                      HQS HUMAN RESOURCES MANAGEMENT DIVISION

                                  STANDARD OPERATING PROCEDURE

Activity:  Qualifications for Employment and Training

Responsible Branch:  Headquarters Operations Branch

Purpose:  Establishes procedures to document qualifications determinations

Effective Date:  August 30, 1999

Authority:  OPM/NASA Qualification Standards for General Schedule Positions

Applicability:  NASA Headquarters Offices (except the Office of Inspector

                        General)

INTRODUCTION:
The Headquarters Human Resources Management Division is responsible for making qualifications determinations for all applicants for GS/GM employment to assure that those referred for selection are capable of performing the duties of the position for which they applied.

DELEGATION OF AUTHORITY:
Authority to make qualifications determinations has been delegated to Personnel Management Specialists, Personnel Services Specialists, and Personnel Assistants with, in some cases, guidance from a senior specialist.

PROCEDURES:
When making qualifications determinations, the following steps must be followed:

1. Determine the appropriate OPM/NASA qualification standard for the position to be filled

2. Use only the on-line qualification standards to ensure that the most current version is being utilized

3. Compare the qualifications of the individual against this standard, making sure that positive educational requirements are met, in addition to the required experience level

4. Document the qualifications determination using the attached form

5. File a copy of the qualifications determination on the left side of the official personnel folder

6. If CPP procedures are used, also file a copy in the official CPP folder

Employees who have been qualified to hold their position are considered to also be qualified to receive any training related to that position.

_________________________                           ___________________

Alfred Castillo                                                                      Date

Director

Headquarters Human Resources

 Management Division

