Application

Å Interview

Conducting Interview

Å Merit Placement Package Return Procedures
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DEMA Directive 25 -6, 

AZNG Merit Placement Plan , Dated: 15 MAY 2009 -

Scope, Purpose and Legal References 

Å Scope:  

This directive establishes policies, procedures and 

regulatory guidance for filling all Dual Status (military), 

Non-Dual Status (civilian) and Air AGR vacancies.  

(Army AGR vacancies are managed by AZ ARNG 

Regulation 600 -5) 

Å Purpose:

The purpose of this directive is to fill all positions 

covered by the  AZNG MPP with qualified applicants and 

to provide the opportunity for current fulltime 

employees of the AZNG to compete for advancement in 

a fair and equitable manner.

DEMA Directive 25 -6, AZNG Merit 

Placement Plan, Dated: 15 MAY 2009 ð
Scope, Purpose and References

ÅApplicable Legal References:
1. Title 5 United States Code: Government Organization and 

Employees

2. Code of  Federal Regulations 5, Administrative Personnel

3. Title 32 United States Code: Section 709 ðNational Guard 

Employment, Use, Status 

4. TPR-300 - Merit Placement for National Guard Technician

5.  ANGI 36 -101 ðPersonnel, The Active Guard/Reserve Program 
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Position Management, Announcement 

Considerations -Points to Ponder and Action Types

Å Position management is ultimately the responsibility of the supervisor 

and the entire management team.

Å There are many things to consider while performing position 

management duties in regards to filling a position:

1. Type of action to use ðCompetitive or Non -Competitive.

2. Position type to be used ðPart time, full time, indefinite, permanent, 

Dual Status, Non -Dual Status or AGR.

Å Competitive Actions ðPosition Fills (announcements), Reassignments  

that are competed to provide the current workforce an opportunity  to 

broaden their careers.

Å Non-Competitive Action - Management Directed Reassignments, 

Temporary Promotions, Details (higher or lower grades), Statutory 

and Regulatory Placements (USERRA, Priority Placement Program 

employees), Temporary Appointments, Classification Actions, 

Placement of over graded Employees, Key Staff Appointments, 

Career Promotions and Reinstatement of former employees (sect 2 -2, 

k.).

Position Management, Announcement 

Considerations -Points to Ponder and Action Types

Å Non-Competitive Action Types:  

1.  Management Directed Reassignments (for cause, 

RIF/Reorganization/Re -missioning etc). 

2.  Temporary Promotions.  

3.  Details (to higher or lower grades).

4.  Statutory/Regulatory Placements (i.e.. USERRA,  

Priority Placement Program etc).

5.  Temporary Appointments.      

6.  Classification Release Actions. 

7.  Promotion of employees in grade retention status

8.  Key Staff Appointments.

9.  Career Promotions of employees hired at a lower grade  

from an announcement  that stated a known promotion 

potential to a higher target grade

10. Reinstatement of former employees (as outlined in the 

AZNG MPP,  Section 2 -2, k.) 
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Supervisors Responsibilities and Duties

- Must Do List

Å Develop the Knowledge, Skill and Ability statements (KSAõs) for the 
announcement.

Å Submit Request for Fill Action SF -52 with all required data/information.

Å Develop the Selection Matrix prior to the announcement closing date.

Å Adhere to the AZNG MPP in its entirety, and manage their selection 
process IAW Section 7, Referral And Selection of this plan.

Å At all cost avoid the òPerception of Pre-Selectionó.

Å Conduct panel interview(s) with only certified/qualified  board members. 

Å Treat every Applicant the same.

Å Ensure the selected applicant is in the AZNG and assigned to a 
compatible military position, before the scheduled start date.

Å Only request hire dates for the beginning of pay periods (no out of pay 
period hires are allowed).

Å BE FAIR AND EQUITABLE TO ALL TO EVERY APPLICANT AND TREAT 
THEM AS YOU WOULD LIKE TO BE TREATED.

Understanding Announcements -
Basics
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Understanding Announcements -
Basics

Å Advise Potential Applicantõs to:

1. Carefully read the entire announcement (FRONT & BACK).

2. To Include ALL REQUIRED FORMS & LISTED DOCUMENTS (RIPõs, PT 

Scores, AF 422, OF -306, etcé)

3. To prepare for the interview by reviewing technical material, PD, etcé

Å Post Announcements on Bulletin Boards within the work place 

location.

Å Encourage and seek out the widest possible applicant participation.

Å Manage your Announcement/Selection Process with the goal of 

assuring that your process is defendable.

Å Prior to requesting a Fill action assure sound Position Management 

Principles are addressed. Ensure all alternatives available have been 

considered besides the formal announcement process  (see non -

competitive actions list).

Understanding Announcements -
Basics ðThe Header, Announcement Number, Dates, Title, PD Number, 

Military Grades , Salary Range, Position Type, Position Location
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Understanding Announcements ð

Conditions of Employment ðConditions of Employment, Known Promotion 

Potential, EEO Statement (responsibilities)

Understanding Announcements -
Area of Consideration ðAOC Notes (Become Conditions of 

Employment)



7

Understanding Announcements -
Area of Consideration - AOC Notes (Become Conditions of Employment)

ÅConditions of Employment/Notes:
NOTE:  Selection from this announcement may be in support of an   

ARNG reimbursable program with limited funding/duration

NOTE:  Individual must possess a valid Arizona Drivers License and   
have the ability to obtain a Military Drivers License.

NOTE:  Selectee must possess or be able to obtain a SECRET 
security clearance.

NOTE:  This position requires frequent TDY travel.

NOTE:  This position is subject to rotating shift work.

NOTE:  Applicants must attach a Military Personnel RIP in order to be 
considered, applications received without a military RIP will 
not  be forwarded to the selecting supervisor for 
consideration.

*ANY specific job requirements must go here*

Understanding Announcements -
Area of Consideration - Who is eligible to apply and will be considered if 

qualified

Å AREA OF CONSIDERATION:
This position is in the Federal/Excepted Civil Service and is open to 
current members of the Arizona Army National Guard .  Individual will 
receive an Indefinite Appointment and may be converted to 
Permanent status upon receipt of a Permanent position.  Acceptance 
of a Federal Excepted Position of over 179 days in length will cause 
termination from the Selected Reserve Incentive Program (BONUS).  
Individual selected will be required to take a pre -employment medical 
screening which will be paid for by the Agency.  PCS FUNDS NOT 
AUTHORIZED .

YOU SHOULD ALWAYS START WITH  THE CURRENT FULL TIME WORK 
FORCE  AND EXPAND THE AOC IF REQUIRED 

You may request a more restrictive AOC if you have a 
reasonable/potential pool of applicants available within your own 
workplace (3 or more).

You should always consider your current full time workforce 
for promotion opportunities, reassignments before 
considering external applicants.
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Understanding Announcements -

KSAõsðYour tool  in determining the best qualified  best fit applicant is your 

KSAõs.  The KSA Rule is ; No More than 10 and no less than 4.

KSAs: Are the selecting supervisor ós best tool in determining the best 

applicant for the position.  Your KSAôs should be written at the fully 

successful  performance level.  

Understanding Announcements -
How to Apply Instructions 


