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Senior Executive Service Appointments 
 

Introduction  
The Senior Executive Service (SES) constitutes a senior management resource to be 
used by the Administrator to execute the mission of NASA.  Agency Executive 
Resources Boards (ERBs) conduct the merit staffing process leading to initial career 
appointment.  Vacancies must be advertised at least civil-service-wide and must be 
published on the USAJOBS Web site.  Centers are responsible for the initial selection 
process.  Once a selection is made, NASA Shared Services Center (NSSC) Service 
Provider (SP) assists the selectee in preparing their required Executive Core 
Qualifications (ECQs) document.  Office of Personnel Management (OPM) administers 
interagency Qualifications Review Boards (QRBS) who must certify the executive core 
qualifications of Agency selectee before their initial SES career appointment. 
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PROCESS–Overview of Senior Executive Service Appointments 
 

Center/HQ 

HRO

Step 1

Complete 

Selection 

Process

Step 2

Prepare and 

Forward 

Appointment 

Package

Step 3

Develop ECQs, Forward 

Approved Package To 

OHCM and Create The 

ESCS Record

Step 4

Compile 

Appointment 

Package and 

Forward to OPM

Step 5

Notify the 

Selectee and 

Process 

Appointment

Center/HQ 

HRO
NSSC (SP) OHCM

Center/HQ HRO 

NSSC(SP)

OHCM

 

 

Roles & Responsibilities  

Process 1 –Senior Executive Service Appointments 

Roles and Responsibilities Action  Tips/Notes 

Step 1   
 
Center/HQ HR Office 
 
Complete Selection Process 

The Center/Headquarters (HQ) Human Resources 
(HR) Office arranges for rating panels, coordinates 
technical qualifications with the manager, prepares 
and posts the vacancy announcement, 
creates/vacates position in the Executive and 
Schedule C System (ESCS), convenes the panel 
and prepares the panel report and selection 
recommendation to the Executive Position Manager 
(EPM).  The Center/HQ HR Office will respond to 
inquiries from potential applicants.  
 
Output: Technical Qualifications, Vacancy 
Announcement and Selection, Position in ESCS 
 
 
 

 

Step 2 
 
Center/HQ HR Office 
 
Prepare and Forward 
Appointment Package 
 

Once the EPM signs the selection statement, the 
Center/HQ HR Office forwards the selection and 
pertinent information to NSSC (SP).  Concurrently, 
the Center/HQ HR Office will complete and forward 
the Executive Personnel Action Document 
(NF1669) to Office of Human Capital Management 
(OHCM) for approval. 
The Center/HQ HR Office must provide NSSC (SP) 
a complete package which includes:   

 Position Description and position 
description number 

 Organizational Chart 

Only documents in 
bold are required 
before work can 
begin on package. 
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Process 1 –Senior Executive Service Appointments 

Roles and Responsibilities Action  Tips/Notes 

 Vacancy Announcement 
 

 Evaluation of Candidate Panel Report 
Memo 

 Resume 

 Preliminary ECQs 

 Technical Qualifications 

 NASA Form 1669, Executive Personnel 
Action Document, with approval 
signature from the EPM 

 Additional notes/documents deemed 
appropriate to support/explain case 
 

Output:  SES Appointment Package 
 
 

Step 3 
 
NSSC (SP) 
 
Develop ECQs, Forward 
Approved Package to 
OHCM, and create the 
ESCS record 
 

NSSC (SP) assists the selectee in perfecting the 
ECQs.  NSSC (SP) forwards the final ECQs to the 
Center/HQ HR Office for approval.  
 
NSSC (SP) will place the Remedy ticket in pending 
status on the day the ECQ document is sent to the 
Center for review/approval.  On the first day 
following the Center approval, the NSSC (SP) will 
place the Remedy ticket back in work in progress 
status. 
 
Upon approval, the NSSC (SP) will forward the 
approved ECQs to OHCM. 
 
NSSC (SP) will enter data into ESCS.  This 
includes building the individual record and creating 
the QRB case. 
 
NSSC (SP) sends ESCS success page with 
package to OHCM. 
 
Output: Final ECQs sent to OHCM and ESCS 
record created 
 

While the NSSC is 
working to 
complete the 
ECQs, OHCM 
moves the NF1669 
through the 
concurrence 
process. 
 
It is critical that the 
ECQs comply with 
the current OPM 
guidelines and that 
evaluation factors 
and ECQs 
demonstrate that 
the selectee has 
key competencies 
and characteristics 
necessary to be an 
effective strategic 
leader with a 
commitment to a 
culture of public 
policy and 
administration.  
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Process 1 –Senior Executive Service Appointments 

Roles and Responsibilities Action  Tips/Notes 

Step 4 
 
OHCM 
 
Compile Appointment 
Package and Forward to 
OPM 
 
 

OHCM reviews the case for compliance with merit 
staffing requirements, completeness and accuracy 
of documentation, and determines whether the 
selectee meets the Agency selection requirements.  
They also ensure that the appropriate concurrences 
have been obtained, to include program or 
functional office, if appropriate.  OHCM discusses 
and resolves any issues with Center/HQ HR Office. 
 
OHCM verifies the approval package is complete 
and forwards the case to OPM for review by the 
QRB. 
 
OHCM communicates with the OPM Desk Officer, 
as necessary.  
 
Once OHCM receives a decision from OPM, they 
will inform the Center/HQ HR Office and NSSC of 
the approval or disapproval.   
 
If disapproved, OHCM will work with Center/HQ HR 
Office and NSSC on options to rewrite/resubmit the 
case.  
 
Output: Final SES Appointment Package to OPM 
 
 

The qualifications 
of a potential 
career appointee 
to the SES are 
reviewed by an 
independent QRB 
at OPM; 
incomplete or 
unsubstantiated 
packages will be 
disapproved and 
returned to the 
Agency for further 
evaluation.  NSSC 
(SP) supports the 
Center/HQ HR in 
rewriting 
disapproved 
ECQs.  
 

Step 5  
 
Center/HQ HR Office 
NSSC (SP) 
OHCM 
 
 
Notify the Selectee and 
Process Appointment  
 

Once notified by OHCM of approval or disapproval, 
Center HQ/HR Office will notify management and 
selectee.  They also will process the Appointment 
documents and provide appointment information to 
NSSC (SP). 
 
NSSC (SP) will enter the appointment data into 
ESCS.  Center HQ/HR Office will distribute and file 
the selection materials.  
 
OHCM will update the Action Log, purge case files, 
and give to staff assistant to set up permanent files.  
 
Output:  Complete Appointment, Final ESCS 
update 
 
 

NSSC will request, 
from the Center 
HQ/HR Office, the 
effective date of 
the appointment 
and the salary in 
order to complete 
the ESCS process.   
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METRICS  

 

Initiating Office/Entity Deliverable (Output) Receiving Office/Entity Metric 

NSSC (SP) 

 
 

Final ECQs 
 

OHCM 
 

Of the complete 
SES selection 
packages 
submitted for 
ECQs, 98 percent 
will be completed 
and sent to 
OHCM within 30 
business days of 
receipt.  The 
NSSC will 
maintain a 98 
percent OPM 
approval rate. 
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PRIVACY DATA  
 
All participants involved must ensure protection of all data covered by the Privacy Act. 
 

 

RELEASED - Printed documents may be obsolete; validate prior to use. 



NSSC  
Service Delivery Guide  
 

NSSDG-3100-0002      Revision 3.0 
Number                                                                    

Effective Date:  August 31, 2011                     

Expiration Date:  August 31, 2016                   

Page 11 of 16 

Responsible Office: Human Resources 

SUBJECT:  Senior Executive Service Case Documentation - Appointments 

 

SYSTEM COMPONENTS  
 

Existing Systems  

IT System Title IT System Description Access Requirements IT System Interfaces 

ESCS (Executive and 
Schedule C System) 

 

OPM system tracking 
SES, ST, SL, and 
Schedule C Employees 
throughout the Federal 
Government 

Internal NSSC employees None identified 

 
New Systems  

IT System Title IT System Description Access Requirements IT System Interfaces 

NA    

 

 

RELEASED - Printed documents may be obsolete; validate prior to use. 



NSSC  
Service Delivery Guide  
 

NSSDG-3100-0002      Revision 3.0 
Number                                                                    

Effective Date:  August 31, 2011                     

Expiration Date:  August 31, 2016                   

Page 12 of 16 

Responsible Office: Human Resources 

SUBJECT:  Senior Executive Service Case Documentation - Appointments 

 

CUSTOMER CONTACT CENTER STRATEGY  
 
The NSSC Customer Contact Center Service Delivery Guide provides details regarding 
menu positioning, routing, and escalation of inquiries for this activity. 
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APPENDIX  
 

Appendix A  
 

SES Case Documentation – Appointments Process Flow 

SES Case Documentation – Appointments  NSSDG-3100-0002          Revision:  3.0 

A
A

 M
a

n
a

g
e

m
e

n
t

A
g

e
n

c
y

 H
R

C
e

n
te

r/
H

Q
 H

R
O

 &
 

M
a

n
a

g
e

r
C

e
n

te
r/

H
Q

 H
R

O

E
x

e
c

u
ti

v
e

 

P
o

s
it

io
n

 M
a

n
a

g
e

r 

(E
P

M
)

See 

Page 14

START

Submits NF-1669 

“Executive 

Personnel Action 

Document”

Reviews package 

for issues

Is SES 

package for 

established 

position?

Yes

Contact panel 

members and 

arrange for their 

participation

Concurs

No

Submit to 

Agency HR 

Official

Reviews and 

concurs

Receives 

package and logs 

into action log

Reviews and approves draft 

vacancy announcement/

technical qualifications and 

determines scope and 

length of competition, 

reviews panel members

Posts vacancy 

announcement with 

description of duties, 

qualifications, and 

application 

requirements

Draft vacancy 

announcement 

with technical 

qualifications
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SES Case Documentation – Appointments Process Flow - continued 
 

SES Case Documentation – Appointments  NSSDG-3100-0002          Revision:  3.0 
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Sends out receipt 

acknowledgement 

letter to applicants

Interview highly-

qualified candidates 

and sign selection 

statement (See Note 

2)

Develops final 

ECQs by 

working with 

selectee & 

Center/HQ 

HRO

Review 

applicants for 

timeliness, 

completeness, 

eligibility, and 

qualifications

Reviews selection 

package and 

forwards to the 

Administrator for 

approval

Submit original selection 

package to Agency HR 

and copy to NSSC.  

Obtain HQ program or 

Functional Office 

Approval prior to 

submission (See Note 

3)

Convene, instruct 

and facilitate 

rating panels w/

appropriate 

documents (See 

Note 1)

Copy

Contact 

applicants, as 

appropriate, to 

obtain additional 

information

Original

or

Convene 

interviews/

Selection Panel, as 

appropriate, to 

recommend final 

selection to 

Executive Position 

Manager (EPM)

Note 1:

Documents include:  

Resumes

Technical and managerial 

qualifications

Vacancy announcement

Rating materials

Note 2:

Interviews may be conducted 

by panel or by EPM

In either case, EPM must 

sign selection statement

Note 3:

Total selection packages include:  

NASA Form 1669: signed by Center HR 

Director and EPM

Resume

Technical qualifications statement and 

ECQ statement

Panel report

Vacancy announcement

Position description

See 

Page 13
See 

Page 15

See 

Page 15
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SES Case Documentation – Appointments Process Flow - continued 
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Rework ECQ.  

Resubmit to 

Center/HR 

Office for 

Approval

Note 4:

Includes:  

Entering individual 

record

Creating QRB Case

Note 5:

Include program or functional 

office at HQ, if appropriate.

Approve final 

ECQ?

No

Forward 

approved 

ECQ to 

OHCM 

electronically

Enter data 

into 

Executive 

and Schedule 

C System 

(ESCS) (See 

Note 4)

Retain 

electronic 

copy of 

“Success” 

records

Receive 

selection 

package from 

NSSC

Log case in 

Action Log

Review cases for 

competeness, 

accuracy, and 

whether selection 

meets Agency and 

OPM requirements

Ensure 

appropriate 

concurrences 

have been 

obtained (See 

Note 5)

Concurs on 

selection 

package

See 

Page 16

From 

Page 14

Yes

Forwards to 

Center/HQ 

HRO for 

review
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SES Case Documentation – Appointments Process Flow - continued 
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Enter 

appointment/

salary data 

into ESCS

From 

Page 14

Approved

Provide 

appointment 

information 

to NSSC

Distribute 

and File 

Selection 

Materials 

(See Note 9)

Process 

Appointment & 

send out non-

selected letters

Notify 

Management 

and Selectee

Prepare 

Approval 

Package for 

Administrator’s 

Signature (See 

Note 6)

Notify 

Center/HR 

Office/NSSC 

Approval/

Disapproval

Approves 

selection

Communicates 

with OPM Desk 

Officer, as 

necessary (See 

Note 7)

Forwards Case 

to OPM for 

Qualifications 

Review Board 

(QRB)

Disapproved (See Note 8)

Update 

Action Log

END

Purge Case 

File and Give 

to Staff 

Assistant to 

Set Up 

Permanent 

Files

Note 7:

If Center HR Office chooses to have OPM 

review case before submission to QRB, OPM 

relays/discusses comments/suggestions to 

OHCM who relay to Center and NSSC.  NSSC 

reworks case with Center and selectee then 

submits to Agency HR Division, who forwards 

back to OPM, including responses to any OPM 

questions or comments about the case.

Note 6:

Ensure approval package is complete.  The package includes:

Sensitive cover sheet

NASA Form 1669

Approval memo for Administrator’s signature

Welcome letter

Resume, technical qualifications

Additional notes/documents deemed appropriate to 

support/explain case

Note 8:

Center/HQ/NSSC 

work together on 

options to resubmit 

case

If necessary, NSSC 

will rewrite ECQs.

Note 9:

Materials include:

Welcome letter

Copy of approval

Other docs specified in 

reg and/or Agency 

policy
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