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Competency

Competency Description

Characteristics, 
Behaviors,
Attributes, 
Skills

 Competencies Role: HR Specialist

Staffi ng and Recruiting 

Applying HR concepts, principles, and practices related to 
identifying, attracting, and selecting individuals and placing 
them into positions.

• Apply knowledge of HR concepts, principles, and 
practices related to identifying, attracting, and selecting 
individuals and placing them into positions.

• Apply established personnel authorities, standards, 
policies, and procedures to promote, place, or appoint 
personnel. 

• Understand and apply legal and regulatory requirements
• Apply knowledge of the organization, strategic goals, 

and culture in developing, communicating about, and 
implementing staffi ng and recruiting practices.

• Use special placement programs and special hiring or 
appointing programs as appropriate to meet customer 
requirements. 

• Advise managers on staffi ng requirements and options. 
• Assess managers on recruiting goals against market 

conditions and develops recruiting strategies and plans. 
• Advertise vacancies internally and externally using 

appropriate media and use a variety of standard 
recruitment strategies to identify candidates.

• Apply organization strategies and goals in performing 
basic staffi ng and recruitment activities. 

• Develop rating factors and crediting plans for job 
announcements that meet legal and regulatory 
requirements. 

• Rate applications and refers candidates to selecting 
offi cials for consideration. 

• Describe the organization’s hiring process to employees 
and managers. 

• Continually learn about respective discipline.
• Work with a variety of diverse situations and people.
• Maintain composure and confi dence and perseveres 

when faced with changing demands, priorities, 
challenges, obstacles, and crises. 

• Demonstrate fl exibility to change work plans in 
accordance with changing business situations.
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DRAFT

Staffi ng and Recruiting 

Profi ciency Level 1 – Awareness
• Demonstrates familiarity with HR concepts, principles, and practices related to 

identifying, attracting, and selecting individuals and placing them into positions

Profi ciency Level 2 – Basic
• Demonstrates understanding of applying established personnel authorities, standards, 

policies, and procedures to promote, place, or appoint personnel
• Demonstrates understanding of legal and regulatory requirements
• Advertises vacancies internally and externally using appropriate media
• Applies organizational strategies and goals in performing basic staffi ng and recruitment 

activities
• Uses a variety of standard recruiting methods to identify candidates
• Develops job announcements

Profi ciency Level 3 – Intermediate
• Applies established personnel authorities, standards, policies, and procedures to 

promote, place, or appoint personnel
• Applies understanding of legal and regulatory requirements
• Advises managers on staffi ng requirements and options
• Develops rating factors and crediting plans for job announcements
• Rates candidates and refers to selecting offi cials
• Explains organization’s hiring process to employees and maangers

Profi ciency Level 4 – Advanced
• Establishes special placement programs and special hiring or appointing programs as 

appropriate to meet customer requirements
• Oversees application of legal and regulatory requirements
• Oversees development of standard recruiting methods for the organization

Profi ciency Level 5 – Expert
• Ensures alignment of recruiting methods and practices with organizational goals, 

strategies, and mission
• Oversees reporting on recruitment and staffi ng activities, standards, and practices
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Staffi ng and Recruiting Competency Profi ciency Level
Pay Band

[pb 1] [pb 2] [pb 3]
Grade Level

5 7 9 11 12 13 14 15+
Profi ciency Level

1 1 2 3 4 4 5 5

The table below displays the profi ciency level for the Staffi ng and Recruiting competency 
assigned by grade level (grades 5 through 15). 


