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This instruction contains local policy and provides guidance for approval of NH-IV positions submitted to the Human Resource Council (HRC) for review.
1.  SUPERVISORS AND MANAGERS WILL:

1.1.  Recommend selection panel members. The panel should be a minimum of three individuals consisting of the selecting official, other subject matter experts, and/or AFFTC senior managers (NH-IV or equivalent military members).  Panel members should offer a depth of corporate knowledge and objectivity and therefore membership should include representative(s) assigned to organization(s) other than the one in which the position is located. A selection panel is not required if there is only one candidate for a position.  Other exceptions for selection panels will be approved by AFFTC/CD.

1.2.  Make tentative selections.

1.3.  Submit selection packages to Operating Boards. Packages should include a justification indicating reasons why the selectee was chosen including any special qualifications considered.  If interviews were conducted include a summary of the process and conclusions.  If interviews were not conducted a full explanation is required.

1.4.  Notify nonselected candidates when personnel action is approved.

2.  OPERATING BOARDS WILL: Review organization selections and recommend approval to the HRC.

3.  CIVILIAN PERSONNEL OFFICER WILL:

3.1.  Approve selection panel membership.

3.2.  Provide oversight of the process for adherence to merit principles and EEO principles.

4.  AFFIRMATIVE EMPLOYMENT SECTION WILL:

4.1.  Issue referral certificates to supervisors.

4.2  Email selection package to the HRC members. 

4.3.  Notify the selecting supervisor when the selection has been approved and make the job offer.

4.4.  Ensure personnel actions are processed effective the pay period following approval.

5.  HRC WILL:

5.1.  Review the following actions for AFFTC/CC approval:

5.1.1.  Permanent Competitive Promotion, Appointment or Transfer.

5.1.2.   Permanent Noncompetitive Promotion.

5.1.3.  Temporary Competitive Promotion exceeding 120 Days.

5.1.4.  Competitive Detail exceeding 120 days from a lower broadband.

5.1.5.  Temporary or Term Appointment exceeding 120 Days.

5.2.  Review selection packages within 3 workdays of email receipt.  HRC members may contact the selecting supervisor for additional information.  Packages may be held for a formal discussion at the next HRC meeting or a special executive session may be called.

5.3.   Forward recommendation to AFFTC/CC for selection approval.

6.  AFFTC COMMANDER WILL:  Approve NH-IV selections as indicated in 5.1.







WILBERT D. PEARSON, JR., Major General, USAF
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