STAIRS Self-Nomination Tips and Tricks

How to Obtain a Personal Identification Number (PIN)


The following Standard Automated Inventory Referral System (STAIRS) information has been compiled from the Air Force Personnel Center (AFPC) Employment and Benefits and Entitlements (BEST) Homepages.

What is self-nomination?

Self-nomination is the application method used to express an interest as a candidate for a particular position. This is how an employee tells the personnel office that he or she wants to apply or be considered for a particular vacancy.

Personal Identification Number (PIN) / USERID and Password:


In order to self-nominate or conduct other transactions via the AFPC Employment Homepage or Interactive Voice Response System (IVRS) Job Line, you will be asked to enter a PIN.  An employee can use the same PIN to access STAIRS and BEST.  Employees who have not yet established a PIN may do so on-line or via IVRS using the procedures described below.  The same PIN can be used for the Employment Website and IVRS systems.

Creating your PIN / USERID and Password On-Line:


On your first visit to the AFPC Employment Web site located at www.afpc.randolph.af.mil/resweb, the system will require you to establish your user account. You will click on the “Self-Nominate or Apply” Remark.  The system will prompt you to enter your SSN to verify that you are an internal employee.  


At the AFPC Secure Log in site, please select “Civilian” at the bottom on the page to create or recreate your account.  The system will then prompt you to provide your social security number, date of birth, service computation date (SCD) for leave, current pay plan, grade and step, DSN and a valid e-mail address. Your SCD, pay plan, grade and step is available from your latest leave and earnings statement.


The system verifies this information against the Civilian Personnel database to determine you are an authorized user. Once your identity is verified, the next page assists you in creating your USERID and password and provides a Frequently Asked Questions (FAQs) Security Features User’s Guide. Please provide an email address and a telephone number, DSN preferably, for verification purposes. You may establish your own USERID or allow the application to default to up to the first four letters of your last name and the last four digits of your SSAN. Once the system accepts your USERID and Password, you must return to the Login Screen where you will input your USERID and Password.


Once you establish your PIN, you can use the same PIN for the web site and phone system. 


Creating your PIN / USERID and Password via IVRS:


 Internal Employees should dial 1-800-997-2378 or TDD 1-800-382-0893 for the hearing impaired. to set up your pin via IVRS.  Select Option 2 for Benefits and Entitlements and Option 1 for Current Air Force Employees.   


a.  If this is your first time accessing the system, you need to set up a PIN number.  Select Option 1 and enter your SSN.  You will be prompted to "please enter your four-digit Personal Identification Number or PIN." Your PIN will be a four-digit number equivalent to your month and year of birth, for example, if born in September 1972, your PIN will be 0972.  You will be prompted to “Please change your PIN to a six-digit number of your choice.”  Follow the instructions for changing your PIN and updating your duty phone number.  


b.  If you have forgotten your PIN, select Option 2, and, when prompted, enter your SSN, date of birth, service computation date for leave, civilian pay plan, grade, and step. (This information can be found on your most recent Leave and Earnings Statement, or most recent SF 50.) You will then enter a new six-digit PIN.  

Once you have a PIN, exit the BEST system and follow the nomination procedures. 

      STAIRS Self Nomination Tips and Tricks 

How to Apply for a Position


The following Standard Automated Inventory Referral System (STAIRS) information has been compiled from the Air Force Personnel Center (AFPC) Employment and Benefits and Entitlements Homepages.

How do I self-nominate or apply?


After you have established your PIN number and USERID, you can apply (self-nominate) for the position vacancy you are interested in, by using one of the two methods below: 


1.  Using the website (www.afpc.randolph.af.mil/resweb), click on “Apply or Self-Nominate”. The next screen to come up will be the “Civilian Employment Menu”.  You will be prompted to enter your SSN to verify your internal employment status.  



Next you will receive a window that states:  “Our records indicate that you are an INTERNAL applicant please proceed to the AFPC Secure Log In - Web Site."   Click Okay.

 
You will get the AFPC Secure screen, where you’ll input your USERID and Password (you can make up your USERID). Click on “Submit”. The next screen you see will have several options on it. Choose “Employment.” Pull up the position you would like to self-nominate for. Click on the announcement number (in blue, and underlined). This brings up the position information. At the bottom of the screen, there are three buttons, one of which says “Self-Nominate”. Click on that button to self-nominate for that particular vacancy. A screen will come up that includes a statement that says “Your Name has been self-nominated for Announcement Number XXXXXXXXXXX” 


If you have any problems accessing the AFPC Website, please contact the Technical Help Desk at 1-888-368-9367 or DSN 665-2820.   Please let the personnel office know that you are also having problems.  Contact Rita Breitweiser at 777-6605.


2.  You may self-nominate for positions using the Air Force Job Line called the Interactive Voice Response System (IVRS). Simply, this means calling in on the toll-free Customer Service number.  Internal Employees please dial 1-800-997-2378 or TDD 1-800-382-0893 for the hearing impaired.  

Listen to the voice prompts of the system and select the following Options: 

Option 3 for Civilian Employment information. Then, select

Option 1 for Current Permanent Air Force employees. Then, select

Option 2 for Job Listing and Self-Nomination information. Then, select

Option 1 to input your SSN and PIN. Then, select

Option 1 for job listing at current installation.  Then, select

Option 1 to validate selection.  Then select either 


Option 1 for GS pay plan or


Option 2 for trades and crafts.

Then you may enter two digits for Pay Grade (such as 09 or 11).  Employees may select up to three pay grades.  Then enter “#” to validate selection.  Then select either


Option 1 for a list of vacancies by specific series for the pay plan and grade selected or 


Option 2 for a list of all vacancies for the pay plan and grade selected.  Then select

Option 1 to hear the list.

You may self-nominate for any vacancy listed by pressing “1” immediately following the announcement.  You should make note of the 11 digit self-nomination number included in the announcement so that you may check on the status of your application or reference the vacancy if you choose to self-nominate at a later time.

If you know the 11-digit self-nomination number, you do not have to listen to all the vacancies.  After entering your SSAN and PIN, select

Option 3 to Self-Nominate. Then, select

Option 1 to self-nominate for a specific announcement number. You will be prompted to input an 11-digit vacancy announcement number. (You must convert the 3 letters of the announcement number to the numbers that correspond to those letters on your telephone keypad, i.e., Number 2 on the keypad contains the letters A, B and C).   


Note: Internal "Current permanent AF civil service employees" are not required to submit a resume unless they are interested in self-nominating for a job announcement open to External or Delegated Examining Unit applicants.  

Once I self-nominate, will someone call me?

No one will contact you by telephone or email; however, you may check the status of your self-nominations via the website or through the Air Force Job Line (IVRS). Initially, there will be no status on the self-nomination while the Human Resource Specialists are reviewing the skills of all employees who self-nominated for a particular position. When the Human Resource Specialist has completed the review, the status is updated in the database, so that the employee can check that status. 

