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I. Introduction 

 
To support the City of New York’s commitment to increased transparency and 
accountability, all agencies must follow the following standardized posting 
process and service level agreement for all vacancies.  
 

II. Definitions 
 
“Business Unit” means a unit within an agency that is responsible for drafting the 
hiring package. 
 
“Job Opening” means any vacant position posted or advertised by a City agency 
to recruit applicants, including, but not limited to, the vacant positions entered 
and maintained by agencies in the New York City Automated Personnel System 
(NYCAPS). 
 
“Senior Leadership role” means a position that requires vetting by the Mayor’s 
Office of Appointments (MOA). This includes positions whose office and/or civil 
service titles are equivalent to an Assistant Commissioner level or above. 
 
“Vacancy” means a job within the agency that has not been filled due to a 
separation or because it is a newly created position. 
 
“Salary range” means the minimum and maximum annual salary or hourly wage 
for the job opening. 
 

III. Procedure 
 

1. When a vacancy or a new hire is authorized for an agency, Agency HR 
should move expeditiously through the process to create the job opening 
in NYCAPS. All approved vacant positions must be posted in NYCAPS or 
advertised publicly. 
 



 

 

2. Agencies that maintain their personnel records in NYCAPS must create a 
job opening in NYCAPS for each vacant position. Agencies should 
develop their own process and timelines for internal approval.  

   
Human Resources ensures that the PAR meets OMB Guidelines  
 

3. All internal and external job postings and advertisements must include the 
salary range for the job opening, regardless of whether the position is 
posted in NYCAPS. It is up to the agency when to post the position. 
 

It is the agency’s discretion to determine whether to forward to OMB for 
approval (1) before identifying a candidate, go to Step #4 or (2) when a 
candidate is selected, go to Step #8. 
 
4. If agency is sending before identifying a candidate: Agencies will 

forward the Job Opening to OMB for Approval.  Please see OMB 
Appendix A for Hiring and Promotions Guidelines with corresponding 
review and approval times.  

 
5. The agency will proceed with posting the position. All job postings must be 

posted both internally and externally via NYC Careers and Employee Self-
Service (ESS). 

 
6. Once a candidate is identified, proceed to Step #7 for Senior Leadership 

roles, or proceed to Step #8 to fill all other approved vacancies.  
 

7. For Senior Leadership roles: 
 

a) Agencies must enter the job opening number and upload vetting 
documents (e.g., candidate resume, justification memo) into the 
Preliminary Approval for Hiring, Promotions and Vetting Request form. 

b) Upon receipt of conditional approval from the Mayor’s Office, the 
vetting process with the MOA will commence.   

c) Upon MOA approval, OMB will approve the transaction in NYCAPS. 
d) If the candidate completes the vetting process successfully, the 

requesting agency should proceed to Step #8, and suspend the 
posting in NYCAPS. 

i. Postings must be suspended in NYCAPS within three business 
days. 

e) If the candidate does not successfully complete the vetting process, 
the requesting agency should continue with the posting/interview 
processes to identify an alternate candidate for consideration.  
 

8. When a candidate is selected: Once a conditional offer has been 
extended to the candidate and approved by HR, Agencies must submit the 
Job Offer or Employee Transaction (whichever is appropriate) to OMB for 
approval, if approval of the Job Opening was not previously given. In 
cases where agencies are proposing salaries outside of the guidelines, 
they should not extend a final offer until OMB review is complete. Please 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww1.nyc.gov%2Foffice-of-the-mayor%2Fappointment-approvals.page&data=05%7C01%7Cwmorel%40dcas.nyc.gov%7Cc8ac5e840f084aa48f5808dac127f12d%7C32f56fc75f814e22a95b15da66513bef%7C0%7C0%7C638034674870109684%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=NO87j0yyB9Lpt6YSRLowbtSfTk4qNxsmZ2C0CiEJJgw%3D&reserved=0


 

 

see OMB Appendix A for Hiring and Promotions Guidelines with 
corresponding review and approval times.  

 
9. Agencies should follow their established onboarding process. 

 
10. For postings involving a title for which there is a civil service list:  
 

a. The following language must be added to the job posting to provide 
current permanent incumbents the opportunity to be considered for 
vacancies in their title:   

 
Only permanent employees in the title and those that are 
reachable on the civil service list are eligible to apply. 
 

IV. Agencies must maintain an accurate account of all vacancies by routinely 
reconciling their job openings to reflect any adjustments to their budget or other 
changes. 
 

 

 
  



 

 

Appendix A: Hiring and Promotions Processing 
(Subject to change based on City’s financial condition) 

 
All hire and promotion requests are submitted to OMB in a provided excel template, 
which must be filled out in full for review and approval by OMB.  Note: OMB is working 
on automating this template process and will provide an update when the template is 
available in NYCAPS.  
 
Requested hire and promotion submissions should be sent to OMB for review and 
approval on the 1st and 15th of every month to avoid any delays in processing.   
 
Below is a listing of Hires and Promotions which generate Automatic Approvals: 
(OMB’s decision will be within 3-10 business days) 

• Hires and promotions where the proposed salary is at the contractual hiring rate, 
or the employee meets the criteria for the contractual incumbent minimum rate.  

o Contractual Incumbent Rate Criteria: 
▪ Candidate with 2 consecutive years of City Service, OR  
▪ Candidate with 4 years of relevant experience in the private sector  
▪ If the citywide attrition rate is more than 18.5% in a certain title or 

function during the previous fiscal year (see below for the current 
list of titles), 

• Salary increases in these titles or function can be up to 15%. 
▪ Title included in DCAS’ hard to recruit list 

• Promotions with the effective date in the current submission month.  

• Backfill promotions up to the prior incumbent’s salary 

• Civil Service recent Backfill Promotions in the same title and level. 

• Merit and Growth increases where the candidate has been in the current title and 
salary for a minimum of one year: 

o In the current title up to 10% 
o In the new title at the new hire rate with less than 2 years of city service.  
o In the new title at the incumbent min with 2 years or more of city service. 

 
Salary Exception Review is Needed When: (OMB’s decision will be within 21 
business days) 

• Hires where the proposed salary is above the hiring rate hiring rate/incumbent 
minimum of the title.  

• Requested salary action is less than 1 year since their last discretionary salary 
action.  

• Merit and Growth increases requests over 10% of their current salary or above 
the civil service new hire rate with less than 2 years of city service, incumbent 
minimum with 2 years or more of city service,  

• The salary of a Backfill promotion being requested is above the prior incumbent’s 
salary. 

• Promotions with a retro-active effective date (Prior to the submission month). 

• Promotions where levels are skipped. 

 
The following questions should be addressed when requesting a salary exception 

• For backfills:  What was the prior incumbent’s salary and date of separation?  

o If requesting a salary higher than the previous incumbent, please provide: 



 

 

▪ Changes in the job duties that are above/beyond than those the 
prior incumbent performed. 

▪ Relevant work experience (e.g. 15 years of experience vs the prior 
incumbent’s 10 years’ experience) and/or certifications above that 
of the prior incumbent.   

• What is the change in duties/responsibilities for the promotion?  

• What are the salaries of employees in similar titles (provide a list not an average 
salary)?  

o If this is a new role where the role had never existed, or similar titles don’t 
exist: 

▪ Provide the recent Financial Plan in which this New Need was 
approved 

▪ If this is a Mayoral priority, please provide mayoral sign-off date.  

▪  An org chart with salaries to contextualize the requested salary.  

• IT titles: provide years of experience in the IT field and major certifications.  

 
Mayor’s Office of Appointments (MOA) - City Hall Vetting 

• Many senior-level titles are subject to City Hall Vetting via the Mayor’s Office of 
Appointments.   

• This list of titles provided by City Hall in a memo to all Citywide Leadership and 
Citywide Chiefs of Staff on October 28, 2022. To confirm whether a title requires 
vetting, please consult with the Mayor’s Office of Appointments. 

• These titles are outside the regular process as once MOA communicates 
approval back to OMB, the action is approved in NYCAPS. 

• Promotion effective dates cannot precede the MOA Approval Date. 

 

Citywide Titles with Attrition Greater Than 18.5% (Excludes DOE & CUNY) 

 
Title Code Title Description 

1002D ADMINISTRATIVE STAFF ANALYST (NON-MANAGERIAL) FMR M2 

30087 AGENCY ATTORNEY* 

20210 ASSISTANT CIVIL ENGINEER* 

30112 ASSISTANT CORPORATION COUNSEL* 

30114 ASSISTANT DISTRICT ATTORNEY (S.I.) 

12627 ASSOCIATE STAFF ANALYST 

52304 CASEWORKER* 

52366 CHILD PROTECTIVE SPECIALIST* 

90641 CITY PARK WORKER 

21744 CITY RESEARCH SCIENTIST 

10251 CLERICAL ASSOCIATE 

56056 COMMUNITY ASSISTANT 

56057 COMMUNITY ASSOCIATE 

56058 COMMUNITY COORDINATOR 

34202 CONSTRUCTION PROJECT MANAGER* 

95005 EXECUTIVE AGENCY COUNSEL* 

31622 INSPECTOR (CONSTRUCTION)* 

31670 INSPECTOR (HOUSING)* 



 

 

10144 POLICE ADMINISTRATIVE AIDE 

31215 PUBLIC HEALTH SANITARIAN 

10147 SENIOR POLICE ADMINISTRATIVE AIDE 

12626 STAFF ANALYST 

* Hard-To-Recruit Title 


