TOTAL FORCE READINESS (TFR) NOTE 25
October 2008
GUIDANCE FOR RELEASING POSITION DESCRIPTIONS 

Ref:  (a) SECNAVINST 5720.42F

1.  Purpose.  The following provides guidance on releasing position descriptions to external/internal applicants or potential applicants (i.e. those interested in applying for a position vacancy.    
2.
 Background.  To establish a national process for releasing copies of position descriptions as appropriate.

3.  Guidance and Advice.

a. According to reference (a) position descriptions are considered releasable.   Those position descriptions containing information qualifying for withholding under the Freedom of Information Act (containing names or other personal/sensitive information) will not be provided.  Effectively immediately all sites are to provide copies of position descriptions upon request. The requesting individual must provide either: (1) the vacancy announcement number plus the organizational code where the position is located; or (2) the Request for Personnel Action (RPA) number.

b. Activities are not required to ensure all applicants view the position description of the applicable job vacancy.  It is the responsibility of applicants to identify the vacancy announcement (in accordance with local procedures) and request a copy of the applicable position description. 

c. Cover sheets (OF-8s) must be removed before position descriptions are released since they normally contain names and other personal/sensitive information. 

d. Multiple methods of providing position descriptions to applicants are available (i.e. hard copy, websites, share drives, databases, etc.).  Each site should use the method that is the most cost effective and best suited to meet their individual requirements. 

e. Where possible, each job vacancy announcement should contain language indicating the availability of position descriptions for review and to contact the local Total Force Strategy and Management Department to obtain access to the position description. 

f. Competencies should maintain position descriptions for their covered positions.  Managers within each Competency shall have access to these as needed.  

4.  Point of Contact.  Ms. Robin Salanon, AIR-7.3.1, commercial (301)757-9699 or DSN 757-9699. 
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