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The SES Selection Process
The details behind this process assumes

 you are a first time candidate. Steps in the process include:
1. Package Prep: Includes resume, ECQs, TQs, and cover letter.  Allow at least one month for prep, but recognize that 

some postings are up for only 1-2 weeks.

2. Package Submittal:  Goes first to HR for a review of basic qualifications. If minimally qualified, will go to the hiring 
office.

3. SES Review Panel:  Hiring office will bring at least 3 current SES in to review the packages, primarily for the TQs, but 
ECQs and other materials are reviewed.

4. SES Interview Panel:  Typically 3-5 SES will comprise the panel, which lasts 1-2 hours. 

5. Hiring Official Decision:  The Interview Panel will refer all highly rated candidates to the hiring official for 
consideration.  Sometimes the Hiring Official will also wish to interview the final few candidates.

6. Executive Resources Board (ERB):  All large agencies and many small agencies have an ERB, which will 
approve/disapprove the hiring official’s decision.

7. OPM Qualifications Review Board (QRB):  The QRB only reviews the ECQs.  90% of applicants are approved, but 
many are sent back with specific recommendations, such as filling in gaps in knowledge. Those who are rejected get 
one more bite at the apple and if they are rejected twice, their application is dead.

8. Offer Letter: Once OPM approves, the agency HR office provides an offer letter, which includes a start date and salary 
offer.

9. Timeframe:  This process typically takes 6-9 months to complete.



The Path To Success 

Successfully navigating the SES selection process involves the following steps:

• Optimal Package Prep – Use the “Smart Brevity” Principles to prepare:
• Cover Letter
• ECQs/TQs
• Resume

• Competitive Intelligence – Understand what the job is before applying by:
• Utilizing your Google skills
• Tapping into your network
• Relying on Mentors

• Successful Interviewing Skills – Practice/Practice/Practice
• Set up mock interview sessions. (10 Interview Questions That CEOs Love to Ask | LinkedIn)
• Research the agency/position.
• Use Smart Brevity principles to craft your elevator speech & responses to questions.

https://www.linkedin.com/business/talent/blog/talent-acquisition/best-no-bs-interview-questions-ceos-ask?trk=eml-mktg-lts-acq-202307-global-mo7-1-topnobs-resend&src=e-eml&mcid=7089214797669392384&veh=LHS_EML_ACQ_202307_GLOBAL_MO7_1_TopNoBs_Resend


“Smart Brevity” Package Prep

Very few of us are great writers and most SES applicants rely on advice 
gleaned from mentors, friends, the Internet, OPM or consultants. There is a 
third path – “Smart Brevity”.  Smart Brevity was developed by Axios (Axios - 

Breaking news, U.S. news and politics, and local news) and can help hone your 
cover letters, ECQs and even your interviewing skills.  

The basic premise – less is better.

Smart Brevity resources:
• Workbook: How to kick off every essential communication

• Webinar: The art and science behind Smart Brevity

• Pep talk: Axios CEO Jim VandeHei’s TEDx talk on why we all need to radically transform the way we 

communicate

• “Smart Brevity” book: Smart Brevity - Google Books

 

https://www.axios.com/
https://www.axios.com/
https://d10q3804.na1.hubspotlinks.com/Ctc/ZU+113/d10Q3804/VW30H05ddWqQW1DRs5G1bs-rWW6TYKFS51rLqGN58csQm3q90JV1-WJV7CgXKTW1sk8Sn5DGktBN7kq6Pb8Ry20W1nXw858MZcq6W5kJ8ys30hXmBW25lFMh5mVYVqW6XLSlY93qqPsW3Xw85S2v-L0JW6ZY8wq2yXjW0W6ng5M75ylKWvW7XPKfQ3Qdn8BN6x-RBS8_CjxW187pfR9f9J6BW33fSqf451xy2W5BFyRS6MPWSwW4QTvX73pwbPjW374gMV3wmxm6W5jCJPV6clJ0gW6cfSqW76yM2CN6MwRDLcZs8MN2H8h2g68Wc5W6mwBxl72k7fTN8FkNM5Gz2jzW46pDQT2pMK26VRFnF34Tl4LNW3594hh7Xpq6_W44RvvF6dly7bW2C639q4rncSHW14FsZb5sD7NG3cBG1
https://d10q3804.na1.hubspotlinks.com/Ctc/ZU+113/d10Q3804/VW30H05ddWqQW1DRs5G1bs-rWW6TYKFS51rLqGN58csQm3q90JV1-WJV7CgH2YW5gqlX-3PNf5zW4Bb7FH5bK8zyW8z_Rz47rS4jcW6dtk2B9ck1RqW7_b8Tn7qTLw5VMqNfm2wPdSQN8RPm1p_QVHsW6gKyG84NTS_GW4Ljn4K56nm6SW3kdNkd3jJg40W5npS6h1lc8qXW8Hq8Qw3mTGprW6k4h5F4xSmV7W2zmSpK3KHn8MW7RV4Vz2GJ7D3M1b0mKl68dTW8N0LFw2yFsn4W73T1xD2LsbpHW4WJ4tx3kNK7sW2cSFV01LS4d4W8XtDtJ7mJ_Z5W452ZSN2Dw6NvW5zXk1s6l93LFVZ36471lm5ChW3TGhT46g3CqDW7FC9TX2KgwWrN7p-ph3VSKxYW6fbpyf230CZy38Yg1
https://d10q3804.na1.hubspotlinks.com/Ctc/ZU+113/d10Q3804/VW30H05ddWqQW1DRs5G1bs-rWW6TYKFS51rLqGN58csNV5nKvpV3Zsc37CgCK7W7PrVb28FHT8_W7YDTtS4p0XdzW2dwg_c1VLB6gW5whGNb1TPwMHW9dwtyn1F41RTW3rr4Gy5DY0-5VyYzRB2HWMJpW6Lfb6v111kzrW46N7JX66LZ7fN6xDZvxR7b71VrRkWr1z4CXbW45_rGG8prDQnW5Gj9X94mKxNRMc9dsMVVCCXW2sKXzF88nCYzW4NF31Y8R-2wBW5sVd6Y35JlMQW5nQfg15-qHkFW51ZHmK1wYjTsW7NfLKs5jQqNCW77KqTq5PtcpVVwWDFJ2pCnQzW2Tz60s8_Qc8wW6nmkCS1cV3L5W7B8GRX2SKD_5N1NgMJSZ8tH6W6G3Xfw46Qf9nW1JVKL88JMQpFW7NtvBB1N6sDwW59nRd_29qT3SW2d6487711bJvW5c97RW1VxrwTW4Ssnhj4GSJNxW1lhWsZ690RFX38xL1
https://www.google.com/books/edition/Smart_Brevity/KGthEAAAQBAJ?hl=en&gbpv=1&printsec=frontcover


A quick look at Smart Brevity



Pro Tips when prepping your SES package

ECQs:  Even if you have OPM cert for your ECQs, you should always adapt them to 
the specific position and review them with Smart Brevity in mind.

TQs:  Never assume you know what the agency is asking for in its TQs.  Review the 
specific office to see if you can discern what they are specifically hiring for.

Resume:  Always align your resume to the specific job.  Streamline it to only 2 
pages and focused on the position you are applying for.

Cover Letter:  You should always prep a cover letter that succinctly addresses why 
you are the best candidate.  Use your elevator speech but adapt to the specific 
position.

Competitive Intelligence:  Inform the ECQs, TQs, Resume & Cover Letter with 
information about the job/agency/industry.



Competitive Intelligence – The Big Differentiator

If you don’t use CI, you’re flying blind & giving your 
competition a huge advantage. CI improves your 
chances of success by:

• Utilizing your Google skills to fully understand the 
agency, office, & job.

• Tapping into your network to uncover nuggets that 
will help you when writing ECQs, TQs, Cover Letter & 
Resume.

• Relying on Mentors to provide advice and pro tips 
about the job, what you can expect in the interview 
process and how to present yourself.

Versus



Interviewing as if Your Life Depended on It
(Hint – It Does)

Interviewing is a learned behavior.  
It’s also designed to make you 
uncomfortable, ill at ease, and 
induce honest answers.

• Set up mock interview sessions (10 
Interview Questions That CEOs 
Love to Ask | LinkedIn)

• Research the agency/position.

• Use Smart Brevity principles to 
craft your elevator speech & 
responses to questions.

https://www.linkedin.com/business/talent/blog/talent-acquisition/best-no-bs-interview-questions-ceos-ask?trk=eml-mktg-lts-acq-202307-global-mo7-1-topnobs-resend&src=e-eml&mcid=7089214797669392384&veh=LHS_EML_ACQ_202307_GLOBAL_MO7_1_TopNoBs_Resend
https://www.linkedin.com/business/talent/blog/talent-acquisition/best-no-bs-interview-questions-ceos-ask?trk=eml-mktg-lts-acq-202307-global-mo7-1-topnobs-resend&src=e-eml&mcid=7089214797669392384&veh=LHS_EML_ACQ_202307_GLOBAL_MO7_1_TopNoBs_Resend
https://www.linkedin.com/business/talent/blog/talent-acquisition/best-no-bs-interview-questions-ceos-ask?trk=eml-mktg-lts-acq-202307-global-mo7-1-topnobs-resend&src=e-eml&mcid=7089214797669392384&veh=LHS_EML_ACQ_202307_GLOBAL_MO7_1_TopNoBs_Resend


Interviewing 
Do’s & Don’t’s

9

• Do:

– Quantify experience - numbers, percentages, 

timelines.

– Use measurable results whenever possible.

– Use action oriented verbs - active voice vs. 

passive.

– Describe experience, accomplishments in 

clear, organized manner - be succinct.

– Use “I” instead of third person, and don’t 

succumb to the “We” syndrome.

– Speak in layperson’s terms and avoid 

acronyms.

– Demonstrate enterprise/executive/strategic 

level actions/results.

• Don’t:

– Use the same example more than once.

– Make vague statements & use poor 

grammar.

– Make statements that describe personal 

beliefs, philosophies, commitment to 

social/political cause. 

– Make disparaging remarks about former 

managers or colleagues.

– Reveal info about political affiliation, 

activities.

– Use bureaucratic words, expressions. 

– Lie or mislead about accomplishments.



Follow Us At: 

EMAIL:  info@alliancelatinx.org

LINKEDIN: (7) Alliance of Latinx Leadership & Policy: Overview | LinkedIn

FACEBOOK: Alliance for LatinX Leadership & Policy - ALLP | Facebook

https://www.linkedin.com/company/alliance-of-latinx-leadership-policy/?viewAsMember=true
https://www.facebook.com/LatinXpolicy/events
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