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US Department of Labor
Office of the Assistant Secretary for Administration and Management
Human Resources Center (HRC)
Department of Labor’s On-line Opportunities Recruitment System (DOORS)
Records Schedule

Name of System Department of Labor On-line Opportunities Recruitment System (DOORS)
Dates of Operation October 11, 2004 to Present

Background: The mission of the U S Department of Labor (DOL), Office of the Assistant
Secretary for Administration and Management (OASAM), Human Resources Center (HRC) 1s to
provide leadership, guidance, and technical expertise 1n all areas related to management of the
Department's human resources, including recruitment and development of staff, management of
personnel systems, and leadership in labor management partnership OASAM HRC provides
services to Department of Labor employees to improve and support work and family life, and
direct human resource support and services for OASAM and OASAM client Agencies

OASAM HRC functions include, but are not limited to assisting managers 1n attracting,
developing, and retaining a highly qualified and diverse workforce, providing recruitment
programs and nitiatives, orientation for entering employees, and career counseling and
progression services and programs, developing human resource programs and providing
Departmental leadership and direct client services for staffing, classification, performance
management, and pay administration, and assisting DOL managers 1n executive management and
provides advisory services related to organizational design

Purpose of System (Legal Requirement and/or reason system was created): This system
satisfies an admuinistrative requirement The Department of Labor’s e-Recruit System, called
DOL Online Opportunities Recruitment System (DOORS) provides both Department of Labor
(DOL) employees and outside job seekers the ability to apply for jobs using the Internet The
previous paper-based recruitment process was cumbersome for applicants, managers and Human
Resources (HR) Staff and was not competitive with private industry or other federal agencies
already using new technology DOL’s e-Recruit System (DOORS) significantly improves
timeliness, reduces paper, provides an electronic audit trail of recruitment actions, and enhances
customer service

DOORS automates the federal hiring process and 1s fully integrated with the Office of Personnel
Management’s (OPM’s) USAJOBS -Recruitment One-Stop (ROS) System DOORS began
operation in DOL on October 11, 2004

DOORS 1s used by DOL to build and post vacancies directly to USAJOBS and to receive on-line
applications from job applicants After a vacancy closes, the HR office uses the system to
automatically rate, rank and certify candidates Top-talent 1s 1dentified and available to be
forwarded to the selecting official The application process 1s the same for Senior Executive
Service (SES) positions SES specific search capability 1s provided at USAJOBS and from DOL
websites Specific application requirements and required documentation are 1dentified in the
vacancy announcement
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Note: The disposition instructions apply to records regardless of physical form or
characteristics. Records may be maintained in any format or any medium. The records
are media neutral unless otherwise noted herein.

System Access:
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3 Master File Database.

a. Resumes. The USAJOBS system stores up to five resumes per applicant, but the
applicant must select one of these five resumes per DOL job application

Disposition. TEMPORARY Cut off annually Delete or destroy 2 years after
cut off

20, Item 1 (c))

c. Recruitment Sources. The Diversity Initiative Notification feature allows HR
Offices to load, save, categorize and store multiple professional associations,
educational 1nstitutions, or community organizations to receive vacancy
announcements

Disposition. TEMPORARY. Delete or destroy when no longer needed to
conduct current business

MPOR

GRS 20, Item 12b
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neededto-conduct-bustness—GRS 20, Item 12a
& Vacancy Announcements. HRC-can-send-vacancy-announcementsto-speetfie
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seener (GRS I, Item 32)
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bustnessrate- (GRS 23, ltem 7)
£ Certifi £ Elicibles Eiles. HRC iew_Certifieati line.

Dispesition TEMPORARY—Destroy-when2-years-old- (GRS 1, Item 5)

D3 " MPORAL

(GRS 24, Item 3b (1))
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