GLOSSARY
1. Crediting Plan:  The required and desired skills which are necessary for successful job performance in a specific position.
2. Desired Skills:  Identified skills that help determine which of the basically qualified applicants are likely to be better qualified for the position.

3. Required Skills:  Screen-out skill(s) that are ABSOLUTELY essential; without them the person could not successfully perform the duties of the position.  Applicants who do not possess the required skill(s) will not be referred.  The use of Required Skills must be justified, in writing, on the Job Analysis and Crediting Plan Documentation Form.

4. Key Skills:  A smaller group of the desired skills that will assist in narrowing the applicant pool.

5. Short List:  Those applicants referred to the selecting official as determined by the number of skill matches and/or a natural break.

6. Natural Break:  That point (i.e., 2 skills or more) which separates candidates with a higher number of skills matches from those with a lower number of skills matches.  Natural break point is used when a large number of candidates have skills matches and the selecting official elects to reduce the number referred to those with more skills matches.

7. Users:  Personnelists who recruit, make qualification determinations, and develop certificates of eligibles.

8. Superusers:  Staffing experts, knowledgeable in Resumix, who do minor troubleshooting, build local grammar, and assess technical functional impact of system and process decisions.

9. Unmatched Resumes:  Resumes that have been entered into Resumix and have not had any referrals within the one-year cycle.

10.  Business Practices:  The road map that indicates the way the HRSC-SE will recruit for vacancies under the STAIRS process.

11.   Job Application Information for civilian Positions (Job Kit):  The job kit provides applicants with instructions for completing a resume for consideration for vacancies within the HRSC-SE Region.

12.   Navy On-Line Resume Builder:  An automated resume creation and submission tool linked to vacancy announcements published on the Navy website.  This is the recommended tool for creating and submitting resumes within Navy and Marine Corps.

13.   Resume:  The accepted application format for vacancies located at activities serviced by the HRSC-SE.  Resumes must include all required supplemental information.  Navy’s On-Line Resume Builder or Job Kit lists supplemental information.

14.   Resumix:  An automated software program used to fill vacancies.

15.   Supplemental Information:  Information applicants must submit with their resume.  Such information includes applicant geographic preferences, highest permanent Federal position held, typing speed, etc.  Supplemental Information questions are included in the Navy On-Line Resume Builder and also in the Job Kit.

16.   Application Express:  Once you have a resume on file with a Human Resources Service Center, you may reuse it to apply for other job announcements issued by that Center.  Just use the Application Express button located at the bottom of the job announcement on the web page or request a hardcopy Application Express form from the Human Resources Service Center that issued the job announcement.

17.   Navy Standard Grammar:  A composite of collectively defined skills for standard positions within the Department of Navy.

18.   Local Grammar:  Grammar developed to capture unique skills for specialized positions within the Department of Navy.

19.   Self Nomination:  Process which allows applicants to request consideration for additional occupational series which they have not previously identified and/or allows applicants to apply for specific vacancy announcements.

20.   Cutoff Date:  Two days prior to the day the certificate is prepared.

21.   Referral Date:  The date the certificate is prepared.

