DEFINITIONS OF TERMS USED IN VACANCY ANNOUNCEMENTS

Administratively Uncontrolled Overtime Pay — Pay for overtime work that cannot be scheduled in advance but is required due to the nature of the job (e.g., pursuing leads). 

Basic Pay or Rate of Basic Pay — The rate of pay fixed by law or administrative action for a position before any deductions (such as taxes) are made. It does not include additional pay of any kind (such as overtime pay). 

Career Appointment — Type of appointment in the competitive service given to an employee who has worked for the Federal government, on a substantially continuous basis, for 3 years. 

Career-Conditional Appointment – Type of appointment in the competitive service given to a person who has not previously held a career appointment. 

Certificate of Eligibles — A list of the best qualified applicants who are referred for selection consideration. 

Change to Lower Grade – The movement of an employee to a position at a lower grade level. 

Competitive Examination — The process used to fill civil service positions in the competitive service. Examinations consist of a broad range of tools, used individually or in combination, including objective tests, assessment centers, evaluation of education and experience, professional certification, structured interviews, and work sample assessments. 

Competitive Service — Civilian positions in the Federal government, not specifically excepted by law or regulation, for which applicants must undergo a relative examination of their qualifications. 

Competitive Status – A state achieved by satisfactorily completing the probationary period required of all new Federal employees appointed into the competitive service. 

Detail – The temporary assignment of an employee to a different position. 

Duty Station or Duty Location — The city or town where an employee works (or where a vacant position is located). 

Entry on Duty Date — The date a person is sworn in as an employee. 

Excepted Service — Civilian positions in the Federal government excepted from the requirements of the competitive service by law or regulation. 

Full-time Work Schedule — A schedule that requires an employee to work 40 hours each week or 80 hours every two weeks. 

Grade Level — A level of work with a similar range of difficulty, responsibility and qualification requirements. 

Intermittent Work Schedule — A schedule that requires an employee to work on a less than full-time basis with no predetermined tour of duty. 

Law Enforcement Availability Pay — Pay for criminal investigators who are required to work, or be available to work, substantial amounts of overtime. (Note: these employees may not also receive administratively uncontrolled overtime pay.) 

Locality Pay — Pay authorized within a given geographic area to reduce disparities in salary with non-Federal workers. 

Merit Promotion Program – The system under which employees in the competitive service are considered for vacant positions on the basis of personal merit. This involves a competitive process in which applicants are evaluated and ranked on the basis of their experience, education, skills and performance record. 

Noncompetitive Action — The appointment, promotion, change to lower grade, reassignment, transfer, or reinstatement of a person who is not required to compete with other applicants because the person already competed for a position with the same promotion potential during prior Federal service. 

Part-time Work Schedule — A schedule that requires an employee to work between 16 and 32 hours each week. 

Placement — Putting employees into jobs. This may be done by appointment, promotion, change to lower grade, reassignment, transfer or reinstatement. 

Probationary Period — The one year period following an employee’s competitive appointment during which the agency determines the fitness of the employee for Federal service. Employees separated during this period have no appeal rights. 

Promotion — The movement of an employee to a position at a higher grade level. 

Reassignment — The movement of an employee to a position at the same grade level. 

Recruitment bonus — A one time payment of up to 25 percent of basic pay to a person who is willing to accept a job that has been difficult to fill. 

Reinstatement — The reemployment, without use of a competitive examination, of a person who previously occupied a position in the competitive service. 

Special Salary Rate — Pay rates higher than that authorized for most other positions at the same grade level. These rates are paid to recruit or retain well-qualified persons when private enterprise is paying substantially more than the Government for the same type of work. 

Temporary Appointment — An appointment made for a limited period of time and with a specific not-to-exceed date. 

Term Appointment — An appointment made for at least one year but not more than four years. 

Tour of Duty — The hours of a day and the days of the week that are scheduled in advance during which an employee is required to work. 

Transfer — The movement of an employee from a position in one agency to a position in another agency. 

