
FY18 Selection Process Overview
DHS SES Candidate Development Program

Annette Clare
Program Manager, MGMT/OCHCO
U.S. Department of Homeland Security

January 4, 2018

Presented by:

DHS SESCDP Program



Overview – SES CDP

Program Elements
• 12-18 months
• Orientation
• Interagency training through 

American University
• 2 x 360 Assessments, Executive 

Coaching
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Overview, con’t

Program Elements, con’t
• Executive Development Plan 

(EDP)
• Developmental Assignment
• DHS Executive Mentor
• ECQ Writing Workshops
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Eligibility

All qualified individuals within the civil 
service…
…who have at least one year of supervisory 
experience at the GS-14 level (and 
equivalent) or above…
…and have demonstrated exceptional 
executive leadership potential.
• Supervisory experience explicitly reflected on the 

Resume
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Application

• On/About Jan 9-22 via USAJOBs
• Open 14 calendar days
• By Occupational Track

• Core
• Support
• Attorney/Legal
• Law Enforcement
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Application, con’t

Documents:
• Chronological 5-pg resume
• Assessment Questionnaire w/AR 

narratives
• SF-50 indicating grade and status
• JD – for Attorney/Legal track
• Executive Recommendation Letter 

(Optional)
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Selection Process

• Assessment Questionnaire
• Situational Judgement Test (SJT)
• Eligibility & Minimum Qualifications
• Written Record (Accomplishment Record)
• Structured Telephone Interview (STI)
• Selection Certificate by occupation
• DHS Component resume review (and 

optional 2nd interview)
• Selections
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Documents

• Resume
• Chronological
• No more than 5 pages
• Strongly Recommend upload, not Resume 

Builder
• No SPII

• SF-50
• Blocks 24 and 34 completed

• Executive Recommendation Letter (optional)
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Situational Judgement Test (SJT)

What is it?
• Scenario-based questions, multiple choice 

responses
• Description of a problem or situation with possible 

actions
• Most Likely and Least Likely Response
• 3 Competencies:

• Flexibility
• Strategic Thinking
• Developing Others
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Situational Judgement Test (SJT)

When is it?
• Automatically generated when applicant 

certifies responses
• Automated message sent to email address in 

USAJOBs
• See Announcement if you do not receive the 

email (check junk mail first!)
• MUST complete within 48 hours of 

announcement closing
• Must complete within 2 hours
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Accomplishment Record (AR)

What is it?
• One of 3 OPM-approved methods for 

selection to the SES
• ECQ narratives
• ECQ-based  Resume

• Set of written statements describing past 
achievements
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Accomplishment Record

• Does not address five ECQs, but select 
competencies representing ECQs

• 3 Competencies:
• Financial Management
• Entrepreneurship
• Political Savvy

• Guide to SES Qualifications, Sept 2012
https://www.opm.gov/policy-data-oversight/senior-
executive-service/reference-
materials/guidetosesquals_2012.pdf
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Accomplishment Record

How do I write it? (examples in SES Guide)
• Describe activities that reflect your highest 

capability in those leadership competencies
• Written to the competency definition
• Include timeframe, your individual level of 

accomplishment, level of complexity, results
• Provide facts as clearly as possible so reviewer 

can evaluate and determine your level of 
proficiency
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Accomplishment Record

• Must reflect the quality of your 
accomplishment, including:
• How it relates to the specific competency
• Its scope and impact

• Identify acronyms on first use
• Start and end dates required (Mo/Yr)
• Within 10 years of JOA closing date
• Written using Challenge-Context-

Action-Result method
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C-C-A-R

Challenge. Describe a specific problem or goal. 
Context. Describe the individuals and groups you 

worked with, and/or the environment in which you 
worked, to address a particular challenge 

Action. Discuss the specific actions you took to address 
a challenge. 

Result. Give specific examples of measures/outcomes 
that had some impact on the organization. These 
accomplishments demonstrate the quality and 
effectiveness of your leadership skills. 

DHS SESCDP Program15



Verification

• REQUIRES verification POC for each
accomplishment

• Name, daytime telephone number, email 
address of an individual who can verify work

• Identify the relationship (supervisor, 
colleague, committee chairman, etc.)

• Should be reachable within a reasonable 
period

DHS SESCDP Program16



Application Pitfalls

• Will be deemed incomplete 
(disqualified):

• AR dates or verifier not provided

• “See resume” or “see attached”

• Narrative does not fit the competency

• Not enough detail to determine 
potential for executive readiness
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Structured Telephone Interview (STI)

• Five different competencies, 1 per 
ECQ

• Panel of 2 DHS Executives
• Total time limit
• Competencies provided in advance
• We will contact you for scheduling 

using the email on your resume
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Selection Certificate

• Provided to all DHS Components
• Includes Resume and optional Executive 

Letter
• Optional 2nd interview, but not required
• Components select based on succession 

planning needs
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Post-Selection

• Notification expected in late July
• OPM notifies for early phases
• DHS notifies on final status

• Mandatory Orientation in DC
• September 5-6, 2018

• Remain in position of record

No guarantee of certification or 
appointment!
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http://dhsconnect.dhs.gov/org/comp/mgmt/dhshr/emp/Pages/LeaderDevelopment.aspx

http://dhsconnect.dhs.gov/org/comp/mgmt/dhshr/emp/Pages/LeaderDevelopment.aspx
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QUESTIONS?



FAQ

May I submit the same accomplishment 
for more than one competency?

• Yes, however do not cross-reference 
other accomplishment narratives.

• Write each accomplishment in each 
competency as if the reader is only 
reading that one accomplishment.

• Each accomplishment narrative should be 
self-contained.
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FAQ

May I submit more than one 
accomplishment for each competency?

• Yes, be as complete and detailed as you 
can for each accomplishment.

• It is better to have one detailed 
accomplishment example that uses all 
characters than 2-3 broad examples that 
provide little or no details as to what you 
did, how you did it, etc.
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FAQ

May I include non-paid experience in my 
narrative?

• Yes. You may describe paid or volunteer 
work experience, educational 
accomplishments, training or educational 
pursuits, hobbies, sports, or any other 
accomplishment reflecting your level of 
competence. 
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FAQ

Am I required to submit reference 
information for my Accomplishment 
Record narratives?

• Yes. You must supply the name, daytime 
telephone number and email address for 
an individual who can verify your listed 
accomplishment for each competency. 

• Unverified narratives will not be 
considered.

DHS SESCDP Program28



Non-Federal Equivalency

To restate eligibility (slide 4):All qualified individuals within the civil service…
…who have at least one year of supervisory experience at the GS-14 level (or 
equivalent) or above…
…and have demonstrated exceptional executive leadership potential.

• To address the webinar question of “What is a 
GS-14/GS-15 equivalent in the private sector?”

• From 5 U.S. Code §5104 - Basis for grading 
positions: (see next 2 slides)
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Non-Federal Equivalency – GS-14
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Non-Federal Equivalency – GS-15
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