HRO Fact Sheet for U.S. Applicants
Frequently Asked Questions
We hope that you will find the following information helpful.  The HRO staff is also available to answer your questions and concerns.  Please call for an appointment and state your concern or question.  In doing so we will be able to set aside time to give you individual attention.

Question: 
How do I apply for a position?

Answer:
Position announced by HRO:  You may apply for a position announced locally by submitting a resume or Optional Form 612 and by following our “Instructions to U.S. Applicants”.  Please review the announcement and instructions carefully for any additional forms you need to attach.  The Standard Form (SF) 171 is obsolete, but may be used locally only.


Position announced by a Human Resource Service Center:  Positions announced by the Department of the Navy, Human Resource Service Centers, including positions announced by the Human Resources Service Center, Europe, accept resume format applications only.  You may use the “Resume Builder”, a program that helps you write an application, by accessing the Department of the Navy web site at, http://www.donhr.navy.mil, choosing “Job Opportunities” and then “Jobs, Jobs, Jobs”.  Simply click on the geographic location, locate the position being announced, and click on “Take me to the Resume Builder” to apply electronically. 

Question:
What happens to my application after I submit it to the HRO? 

Answer:
Once your application is received by the HRO it is placed in a Merit Staffing folder to await the closing date or the 1st cutoff period shown on the vacancy announcement.  All applications received for each announcement are screened taking into consideration the various preferences and appointing authorities.  Accordingly, qualified and eligible candidates are referred to the requesting Selecting Official. It is up to the Selecting Official to make the decision whether to select or not select referred candidates.  The HRO does not make selection decisions.


After making a decision, the Selecting Official returns the certificate to the HRO.  If a selection has been made, the HRO will make a tentative offer to the selected candidate.  If no selection has been made, the Selecting Official may decide to reannounce the position, broaden the area of consideration, or decide to cancel the recruitment action. 


If you are selected and accept the offer of employment, you will be asked to complete a check-in package prior to your reporting date.  Job offers are tentative pending satisfactory completion of required paperwork, and passing a physical medical examination, if required.  (Not all positions require a physical examination).

Question:
Why does it take HRO so long to process my application?
Answer:
Unfortunately, it sometimes takes a while after the closing date (or 1st cut off period) of the vacancy announcement, to rate applications.  We service both U.S. and Local National positions.

Question:
How can I find out the status of my application?

Answer:
You may call us at 624-6681 or 624-6688 (commercial (095) 86-6681/6688) to find out the status of your application on Tuesdays between the hours of 0930 to 1130 and Thursdays between 1330 to 1530.  Please allow a reasonable time prior to calling, we suggest about 10 days after the closing date or 1st cut off date of the announcement.  Please do not call on behalf of someone for the status of their application.  We will not release information to persons other than the applicant.

Question:
Why haven’t I heard anything about my application or received any notification about the status of my application?

Answer:
Unfortunately we do not have the resources to notify applicants of the status of their application.  We receive over 100 applications for many of our announcements.  The HRO has limited personnel operating under time sensitive requirements.  You may call the HRO for the status of your application after the certificate is complete to discuss your application.  You may also call to make an appointment to discuss your application with a specialist.

Question:
My application was referred, why wasn’t I called for an interview?  If I do not receive a call, does that mean that I’m not qualified?

Answer:
Selecting Officials may interview all, some or none of the referred candidates.  Not receiving an interview does not necessarily mean that you are not qualified. 

Question:  
How does the HRO determine who is qualified for the position?  

Answer:
Qualification determinations are made based on the Federal Office of Personnel Management qualification standards.  Applicants can make an initial self-determination by reviewing the required qualifications and experience reflected on the vacancy announcement.  The final determination is made by the HRO in that we must consider factors such as Veterans’ Preference and Spouse Preference, number of applicants, recency and applicability of experience, etc.  Staffing positions can be a complicated process.

Question:  
What is Spouse Preference?

Answer:
It is “preference” in employment for civilian positions in the same commuting area of the sponsor’s overseas duty station. “Preference” is priority in the selection process for military spouses when they are being considered along with others.  It applies only when the spouse is among the best qualified candidates. “Preference” does not mean that positions are created or made available especially for spouses or that spouses have any special appointing authority or a guarantee that a job will be available.


If you wish to use your Spouse Preference, you must specify so on the “Family Member/Military Spouse Supplement” form submitted with your application.

Question:
If I have used or am not eligible for spousal preference, but think I am more qualified than a person who has spousal preference, will my application be referred?

Answer:
Depending on who applied for the position will determine the order of referral.  Who to refer and how they will be referred depends on whether the applicants are qualified, and, if so, whether they have preference eligibility for the vacancy announced. 

Question:

When do I lose my spouse preference?

Answer:
You lose your spouse preference when you accept or decline a permanent full time, part time, and intermittent position.  This includes flexible positions offered by the Navy Exchange and MWR.  You will also lose your spouse preference when you accept or decline a temporary position expected to last one year or more.

Question:  
What other types of preference could I be eligible to receive?

Answer:
Preference eligibility may be extended to certain veterans.   In addition, under the Veterans Employment Opportunity Act (VEOA) veterans who have served honorably for three (3) or more years with the Armed Services may apply and compete for positions announced under the Merit Promotion process.  In order to be considered under the Merit Promotion process, these veterans must be among the “Best Qualified” to be referred.  Spouse preference will also apply in this category.  If you are eligible for a Veteran’s Readjustment Appointment you may be referred for a two-year term appointment. 

Question:
Why do I have to submit more than one application? And how come there are so many documents to provide each time I apply for a position?

Answer:
At the present time, in order to be considered for more than one vacancy, we need more than one application.  Under the NATO Status of Forces Agreement, all personnel hired must be eligible to be a member of the “civilian component” which requires documentation.  In addition to the application or resume, this documentation includes:  copy of your Soggiorno Permit, the “Overseas Residency Questionnaire”, the “Family Member/Military Spouse Supplement” form, and any required documentation needed to determine eligibility.  Details of your no-fee/official passport with visa and copy of sponsor’s orders or other sponsorship documentation are needed at the time of hiring.
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