TECHNICIAN / DUAL BID JOB ADVERTISEMENT SF-52 CHECKLIST

INSTRUCTIONS: THIS FORM MUST ACCOMPANY ALL SF-52s SENT TO STATE HRO
1. Supervisor Complete SF-52 (Use SF-52 Handbook) and route to HR Remote/Admin Reviewer

2. HR Remote/ Admin Reviewer: Certify completion of information & documents in HRO Remote/Admin Review Section

3. HR Remote/ Admin Reviewer: Return to superivsor for issues or forward complete SF-52 to HRO

SF-52'S MISSING THE BELOW INFORMATION AND THIS CERTIFICATION OF COMPLETION

WILL BE RETURNED WITHOUT ACTION

POSITION REQUESTING TO BE ADVERTISED:

PART A - REQUESTING OFFICE

BLOCK 1. ACTIONS REQUESTED - MUST LIST HOW POSITION IS TO BE ADVERTISED
*ARMY - FILL (DUAL OR NON DUAL STATUS/AREA 1 /AREA 2/ DUAL BID/INDEFINITE;
**AIR - FILL (DUAL OR NON DUAL STATUS/ AREA 1/AREA 2/AREA 3/DUAL BID/INDEFINITE

*MUST PROVIDE LENGTH OF ADVERTISEMENT (15 OR 30 DAYS)
BLOCK 4. PROPOSED EFFECTIVE DATE - Date on which advertisement is desired
BLOCK 5. ACTION REQUESTED BY - Name, Title, Date and Signature of Requestor

BLOCK 6. ACTION AUTHORIZED BY - Name, Title, Date and Signature of Athorizing Official

PART B - FOR PREPARATION OF SF-50

BLOCK 15. POSITION TITLE & NUMBER

*AIR INFORMATION: (PD #/ SEQUENCE #/ FUNC CODE / MPCN)
*ARMY INFORMATION: (PD #/ SEQUENCE #/ PARA / LINE)

BLOCK 16. PAY PLAN - Obtain from Official PD

BLOCK 17. OCC. CODE - Classification Series - Obtain from Official PD
BLOCK 18. GRADE OR LEVEL -Obtain from Official PD

**|IST ALL GRADES BEING ADVERTISED (I.E. GS-07/09/11)

BLOCK 22. NAME & LOCATION OF POSITION'S ORGANIZATION - Location of Position

BLOCK 32. WORK SCHEDULE - F = Full time /P =Part Time /S =Job Share

BLOCK 39. DUTY STATION - Installation or Activity City of position being advertised

PART D - REMARKS BY REQUESTING OFFICE

VICE - LIST CURRENT OR FORMER POSITION INCUMBENT IF APPLICABLE
**"\/ICE SMITH RETIREMENT" OR "VICE SMITH PROMOTION"

IF MULTIPLE GRADE ADVERTISED (GS-07/09/11) Promotion Potential (Yes / No)
GRADE INVERSION INFORMATION - Supervisor / Wage Leader / Small Shop Chief)
MINIMUM MILITARY GRADE

MAXIMUM MILITARY GRADE

DESIRED KSA'S FOR VACANCY ANNOUNCEMENT

ANY ADDITIONAL REQUIREMENTS FOR THE POSITION

INDEFINITE POSITIONS ONLY - Convert to Permanent w/out competition (Yes / No)

PART F - REMARKS FOR SF- 50

AIR - LIST IDENTIFIED CORRESPONDING MILITARY POSITION INFO FOR POSITION
ARMY - IF CORRESPONDING MILITARY SLOT IDENTIFIED, LIST MILITARY INFORMATION

ATTACHED DOCUMENTS - MANDATORY
SIGNED POSITION DESCRIPTION FOR POSITION BEING ADVERTISED

HRO REMOTE / ADMIN REVIEW SECTION

HR REMOTE / ADMIN REVIEWER SIGNATURE DATE
PRINTED NAME

As of 28 OCT 08
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