
12 Steps to Fill a Civilian Position 
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Approval  
- CAO 

(5-7 days) 

Key: 
Yellow – PD 
Green – DCAO 
Blue – OMB 
Gray - OHRM 
 

  
Longer if negotiating 

salary 

Step 10 
Background 
(2-3 months) 

Step 7 
Testing 

(2-4 weeks) 

OHRM 
(2-3 

months) 

Step 4 
Posted Announcement 

(2 weeks) 
 

Step 5 
Rating/Certification of 
Applicants (OHRM) 

(1-2 months) 

Step 3 
Announcement 

Preparation 
(OHRM & PPD) 

 

PD 
(1-2 weeks) 

Step 8 
Interview Process 

(4-6 weeks) 

Step 12 
Hiring 

(2-4 weeks) 
Longer if negotiating salary 

Step 11 
Background Review 

(5-7 days) 

Step 6 
PPD Certification 

Processing 
(5-7 days) 

Step 9 
Selection 

(2-3 weeks) 

Approval  
- OHRM 
(5-7 days) 

Step 1 
Request to Hire 

Package 
(1-3 days) 

PD 

Step 2 
Authorization to Fill 

Position 
PD - (7-10 days) 

 

Approval 
-  DCAO 
(1-3 days) 

Approval -
OMB 

(4-8 weeks) 


