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Fill Position Request – Advertise Position 
Use to initiate staffing action for a vacant position. This is for a position that is already classified 
and has a PD number assigned, and to fill any established position that requires competition. 
 
Use the Notepad (see Attaching a Note to your RPA) to indicate what position is being filled, 
and whether any position data needs to be changed.   Also make sure you include any conditions 
of employment or similar items that will have an impact on the recruitment process (need for 
security clearance, drug testing, travel requirements, etc.). 
 
Required Documents – Request Sheet 
On the Navigator, select “Request for Personnel Action” and then select “Recruit / Fill”  
 

Complete all of PART A.  Blocks 5 
and 6 can only be completed by the 
person who has the request.  You can 
put a proposed effective date if you 
are backfilling someone who is 
leaving.   
Do not enter an effective date in 
block 4 of Part B 
who is leaving.   
 
 
 
 
 
 
 
 

 
 
Enter position information only if 
known.  If you’re not sure or if it’s a 
new position, leave it blank.  The 
other blocks will auto-fill once you 
put the Position Title in and select the 
appropriate Sequence number.   
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There will be nothing to fill in on 
this page.  If a position is entered on 
the Position Data tab, Position Data 
will populate, otherwise it will be 
blank. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
You’ll leave this page blank 
 
 
 
 
 
 
Next click on the disk on the top 
row of symbols and select “No” 
when asked about Routing the 
request and attached the required 
documents.  (see attaching 
documents above) 
 
 
 
 

 


