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This agreement documents the Annual Strategic Conversation held between the
 ___________________________________________________ (Line Office/Corporate Office)
and the Workforce Management Office (WFMO) on ___________________ (date).

The conversation included discussion and agreement in the following areas as they affect both organizations:

I.
Strategic Conversation
· Mission:  [any changes to mission]

· Strategic goals:  [changes/additions and their expected impact on human resources]

· Budget:  [anticipated RIF or freeze, contracting out of services, etc.]

· Organizational structure: [anticipated reorganizations, establishment of new positions, etc.]

· Other:
II.
Hiring Cycle Timeframes
The WFMO and the _____________________ (LO/CO) commit to a 70 business-day hiring cycle for every hiring action.  The 70 business-day model begins when the HRA receives a complete hiring package and ends when a job offer is made to the candidate(s). The following identifies the actions to be taken and provides the maximum timeframe for each item required to achieve this hiring model: 
	

	

	Action Item
	Principle 
Owner *
	Contributor*
	Time Line
(business days)
	Target Date
	Actual Date

	Strategic Conversation conducted
	Hiring official 
	HRA
	
	
	

	Complete Recruitment/Hiring Package, (e.g., SF-52 and classified position description, etc)  received by HR Advisor. (Beginning of 70 business day hiring cycle).

· Discuss and approve staffing timeline.
· Conduct Job Analysis – as outlined in Job Analysis SOP
· Develop and issue draft vacancy announcement.  

	Human Resources  Advisor (HRA)
	Hiring official, Subject Matter Expert (SME), and/or Line Office/Corporate Office (LO/CO) Admin Liaison
	10
	
	

	Draft vacancy announcement reviewed and approved
	Hiring official

 
	N/A
	5
	
	

	Post vacancy announcement on USAJOBS.
	HRA
	N/A
	2
	
	


************************
	15
	
	

	Applications reviewed by HR for referral eligibility and minimum qualifications determination.  Certificate of candidates issued.
	HRA
	SME
	14
	
	

	Certificate(s) received by hiring official.

· Interviews conducted by hiring official.

· Contact references of initial selection

· Coordinate Demo Pay Issues if applicable
· Certificate with selection returned
	Hiring official
	Hiring official, SME, and/or Panel
	20
	
	

	WFMO reviews selection

Job Offer(s) made to candidate(s) by HR.  (Close of 70 business day hiring cycle.)
	HRA
	N/A
	4


	
	


*Principle Owner (responsible person to complete task)

*Contributor (responsible for providing supporting information/documentation; includes SME) 
NOTE:  70 business-day model begins when HRA receives a complete hiring package and ends when a job offer is made to candidate(s).

Approved:




____      


Date:




    Deputy AA, (Line Office/Corporate Office)

Approved:







Date:




    (WFMO Client Services Director
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