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POLICY, ADMINISTRATIVE RULE AND STATUTE
WHAT ARE THEY? - HOW ARE THEY DEVELOPED?

OREGON REVISED A law that is initiated by the people or referred to the people by the
STATUTE (ORS) Legislative Assembly or enacted through a bill and signed or allowed
to pass by the Governor.

RULE (OAR) An agency directive, standard, regulation or statement of general
applicability that implements, interprets or prescribes law or policy or
describes the procedure or practice requirements of any agency.

POLICY An internal management directive, regulation or statement which does
not substantially affect the interests of the public. Policies are
sometimes founded on Rules and/or Statutes.

Rules and Statutes are both filed with the Secretary of State when they are final, whereas,
policies are only internal to agencies.

EXAMPLE:
State Policy: 10.000.01 Definitions

APPLICABILITY: Members of the public, applicants for state jobs and all state employees.
REFERENCE: ORS 240.143(3); 240.250

Administrative Rule: 105-040-0010 Recruitment and Selection Process

APPLICABILITY: Applicants for State of Oregon positions, classified unrepresented and
management service employees, and initial appointment to all classified positions.

REFERENCE: 240.145(3); 240.250; 240.306; 240.321(2); 240.99; 240.391

- END -
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RETENTION OF

RECRUITMENT AND EXAM MATERIAL

Ref: State Archives Division 300
State Agency General Records Retention Schedule
Personnel Records section: OAR 166-300-0040(16)

For a complete Schedule, contact the State Archivist.

Retain in a central location all materials used to recruit, test, interview, and reference-

check applicants for the following purposes:

e documentation
o legal defense

« to monitor interview practices

« as a reference for future recruitments

Retain the following materials

3 months: unsolicited applications

two (2) years: Graded applications

Rejected applications

Interview notes

Tests, such as

experience and training ratings
promotional merit ratings
multiple-choice tests

interview panel ratings

three (3) years: Certificate of Eligibles

10 years (recruitment summary files):
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at least one copy of the announcement

all documentation relating to the announcement and test
test items and rating levels

a copy of the position description

- END -



ADVERTISING INFORMATION

Oregon state government has a current Advertising Broker Contract with the Bernard Hodes
Group for advertising services related to job recruitments.

With almost four decades of recruitment advertising/employee communications experience,
Bernard Hodes is focused on providing unmatched service, creative excellence, and cost-
effective recruitment marketing solutions unique to our business needs. Using their resources
and capabilities in four main competency areas listed below, they can develop smart and cost
effective solutions that strengthens our employer brand and helps find and keep the talent that
matters to the Oregon state government. Their core competencies are:

= Recruitment Marketing

= Sourcing/Response Management
= Hiring Process Re-Engineering

» Staffing Technology

DAS/HRSD has negotiated discounted media rates with various publications and job boards;
agencies are encouraged to place recruitment advertisements through Bernard Hodes to take
advantage of the buying power of the state’s recruitment advertising contract.

Bernard Hodes is a resource for developing agency ads and for answering questions. If you
would like training on how to write an ad please contact Bernard Hodes to schedule a meeting.

Advertising Requisition Tools

State of Oregon/Hodes Exchange Site
URL: http://exchangepa.hodes.com

This is a Web-based tool we have developed for state of Oregon recruiters to interact with our
account management team. Recruiters can request ads and view ads in progress. Features
include:

Home Page
= Exchange Bulletin Board
= Bernard Hodes Newsletters — Talent Matters, diversity Matters & Health Care Matters
= Career Fair and Conference List
»= Link to National database Layoff information
= Media Deadlines
= Resources — research information
=  SmartPost link to Login

Ad Request Module
* Ad request form
= Online Ad book

Search & Reporting Module
» Ability to view all ads in progress or search for those in the database
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SmartPost Job Distribution System

SmartPost has the ability to not only post your jobs to thousands of job boards, but it also has
amazing media effectiveness analytics, and an easy-to-use recommendation system that will
literally recommend which sites you should post to. Some of the features of SmartPost include:

= The largest knowledge center on job boards anywhere, with thousands of boards in the
most in-demand niches (over 400 Health Care job boards).

» Expansive international coverage in the United States, Europe, South America, Canada,
Asia, Australia, and the United Kingdom.

» Exclusive posting deals and savings due to our position as one of the largest consumers
of online media.

* Reporting tools let you make intelligent, results-driven decisions, and adjust your
sourcing strategy, easily.

= Determine the true origin of your candidates, independent of what they report.

= Access a user friendly, easy to understand dashboard of metrics.

BERNARD HODES CONTACTS

Ad Placement/Hodes Exchange — SmartPost — Billing Questions
Billing Questions

Shane Westwood Victoria Skinner - Manager, Client Care
Phone: (503) 402-1442 Phone: (707)981-8168
E-mail: swestwood@po.hodes.com Fax: (801) 203-8549

E-mail:  vskinner@smartpost.com

Alyssa Carter
Phone: (503) 350-3007
E-mail: acarter@po.hodes.com

For a copy of the current Ad Broker Contract in Microsoft Word, e-mail
hrsd.information@das.state.or.us
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A VACANCY - WHERE TO BEGIN

1. Review the “Request to Fill”
This form, received from one of your hiring managers, should be accompanied by:

A. Confirmation of approval by the appropriate appointing authority; and
B. An updated copy of the position description (PD).

2. Review the Position Description

The PD is basic to developing a job announcement and conducting an effective recruitment.
The fundamental purpose of the PD is to clearly define the tasks and responsibilities of the
job. When filling a vacancy, the PD should be as up-to-date as possible and following are
guestions to ask the hiring manager to confirm the PD is current:

A. Has the job changed since the last position description was written?
(If so, determine if you need to request an audit of the position)

B. Do you want or need to assign different duties for this position?

C. Isthe PD written clearly so an applicant will understand what is expected of him/her if
selected for the job?

NOTE: If any of the Essential Functions on the PD have changed, the position should
be reviewed for proper classification.

3. Check for a Position Number

No position number indicates the position may not have been established. If it has not been
established a recruitment cannot be opened.

Exception: If the position is expected to clear BAM, E-Board approval, or next biennium’s
budget, you may be able to open it by providing the following statement in the
“General Information” section of the announcement:

“This position is limited duration through __(date) _ and may become
permanent pending legislative approval.”

4. Pulling Required Lists
Check applicable bargaining agreements for the order in which lists are to be pulled. If
the position is unrepresented refer to OAR 105-040-0020. You must exhaust all
applicable mandatory priority lists before moving onto optional applicant pools such as
Agency Promotion, Agency Transfer, Statewide Transfer and Open Competitive.

5. New Announcement or Augment Existing Announcement?

A. Is there is a previous recruitment that has not expired? You may also contact
DAS/HRSD Recruitment Services for assistance.

If there is an existing list and:
i. MQs and application process (e.g. resume, test) are the same: augment the
existing list.
Refer to Augmenting A Recruitment (Chapter A-21) for additional information.

ii. MQs or application process (e.g. resume, test) have changed: cancel the
existing list before opening a new announcement with the correct MQs. Active
applicants must be notified.
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Refer to Applicant List Cancellation Process (Chapter D-3) for additional
information.

6. Proceed with the recruitment process:

If you have delegated authority, develop a job announcement, and any other supplemental
materials (e.g., grading criteria, skill codes) test, and rating criteria as needed.

- END -
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POSITION DESCRIPTION INFORMATION

Access the most current Position Description form and the Instructions for completing the form
from DAS/HRSD'’s form website at: http://www.oregon.gov/DAS/HR/forms.shtml

Purpose of the Position Description:

Records duties and working conditions of a position
Determines appropriate classifications
¢ Identifies proper salary range
e Identifies minimum qualifications
Establishes management’s expectations
¢ What needs to be done to achieve agency mission and goals
Sets standard for successful performance
Identifies essential job functions required by the Americans with Disabilities
Guides
e Recruitment
e Selection
e Performance appraisal
Determines overtime exemption required by Fair Labor Standards Act (FLSA)

May prevent grievances and serve as a defense if needed

Developing a Position Description - A Summary of Steps:

1. Management describes, defines and assigns the work

2. Employee reviews and revises the description

3. Management or program person reviews the description for program consistency and
accuracy

4. Personnel reviews for completeness, clarity, proper classification, and proper type of service
(i.e., unclassified, management, or classified)

5. Appointing authority approves

6. The position description becomes an official work assignment

- END -
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Order of Lists

Priority of use for Filling
Classified Unrepresented & Management Service Positions

The following identifies which applicant list to use first when filling classified unrepresented or
management service positions. This list is only used for requesting Certificate of Eligibles lists
- not to determine which lists to place candidates on. The descriptions are brief summaries

only.
REQUIRED LISTS - OAR 105-040-0020
(Shown in Order Of Priority)
1. Injured Worker — Reference OAR 105-040-0020, and HRSD State Policy 50.020.03. (Use

announcement number IW739999)

Injured workers shall be given first preference for positions specified in OAR 105-040-0020
and for which they qualify. All names must be pulled. You must offer the position to the
gualified injured worker with the earliest date of injury.

Should the injured worker decline interview or job offer, or otherwise become ineligible:

* Appropriately disposition code the certificate of eligibles list; and
* Notify agency at injury.

Refer to HRSD State Policy 50.020.03.

2. Agency Layoff: (Use announcement LO739999 or agency internal IO list).
Request your agency layoff list if there are no Injured Worker candidates. This list includes
employees who accepted demotion in lieu of layoff and those who have recall rights back to
the classification from which they were laid off. Refer to OAR 105-040-0020.
3. Statewide Reemployment Layoff - (Use announcement Number RL739999 with skill code
RLO).
This list consists of classified unrepresented, management service, and unclassified executive
service employees who have separated from state service due to layoff, but does not include
employees targeted for layoff.
Request both the classified (C) and management service (X) lists when filling positions with
classifications that have both service types. Refer to OAR 105-040-0020.
Example: The Program Technician 1 classification has both classified and management
service positions; pull the following Certificate of Eligibles lists:
* C0812* RL739999 (with skill code RLO)
e X0812* RL739999 (with skill code RLO)
NOTE: Unclassified Executive Service employees are placed on the list with the classification
service type “X".
When fewer than 5 names appear on the list, you may include additional candidates from:
Agency Promotion Statewide Transfer
Statewide Promotion Open-Competitive Lists.
Recruitment Manual Chapter A-4
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Optional Lists - OAR 105-040-0020
(May be used in any order)

If you are unable to appoint a candidate from one of the above required lists and a recruitment
is conducted, you do not need to request names from the lists again before appointing.
However, be sure to retain written documentation that you requested the lists as verification in
your recruitment file.

When fewer than 5 qualified names appear on the Statewide Reemployment Layoff List, you
may supplement the applicant pool with include additional candidates from the following lists:
1. HIRE (HR739999) - (Hiring Individuals Ready for Employment)

The HIRE System is a way for you to access job-ready qualified individuals with disabilities.
Using the HIRE System will help you meet your recruiting needs while increasing the
diversity of the Oregon state government’s workforce.

2. Statewide Transfer (TR739999) - Reference HRSD State Policy 40.045.01

During heavy layoff times, you are encouraged to use this list as a supplement to other lists in
order to access employees who are targeted for layoff.

¢ All employees, except temporary employees, are eligible.
o Statewide Transfer lists are always open and applications are accepted at any time.

e Applications should be submitted to agency personnel offices for review and data
entry. DAS/HRSD Recruitment Services can input applications for non-delegated
agencies.

e Current state employees may apply for any classification that is the same or lower
salary range as the position in which they are currently working and for which they
meet the minimum qualifications.

3. Agency Promotional (AP) - All current employees (except temporary) of the hiring agency
are eligible to apply.

4. Statewide Promotional (SW) - All current employees (except temporary) of the State of
Oregon (including employees of the Oregon University System (OUS) and The Lottery) are
eligible to apply.

5. Open Competitive (OC)

Anyone may apply.

- END -
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Order of Lists

Priority of use for Filling
SEIU Represented Positions

The “general” order of priority when filling SEIU represented positions is listed below.

The first three lists can vary in priority, so refer to your SEIU Collective Bargaining Agreement
(CBA). Contact your DAS Labor Relations Manager for contract interpretation.

Follow your agency-specific and coalition language for filling positions as described in Articles
45.1C through 45.5W of your SEIU CBA. If no order of priority is mentioned for your agency,
follow the general information provided in the SEIU Master Agreement, Article 45, “Filling of
Vacancies”.

1. Injured Worker — Reference OAR 105-040-0020, HRSD State Policy 50.020.03, Article 107
section 4. Use announcement number IW739999.

Injured workers shall be given preference for positions specified in OAR 105-040-0020 and for
which they qualify. All names must be pulled. You must offer the position to the qualified injured
worker with the earliest date of injury.

Should the injured worker decline an interview or job offer, or otherwise become ineligible:

* Appropriately disposition code the certificate of eligibles list; and
* Notify agency at injury.

Refer to HRSD State Policy 50.020.03.

2. Agency Layoff - Reference Article 45, Section 2 of your CBA. Use announcement
number LO739999 or agency IO list.

This list includes names of regular status employees who have separated from the service of the
state in good standing or who have accepted demotion in lieu of layoff established by the
classification from which the employee was laid off or demoted in lieu of layoff and by geographic
area.

3. Secondary Recall List - Reference Article 70, Section 11 of your CBA. Use
announcement number SR739999.

If 5 or more employees are on the list, you must consider the 5 most senior applicants who
meet the minimum qualifications for the classification and any special qualifications for the
position. You must select one of the 5 eligible employees.

If fewer than 5 employees remain on the list, you must select one of the employees who meet
the class MQs and any special qualifications of the position.
4. Reemployment Layoff - (Use announcement Number RL739999 with skill code RLO).

This list consists of classified unrepresented, management service, and unclassified executive
service employees who have separated from state service due to layoff, but does not include
employees targeted for layoff.
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Request both the classified (C) and management service (X) lists when filling positions with
classifications that have both service types. Refer to OAR 105-040-0020.

Example: The Program Technician 1 classification has both classified and management
service positions; pull the following Certificate of Eligibles lists:
» (C0812* RL739999 (with skill code RLO)
e X0812* RL739999 (with skill code RLO)

NOTE: Unclassified Executive Service employees are placed on the list with the classification
service type “X”".

When fewer than 5 names appear on the list, you may include additional candidates from:

Agency Promotion Statewide Transfer
Statewide Promotion Open-Competitive Lists.

Optional Lists - OAR 105-040-0020
(May be used in any order)

If you are unable to appoint a candidate from one of the required lists and a recruitment is
conducted, you do not need to request names from the lists again before appointing. However,
be sure to retain written documentation that you requested the lists as verification in your
recruitment file.

The following options may be used separately or in conjunction with each other after complying
with the required lists.

1. HIRE (HR739999) - (Hiring Individuals Ready for Employment)
The HIRE System is a way for you to access job-ready qualified individuals with disabilities.
Using the HIRE System will help you meet your recruiting needs while increasing the
diversity of the State of Oregon’s workforce.

2. Statewide Transfer (TR739999) - Reference HRSD State Policy 40.045.01
During heavy layoff times, you are encouraged to use this list as a supplement to other lists in
order to access employees who are targeted for layoff.

e All employees, except temporary employees, are eligible.
e Statewide Transfer lists are always open and applications are accepted at any time.

o Applications should be submitted to agency personnel offices for review and data
entry. DAS/HRSD Recruitment Services can input applications for non-delegated
agencies.

o Current state employees may apply for any classification that is the same or lower
salary range as the position in which they are currently working and for which they
meet the minimum qualifications.

3. Agency Promotional (AP) - All current employees (except temporary) of the hiring agency
are eligible to apply.
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4. Statewide Promotional (SW) - All current employees (except temporary) of the State of
Oregon (including employees of the Oregon University System (OUS) and The Lottery) are
eligible to apply.

5. Open Competitive (OC)
Anyone may apply.

- End -

Recruitment Manual Chapter A-8
4-2009



Order Of Lists
Priority Of Use For Filling

AFSCME Represented Positions

The “general” order of priority when filling AFSCME represented positions is listed below. The
first three lists may vary in priority, so refer to your AFSCME Collective Bargaining
Agreement (CBA). Contact your DAS Labor Relations Manager for contract interpretation.

Follow the agency-specific language of your AFSCME contract for filling positions. If no order
of priority is mentioned for your agency, follow the general information.

1. Injured Worker — Reference OAR 105-040-0020, HRSD State Policy 50.020.03, Article
107 section 4. Use announcement number IW739999.

Injured workers shall be given preference for positions specified in OAR 105-040-0020 and for
which they qualify. All names must be pulled. You must offer the position to the qualified
injured worker with the earliest date of injury.

Should the injured worker decline an interview or job offer, or otherwise become ineligible:
* Appropriately disposition code the certificate of eligibles list; and

* Notify agency at injury.
Refer to HRSD State Policy 50.020.03.

2. Agency Layoff: Use announcement LO739999 (or agency internal 10 list).
This list includes employees who accept demotion in lieu of layoff and those who have recall
rights back to the classification from which they were laid off.

3. AFSCME Secondary Recall List - Use announcement number SR739999.
If 5 or more employees are on the list, you must consider the 5 most senior applicants who
meet the minimum qualifications of the classification and any special qualifications for the
position. You must select one of the 5 eligible employees.

If fewer than 5 employees remain on the list, you must select one of the employees who
meet the class MQs and any special qualifications of the position.

4. Statewide Reemployment Layoff - (Use announcement Number RL739999 with skill code
RLO).

This list consists of classified unrepresented, management service, and unclassified executive
service employees who have separated from state service due to layoff, but does not include
employees targeted for layoff.

Request both the classified (C) and management service (X) lists when filling positions with
classifications that have both service types. Refer to OAR 105-040-0020.

Example: The Program Technician 1 classification has both classified and management
service positions; pull the following Certificate of Eligibles lists:
» (C0812* RL739999 (with skill code RLO)
e X0812* RL739999 (with skill code RLO)

NOTE: Unclassified Executive Service employees are placed on the list with the classification
service type “X".
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When fewer than 5 names appear on the list, you may include additional candidates from:

Agency Promotion Statewide Transfer
Statewide Promotion Open-Competitive Lists.

Optional Lists - OAR 105-040-0020
(May be used in any order)

If you are unable to appoint a candidate from one of the required lists and a recruitment is
conducted, you do not need to request names from the lists again before appointing. However,
be sure to retain written documentation that you requested the lists as verification in your
recruitment file.

The following options may be used separately or in conjunction with each other after complying
with the required lists.

1.

HIRE (HR739999) - (Hiring Individuals Ready for Employment)

The HIRE System is a way for you to access job-ready qualified individuals with disabilities.
Using the HIRE System will help you meet your recruiting needs while increasing the
diversity of the State of Oregon’s workforce.

Statewide Transfer (TR739999) - Reference HRSD State Policy 40.045.01
During heavy layoff times, you are encouraged to use this list as a supplement to other lists in
order to access employees who are targeted for layoff.

e All employees, except temporary employees, are eligible.
¢ Statewide Transfer lists are always open and applications are accepted at any time.

o Applications should be submitted to agency personnel offices for review and data
entry. DAS/HRSD Recruitment Services can input applications for non-delegated
agencies.

o Current state employees may apply for any classification that is the same or lower
salary range as the position in which they are currently working and for which they
meet the minimum qualifications.

Agency Promotional (AP) - All current employees (except temporary) of the hiring agency
are eligible to apply.

Statewide Promotional (SW) - All current employees (except temporary) of the State of
Oregon (including employees of the Oregon University System (OUS) and The Lottery) are
eligible to apply.

Open Competitive (OC)
Anyone may apply.

- End -
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Order of Lists
Priority of use for Filling
Positions Represented by Other Than SEIU or AFSCME

The “general” order of priority when filling represented positions (other than SEIU or AFSME) is
listed below.

The first two lists can vary in priority, so refer to your Collective Bargaining Agreement (CBA).
Contact your DAS Labor Relations Manager for contract interpretation.

Follow your agency-specific language for filling positions as described in your CBA. If no
order of priority is mentioned for your agency, follow the order of priority beginning with the
Injured Worker list (item number 2 below).

1. Injured Worker — Reference OAR 105-040-0020 and HRSD State Policy 50.020.03. Use
announcement IW739999.
Injured workers shall be given first preference for positions specified in OAR 105-040-0020
and for which they qualify.
All names must be pulled. You must offer the position to the qualified injured worker with the
earliest date of injury.
Should the injured worker decline interview or job offer, or otherwise become ineligible:
* Appropriately disposition code the certificate of eligibles list; and
* Notify agency at injury.
Refer to HRSD State Policy 50.020.03.
2. Agency Layoff: (Use announcement LO739999 or agency internal 10 list).
Request your agency layoff list if there are no Injured Worker candidates. This list includes
employees who accepted demotion in lieu of layoff and those who have recall rights back to
the classification from which they were laid off. Refer to OAR 105-040-0020.
3. Statewide Reemployment Layoff - (Use announcement Number RL739999 with skill code
RLO).
This list consists of classified unrepresented, management service, and unclassified executive
service employees who have separated from state service due to layoff, but does not include
employees targeted for layoff.
Request both the classified (C) and management service (X) lists when filling positions with
classifications that have both service types. Refer to OAR 105-040-0020.
Example: The Program Technician 1 classification has both classified and management
service positions; pull the following Certificate of Eligibles lists:
e C0812* RL739999 (with skill code RLO)
e X0812* RL739999 (with skill code RLO)
NOTE: Unclassified Executive Service employees are placed on the list with the classification
service type “X".
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When fewer than 5 names appear on the list, you may include additional candidates from:

Agency Promotion Statewide Transfer
Statewide Promotion Open-Competitive Lists.

Optional Lists - OAR 105-040-0020
(May be used in any order)

If you are unable to appoint a candidate from one of the required lists and a recruitment is
conducted, you do not need to request names from the lists again before appointing. However,
be sure to retain written documentation that you requested the lists as verification in your
recruitment file.

The following options may be used separately or in conjunction with each other after complying
with the required lists.

1.

HIRE (HR739999) - (Hiring Individuals Ready for Employment)

The HIRE System is a way for you to access job-ready qualified individuals with disabilities.
Using the HIRE System will help you meet your recruiting needs while increasing the
diversity of the State of Oregon’s workforce.

Statewide Transfer (TR739999) - Reference HRSD State Policy 40.045.01

During heavy layoff times, you are encouraged to use this list as a supplement to other lists in
order to access employees who are targeted for layoff.

¢ All employees, except temporary employees, are eligible.
o Statewide Transfer lists are always open and applications are accepted at any time.

o Applications should be submitted to agency personnel offices for review and data
entry. DAS/HRSD Recruitment Services can input applications for non-delegated
agencies.

¢ Current state employees may apply for any classification that is the same or lower
salary range as the position in which they are currently working and for which they
meet the minimum qualifications.

Agency Promotional (AP) - All current employees (except temporary) of the hiring agency
are eligible to apply.

Statewide Promotional (SW) - All current employees (except temporary) of the State of
Oregon (including employees of the Oregon University System (OUS) and The Lottery) are
eligible to apply.

Open Competitive (OC)

Anyone may apply.

- End -
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Order of Lists - Filling of Positions
Reference OAR 105-040-0020

/

\ 4

Classified Unrepresented

IS THE POSITION UNION
REPRESENTED?

Which union represents the position?

=S e

and

Management Service

Types of Lists & Order of Use:
(Reference OAR 105-040-0020)

1.

Injured Worker list
(Reference OAR 105-050-0020
HRSD Policy 50.020.03)

Agency Layoff list
(Reference OAR 105-040-0020)
Statewide Reemployment

Layoff list
(Reference OAR 105-040-0020)

After complying with #1, #2,
and #3, the Agency may pull
from other available lists and
the order is optional:

e HR — HIRE System

e AP — Agency Promotion

e SW — Statewide Promotion
¢ TR — Statewide Transfer

e OC — Open Competitive

Recruitment Manual
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Types of Lists & Order of Use: Types of Lists & Order of Use: Types of Lists & Order of Use:
1. Lists specified in agency specific 1. Lists specified in your agency’s 1. Agency subsection language
anql coalition language under CBA on Filling of Vacancies. under Article 27A, C or 27B on
':étlg\lzsoisl:mg 43*]@21?;22 2. After complying with #1 or if no Filling of Vacancies.
' oo o lists are specified: . Injured Worker list
2. After complying with #1 or if no e Agency Layoff list (Reference OAR 105-050-0020
lists are specified, refer to Article ¢ Secondary Recall list HRSD Policy 50.020.03)
45 SEIU central Master agree- Agency Lavoff list. if not
ment on Filling off\f/?cancies: 3. Injured Worker List (if not . sp?ecifigd iny#l. )
* Agency Layofflist specified in #1). (Reference OAR 105-040-0020)
» Secondary Recall list (Reference OAR 105-050-0020 ,
(Article 70, Section 11) HRSD Policy 50.020.03) . Statewide Reemployment Layoff
3. Injured Worker list, if not List
specified in #1. ' 4. Statewide Reemployment (Reference OAR 105-040-0020)
(Reference OAR 105-050-0020, Layoff List . After complying with #1, #2, and
HRSD Policy 50.020.03) (Reference OAR 105-040-0020) #3, and #4, the Agency may pull
from other available lists and the
4. Statewide Reemployment 5. After complying complying with order is optional:
Layoff list #1, #2, and #3, and #4, the * HR-HIRE System
(Reference OAR 105-040-0020) Agency may pull from other * AP —Agency Promotion
available lists and the order is e SW- Statewlde Promotion
5. After complying with #1, #2, and optional : -lo—%_ SotatenwgemTratril;\f/er
#3, and #4, the Agency may pull ¢ HR—HIRE System — pen Lompetitive
from other available lists and the * AP —Agency Promotion
order is optional e SW — Statewide Promotion
e HR - HIRE System e TR — Statewide Transfer
o AP — Agency Promotion e OC - Open Competitive
e SW — Statewide Promotion
¢ TR — Statewide Transfer
e OC — Open Competitive

NOTE: The above only applies to current 2007-09 collective bargaining agreements (CBA).

Consult your current CBA for the most up to date language.
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ANNOUNCEMENT PREPARATION

Developing an accurate and informational announcement will allow applicants to screen
themselves which makes the recruitment process more efficient.

Use the Recruiting Request Form, Recruiting Request Instructions, Position Description,
and the following information to assist you in developing your job announcements.

A. EVALUATE THE FOLLOWING:

1. How many positions in this classification (performing similar duties) does your agency
have? Where are the positions located?

» Should the announcement be opened for multiple positions and geographic
locations or for a single position?

» Is there a contract bargaining agreement that affects the recruitment process?

2. Check the Compensation Plan (on the internet) for the correct salary. Be sure to use
the correct Representation Code(s).

3. Review the duties for clarity and conciseness. Are they consistent with the level and
type of work of the class? Are they consistent with the position description?

4.  Are the working conditions, travel information, and other special requirements
appropriate?

5. Review the test plan (on the internet) to ensure you are using the most recent MQs;

= Has atest already been developed? If yes, has the test been successful in
drawing the knowledge and skills from applicants that you're looking for?

NOTE: A guide to requesting changes to MQs can be found in Chapter E-13
6. Is there other information applicants might find helpful that can be added to the
announcement?

B. DEVELOPING THE ANNOUNCEMENT - All announcements must contain the following
information: OAR 105-040-0010 (1)(b)(A)

1. Announcement Number 7. Open and Close Dates

2. Class Title and Number 8. Working Title

3. Salary 9. Public Disclosure Statement
4. Minimum Qualifications 10. Duties and Responsibilities
5. Working Conditions 11. Selection Method

6. How To Apply (and where) (Test, QLF, Random, etc.)

C. ANNOUNCEMENT & EXAM NUMBERS:
(Test numbers are not used for “Qualify” announcements.)

1. Classified and Management Service Announcements

To assign your own numbers, refer to:
Agency-Assigned Announcement Numbers & Examination Numbers (Refer to
Chapter A-19)

Recruitment Manual Chapter A-14
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D. OPEN PERIOD - Consider the following factors when determining an open period:

e Adequate time for applicants to apply o Affirmative action goals
e Holidays (no postal service)

Time for applications to arrive by mail
Number of positions to be filled
Labor market conditions

e Advertising period

e How difficult it's been in the past to fill
the position

1. Open Competitive (OC) and Statewide Promotion (SW) recruitments must be open a
minimum of two (2) weeks. OAR 105-40-0010(1)(B).

2. Agency Promotion (AP) — Unless otherwise directed by your Collective Bargaining
Agreement, AP announcements may be open less than two weeks as long as agency
employees have adequate time to apply. OAR 105-040-0010(1)(B).

3. OPEN UNTIL FURTHER NOTICE (OUFN), OPEN UNTIL FILLED (OUF), OPEN UNTIL
SUFFICIENT APPLICATIONS RECEIVED (OUSAR)

A. As a general rule, announcements should only be open continuous when:
a. used frequently; or
b. when positions are hard to fill.

B. When considering whether to keep an announcement open, ask:
a. How often do vacancies occur?
b. How often is the list used?
c. Are the positions hard to fill?

C. If the announcement is OUFN, OUF or OUSAR include a statement that explains the
announcement may close at any time without notice.

NOTE: If this statement is not included, the announcement cannot be closed
without providing 2 weeks notice.

D. Periodically review OUFN, OUF and OUSAR announcements for required updates,
and to re-evaluate the need for the recruitment to remain open.

E. CLASSIFICATION TITLE AND NUMBER - Announcements require a correctly formatted
classification title and classification number to be posted on the Internet. The classification
number must begin with the correct alpha prefix code (such as C0103 or X7004).

F. WORKING TITLE - The working title is important for recruitments if it defines the job. It
should be listed directly beneath the classification title on the first page of the announcement.
Working titles are not required and should not be listed when the working title is the same
as (or very similar to) a classification title (such as “Administrative Assistant”).

G. SALARY RANGE

The salary may be listed as hourly, monthly or annually. Be sure to verify salary before
posting. The most current salary information can be found, along with the Classification
Specifications, on the DAS/HRSD web site at:
http://www.oregon.gov/DAS/HR/classcomp.shtml. This information can also be found in
PPDB in the PBRG screen.
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H. PUBLIC DISCLOSURE STATEMENT

Applicants must be advised if a position requires a pre-employment background
investigation (such as criminal record checks, driver record checks, background
investigations, etc.). This information is listed in the GENERAL INFORMATION section of
the announcement.

l.  MINIMUM QUALIFICATIONS — In the TO QUALIFY section, you must list:

1. The minimum qualifications established for the classification, and any special

qualifications required of the position.

NOTE: Variations to standard minimum qualifications stated on the Test Plan must be

discussed with your Classification Analyst.

2. Qualified (QLF)

You may wish to use a “qualified” rating factor rather than a test when you expect a small
number of applicants (usually 10 or less). With QLF recruitments, you must consider all
gualified applicants listed on your Certificate of Eligibles.

¢ Clarifying statements used in the TO QUALIFY section may allow
prescreening (e.g., ‘only those candidates who most closely match the
requirements...’)

e Skill codes may be used to narrow the pool of qualified applicants to be
interviewed.

PREFERENCE STATEMENTS

Preference statements are added to the minimum qualifications to advise applicants of
the importance of specialized knowledge or skill. Neither option is used to reject an
application or to exclude an applicant from being interviewed.

Following describes the two ways in which preference statements are used.

OPTION A — The preference is not tested:

The statement “Preference may be given to applicants with . . .” must never be used
to exclude applicants from the interview process. This option is used when the test
does not measure the specialized background desired. When this statement is used
it allows you flexibility in choosing someone with or without the specialized
background.

For example, after interviews are conducted and evaluations are completed, the top
candidate may be one without the preference because they have other critical
attributes.

OPTION B — The preference is tested:

The statement “Preference will be given to applicants with . . .” requires the
preference to be included in one of the test questions. When Option B is used, the
preference must be justified in the position description.

If the test questions are weighted appropriately, applicants who have the preferred
attribute will receive a higher test score than others. Applicants whose backgrounds
do not include the specialized experience/education may not score high enough to be
invited for an interview.

Recruitment Manual Chapter A-16
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J. DUTIES AND RESPONSIBILITIES

The announcement does not need to include every duty and responsibility that is listed on
the Position Description. However, it must include those for which you have developed a test
guestion and it is important to list the most essential functions. Use a brief opening
statement that summarizes the purpose of the position and list the duties as bulleted items
that begin with action verbs. Keep like-functions together in paragraphs.

Example:

These positions are responsible for the day-to-day operation of a cottage, supervising
staff, and coordinating the casework and counseling of youth committed to the youth
correctional facility. Major duties:

e assures that a treatment plan is negotiated with each youth offender assigned to the
cottage or living unit; addresses problem areas described in the initial review provided
by the committing courts; establishes long and/or short-term goals with each youth;

o works with parole officers, juvenile departments and private providers to ensure an
effective transition plan is in place; and

e directs or coordinates a treatment modality within individual/group therapy sessions;
observes, gathers data, and evaluates treatment processes for each youth.

K. WORKING CONDITIONS

Working conditions describe specific conditions that are out of the ordinary. Include how
often such conditions are present. For example:

Has regular contact with hostile individuals on a daily basis;

Requires bending, stooping, crawling and climbing in the process of doing inspections;
Works outside in all kinds of weather; and

Uses a computer terminal at least four hours per day.

You may wish to add the following statement to meet ADA requirements:

“The duties of the position must be performed with or without reasonable
accommodation.”

L. TESTS

If a large number of applicants are anticipated, a test may be administered to reduce the
number of candidates who must be invited to interview.

If you issue an announcement with a test, but think it's possible your applicant pool may be
small enough that you would interview all qualified candidates, you can include the
following statement on your announcement to eliminate the time for grading:

“If a small number of applications are received, all those qualified may receive a
Qualified (QLF) score in which case the test would not be graded.”

NOTE: If a testis not graded and applicants are rated as “QLF”,
future augments must be issued as a QLF.

Changing a Test: If atestis changed after an announcement is opened, the
announcement must be canceled and a new announcement developed. Applicants on the
canceled list must be:

1. Notified the list is being canceled (refer to Cancelling Applicant List in Chapter D-3);
and

2. Provided a copy of the new announcement (refer to 210 Letters in Chapter E-25).
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Supplemental Screening: If you receive a large number of applications when only a few
were expected, you may want to administer a supplemental screening device such as exam
guestions. Since the scores for a supplemental test will not generate a grade notice, it is
especially important for the applicants to be notified of their final scores and given the cut-off
score being used for the interview.

M. SKILL CODES
Identify special qualifications related to a position. If the number of skill codes are small, they
may be added directly into the announcement. If there are a large number of skill codes,
they are developed on a separate page and are typically at the end of an announcement.
When a separate skill codes sheet is used, applicants are advised to submit the completed
skill code sheet as part of their application materials.

N. HOW TO APPLY
This section helps decrease time-consuming phone calls and needs to explain:
1. how and where applicants are to submit their application materials;
2. the grading process; and

3. other pertinent information that will assist applicants in successfully completing the
application process and delivering their application materials before the close date.

- END -
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AGENCY-ASSIGNED ANNOUNCEMENT NUMBERS
and EXAMINATION NUMBERS

If you have DAS Delegated Authority, you may assign your own announcement and test numbers.

Critical: Do not duplicate announcement numbers. If you have a posted announcement and

then transmit a second announcement with the same announcement number, the second
announcement will replace the first. Two announcements with the same number will not
appear electronically at the same time.

If you have any questions or problems assigning announcement and/or examination numbers, call
DAS/HRSD Recruitment Services for assistance.

1.

ANNOUNCEMENT NUMBERS for OC, SW, and AP Announcements
a. FIRST TWO DIGITS - identifies the announcement type:

OC = Open Competitive JR = Job Rotation

SW = Statewide Promotional ES = Executive Service
AP = Agency Promotional NC = Non- Competitive
LE = is used for any of the above

b. 3wsand 4 digits - identifies your agency.
This 2-digit code is constant for your agency and is assigned by DAS/HRSD. Please call DAS
Recruitment Services to obtain your agency’s announcement number code.

C. b5, 6th, 7thand 8w digits
The numbering system developed by your agency.

d. 9wndigit —used only for augmented announcements.
On a first augment use suffix code A; for the second augment use suffix code B, etc.
EXAMPLES: LECBO0001
LECBOO0O01A

JOB ROTATION, EXECUTIVE SERVICE, & NON-COMPETITIVE ANNOUNCEMENTS

a. 1% and 2" Digits — Identifies the announcement type:
JR = Job Rotation
ES Executive Service
NC Non-Competitive

b. 3vw— 8w Digits = Your agency number.

NOTE: Total must be 8 digits, so you must insert an extra number either before or after your
agency number. EXAMPLES: ES010700 or ES107000

EXAMINATION NUMBERS - Assign 5-digit examination numbers if the announcement includes a
test. On “QLF” announcements, no examination number is assigned.

a. lstand 2nd Digits — Agency Code (the same as used for announcement numbers)
b. 3rd— 5t Digits — Developed by your agency. EXAMPLE: CB001

CRITICAL: duplicate examination numbers may cause error messages when data entering
applications into the APPL/CERT system (such as “too soon”).

- END -
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FOR ASSIGNING ANNOUNCEMENT & EXAM NUMBERS

AGENCY CODES

If assigning announcement numbers is a new process for your agency, or if you would like DAS to
allocate an agency code for your agency so you can begin assigning announcement numbers,

contact DAS Recruitment Services for assistance.

To eliminate duplicate announcement numbers, this process must be strictly adhered to.

NOTE: DO NOT CHANGE YOUR CODE.
If you would like a new code, contact DAS Recruitment Services

AGENCY NAME CODE AGENCY NAME CODE
Administrative Serv, Dept of DA Lottery oL
Agriculture, Dept of AG Marine Board MB
Blind, Commission for BL Medical Exam, Board of ME
Comm Colleges & Workforce Dev | CW Military Dept MT
Consumer & Business Services CB Nursing, Board of NB
Construction Contractors Board cC Oregon Youth Authority YA
Corrections Dept CcoO Parks & Rec Dept PR
Economic Development Dept EC Parole/Post Prison Supv Board PP
Education, Dept of ED Pharmacy, Board of BP
Employment Dept EM Private Health Partnerships PH
Employment Relations Board ER Police, Oregon State SP
Energy, Dept of EN Public Empl Retirement Sys PE
Environmental Quality, Dept of EQ Pub Sfty Stds & Trng, Dept of ST
Fish & Wildlife, Dept of FW Public Utility Comm PU
Forestry Dept FR Racing Commission RC
Geology & Min Dept GM Real Estate Agency RL
Government Ethics Comm GE Revenue, Dept of RV
Health Licensing HL Secretary of State SS
Housing & Comm Serv Dept HC State Lands, Div of DL
Human Services, Dept of HS Teacher Stand & Prac Comm TS
Justice, Dept of JT Transportation, Dept of DT
Labor & Indus, Bur of LI Treasury, Oregon State TR
Land Conserv & Dev, Dept LC Veterans Affairs, Dept of VA
Library, Oregon State SL Water Resources Dept WR
Liguor Control Commission LQ

- END -
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Augmenting an Announcement

A recruitment is augmented (re-opened) to increase the size of your applicant pool. The first list
needs to be exhausted before augmenting.

1. Eligibility: An announcement can be augmented only if the eligibility has not expired. If
eligibility has expired, issue as a new announcement.

¢ If you wish to augment a recruitment but the eligibility is about to expire, it is possible to
extend the eligibility period first and then augment the announcement.

¢ Augmented announcements must be issued with the same eligibility period as what the
original recruitment is at the time of augment.

2. THINGS TO REMEMBER - When augmenting, the following items must remain the same on
the new announcement as the original recruitment:

A. Working title C. Working conditions E. Exam questions
B. Duties D. Eligibility period F. Supplementals

NOTE: |If the original recruitment included exam questions, but ended up being graded QLF
because only a few applications were received, the augment must be QLF.

3. “LE” announcement numbers can be augmented as any of the following:
A. Open Competitive, B. Statewide Promotion, or C. Agency Promotion.

4. Position Locations: You may list a different location for current vacancies if the original
recruitment indicated you have positions in multiple locations and that the recruitment would be
used to fill future vacancies. This eliminates opening and closing similar announcements when
the only real difference is the geographic location.

If the duties of the positions are primarily the same but have some minor differences, you may
develop a generic announcement for multiple locations and provide a copy of the position
description to applicants when scheduling interviews.

5. Re-evaluate announcements augmented past a “C” (the original recruitment and 3 augments),
Review the recruitment, exam questions, and criteria to ensure its effectiveness and that the
announcement is still accurate.

6. Reapplying: Candidates who previously applied need not reapply.

7. Re-Interviewing Candidates - A candidate previously interviewed for a position but was not
selected and their name appears on the Certificate of Eligibles for another vacancy. The
following helps you decide if you need to re-interview the candidate :

A. Candidate interviewed within the last 60 days. If the position and interview are identical
to the previous, you do not need to contact the candidate for re-interview, but the candidate
must be considered for the position from previous interview material.

B. Candidate interviewed more than 60 ago. The candidate must be invited to interview. If
candidate wishes, they may be considered from previous interview material.

- END -
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TEAMSITE PUBLISHING ASSISTANCE

If you have Delegated authority, you may format and distribute your own announcements.
Contact DAS/HRSD Recruitment Services for training on the TeamSite process.

FOR CLARIFICATION OR ASSISTANCE: call DAS/HRSD Recruitment Services.

- END -
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ELECTRONIC ANNOUNCEMENT DISTRIBUTION
INTERNET POST CODE CATEGORIES

POST
CODE

D702 MANAGEMENT, ADMINISTRATIVE, and SUPERVISORY

D703 PROGRAM or PROJECT COORDINATION

D704 | PERSONNEL and HUMAN RESOURCES

D705 MEDICAL PROFESSIONAL

D706 MEDICAL TECHNICAL

D707 BIOLOGICAL and SCIENTIFIC

D708 REGULATION, ENFORCEMENT, INSPECTION, PUBLIC SAFETY
D709 NEGOTIATION, MEDIATION, LEGAL, INVESTIGATION, APPRAISAL
D710 FOOD SERVICE and DOMESTIC

D711 | TRADES, LABOR, and MAINTENANCE

D712 PHOTOGRAPHY, GRAPHICS, and PRINTING

D713 DRAFTING, ARCHITECTURE, and LANDSCAPING

D714 | ENGINEERING and ELECTRONIC

D715 ENVIRONMENTAL and NATURAL RESOURCE

D716 EDUCATION, TRAINING, and COUNSELING

D717 HUMAN SERVICES and SOCIAL SERVICES

D718 | CASHIER, STOREKEEPING, PURCHASING, INVENTORY CONTROL
D719 FINANCIAL, ACCOUNTING, AUDITING, and FISCAL

D720 | COMPUTER TECHNOLOGY and INFORMATION MANAGEMENT
D721 PUBLIC RELATIONS, INFORMATION, and RESEARCH

D722 | CLERICAL, OFFICE, and RECEPTIONIST

D723 DATA ENTRY and WORD PROCESSING

JOB CATEGORIES
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ELIGIBILITY INFORMATION

The period of time the announcement and individual applicant records remain active is
determined by the eligibility period entered onto the announcement screen (JANI) of
APPL/CERT. Eligibility periods can be from 1 to 24 months. We recommend eligibility periods
of either 6 or 12 months for most recruitments.

Applicant Eligibility - The APPL/CERT system generates an expiration date of each
applicant’s record based on the eligibility period shown on JANI. The expiration dates are
calculated from whichever of the following is latest:

a. Announcement adopt date;

b. Application test date; or

c. System capture date (of application)

Announcement Eligibility - All announcements that are entered into the JANI screen of the
Applicant/Certification (Appl/Cert) system are given an eligibility period. After all applicant
records become inactive, the announcement expires if a close date is entered into the
announcement record.

You may extend the eligibility of an announcement, but not to exceed 24 months. Contact
your Recruitment Specialist for assistance. Reference OAR 105-040-0020

Extending the Announcement Eligibility (not to be confused with extending the close):

a. Eligibility periods may be made longer not shorter. For example, you could extend the
eligibility from six-months to twelve-months.

b. Once a recruitment has been set up on JANI it is better to extend the eligibility of a
recruitment either prior to any applicants being input into Appl/Cert system or after all
applicants are input. If you have entered only a part of the applications, you should enter
all remaining applications before extending the eligibility period. This will ensure that all
applicants’ grade notice shows the correct expiration date.

Eligibility extensions processed:

e prior to applications entered into JAPI - grade notices will show an expiration date
based on the corrected eligibility of the recruitment; or

o after applications entered into JAPI - new grade notices reflecting the change in
eligibility will not be generated.

Eligibility cannot be changed on augmented announcements. When data entering an
augment, the eligibility must be the same as what currently appears on APPL/CERT for the
original announcement.

Exception: If the original announcement (LE001251) had a 6-month eligibility;
the augment announcement (LEO01251A) must have a 6-month eligibility.

Once all applications for the augment (LEO01251A) are data entered and the
list is adopted, the eligibility can be changed. This ensures that the active
applicants from the original list (LE001251) receive the updated expiration
date.

- END -
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RECRUITING REQUEST FORM

Complete a request form for each recruitment
See "Recruiting Request Instructions" for detailed directions

AGENCY:

AGENCY NUMBER:

CLASS TITLE:

CLASS NUMBER:

Is position union represented? Yes [ ] No []
If yes, please indicate representation code from compensation plan:

(Example: MMN, OA, A)

POSITION INFORMATION:

Position Number(s):

[ ] Full Time [ ] Part-Time [ ] Permanent
[] Seasonal (from to )
[] Limited Duration (from to )

If you have recruited for this (these) position(s)
within the last year, enter the announcement
number here:

RECRUITMENT INFORMATION:
(check (v') one in each section)

Type of [[] Open Competitive (OC)
Recruitment: [] Statewide Promotion (SW)
[ ] Agency Promotion (AP)

[ ] check (v¥') here for an LE announcement number
[ ] 6 Months

12 Months
Other: Months

Eligibility
Period
of List:

Time: Three Weeks
Other
Open Until Further Notice

[]
[]
Recruiting [ ] Two Weeks
[]
[]
[]

Internet Post Code:

[ ] Check (v) if you do not wish AP's electronically
distributed on the State Jobs Page.

Recruitment Manual
4-2009

AGENCY INFORMATION:

Agency participation in grading applications is
encouraged to provide technical expertise and to
expedite establishment of lists. Will your agency
grade applications? [ |Yes [ ] No

Subject Matter Expert:

Name:

Phone:

Contact Person:

Name:

(Agency Personnel Office)

Phone: Fax:

NOTE: The information recorded on this form shall be
treated as confidential examination material. Advance
disclosure to applicants or other unauthorized persons is
prohibited by ORS 240.710(2).

AGENCY SIGNATURE:

(Personnel Officer or Appointing Authority)

DATE:
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SECTION A — HEADING

CLASS TITLE

WORKING TITLE OR OPTION

$ -$ MONTHLY
Minimum Maximum Steps of Salary Range(s)

SECTION B - GENERAL INFORMATION
(1) PAY (check (v) if appropriate)

[ 1(b1) The pay for these jobs depends on union representation. The pay will be explained if you are
asked for an interview.

[ 1(2) The pay for these jobs varies depending on union representation or management service salary
rates. The pay will be explained if you are asked for an interview.

[ ]1(3) Agencies have authority to set pay within the range for this class. The salary should be
discussed during the interview process. (Optional - used only for Principal Executive/Manager
recruitments.)

(2) POSITION(S)/LOCATION(S) (check (v') appropriate box and fill in information)

[ 1(p4)  This position is with [ ] (®5) These positions are with

Agency Name

Location(s)

[ ](b5a) Some agencies may open separate job announcements for positions in this classification. To
be eligible for all jobs in this classification, watch for other recruitments at Employment
Department field offices or www.oregonjobs.org and apply.

(3) OTHER POSITION INFORMATION (check (v') if appropriate)

[ ](b6) There is(are) current vacancy(ies) in
(Number) (Location(s)

Other:
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REASON FOR RECRUITMENT (check(v') one)

1 (b7)
[1 (08)

[1 (b9)
[] (b10)

This recruitment will be used to establish a list of qualified people.

This recruitment will be used to establish a list of qualified people and may be used to fill
vacancies as they occur.

This recruitment will be used to add names to the current list of qualified people.

This recruitment will be used to add names to the current list of qualified people and may be
used to fill vacancies as they occur.

(5) BENEFITS (check (v') for management service position(s) only)

[](b14)

If you are hired, you will become part of the State's management team.

(6) PUBLIC DISCLOSURE (check (¥) only if appropriate to the position(s))

[] (b11)

[] (b15)

[1 (b17)

[] (b18)

[] (b19)

Applicants will be subject to both a Computerized Criminal History and Driver and Motor
Vehicle Services check as well as a thorough background investigation. Adverse background
data may be grounds for immediate disqualification.

If you are hired, you may have to give out facts about past employment and present financial
interests if they could be connected with the business regulated by this job.

Applicants offered employment will be subject to a fingerprint-based criminal record check.
Conviction of a crime will not automatically preclude appointment. The circumstances involved
in the conviction will be considered.

If you are offered employment, the offer will be contingent upon the outcome of the criminal
records check. Any history of criminal activity will be reviewed and could result in the
withdrawal of the offer or termination of employment.

H.I.R.E. Information.

(7) CLOSING INFORMATION (Use when there is no close date)

[1(12) If you are interested in the current vacancy, your application must be received within
weeks from the open date of this announcement.
[ ]1(13) Depending on the volume of applications received for this recruitment, you should allow 4 to 6
weeks to be notified concerning the review of your application.
[](w16)  Apply now if you are interested. We could stop taking applications at any time.
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SECTION C - TO QUALIFY

(1) OPENING STATEMENT (check (v) one and fill in blank, if appropriate)

[ (c1)

[1(c2)

Your PD100 application form will be reviewed to verify that you meet the qualifications stated in
this section. To receive credit, your application materials must clearly show that:

you are a current employee of (insert “the State of Oregon” or agency hame)
in a classified or management service position (not temporary), and have:

Your PD100 application form will be reviewed to verify that you meet the qualifications stated in
this section. To receive credit, your application materials must clearly show that you have:

(2) MINIMUM QUALIFICATIONS STATEMENT: (refer to test plans at
http://www.oreqon.qov/DAS/HR/classcomp.shtml)

(3) TRANSCRIPTS (check (v) if appropriate)

[1(c4)

[](c5)

[](c6)

To receive credit for all required/related coursework, you must submit a photocopy of your
transcripts with your application.

To receive credit for a degree or coursework in a related field, you must submit a photocopy of
your transcripts.

To receive credit for a degree in an area other than one of those listed above, you must submit
a list of related courses you have completed and indicate the number of quarter or semester
hours received for each course.

(4) KS's (check (v') if appropriate)

(1)

(5) L1 (c9)

Your background must have given you the knowledge and skills identified in the test.

IF YOU QUALIFY, SEE TEST/SKILL CODES section of this announcement.

(6) (] (cf2) IF YOU QUALIFY

There is no test for this job. If you meet the "To Qualify" requirements on this announcement,
your name will be placed on the list with a code of QLF (qualified).
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SECTION D - DUTIES AND RESPONSIBILITIES

Attach a list of major duties and include a brief introductory statement. Also attach a position description.

SECTION E - WORKING CONDITIONS

(1)

(2) TRAVEL (check (v) one, only if you have indicated operation of a motor vehicle as a working condition)

[ 1(e1) You must have a valid driver's license and a good driving record. If not, you must be able to

provide an acceptable alternate method of transportation.

[ 1(e2) You must have a valid driver's license and a good driving record.

SECTION F - THIS IS THE TEST - For QLFs, skip this section. Use (6) under Section C, page 4.

(1) check (v) one, if the test is an evaluation of EXPERIENCE AND TRAINING.

[1(f1)

[](3)

YOU MUST ANSWER THE FOLLOWING QUESTION(S).

Use a separate sheet of paper. Write down any work experience (paid or unpaid) and training
that you have which is related to each question. Limit your answer to each question to no more
than two (2) pages. Be sure that the jobs where you gained the experience you describe in
your answers are listed in the Work History section of your application form. Your grade
will be based upon your answers.

If there are several parts to a question, answer each part separately. Number your answers to
agree with the question. Attach the answer sheet to your application. Your application will not
be accepted if it is incomplete.

( ) Use the position-specific Experience and Training test submitted by the agency. See Section J.

( ) Use Experience and Training core test developed by HRSD.
(Refer to test plans at: http://www.oregon.gov/DAS/HR/classcomp.shtml)

You must complete the experience and training supplemental examination attached to the
announcement and submit it along with a completed State of Oregon employment application
(PD100). If the supplement is not submitted, your application will not be accepted.

(2) If the test is an INTERVIEW PANEL, refer to the Guidelines for Interview Panel Members in the Appendix
of the Recruitment Manual.
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SECTION G - SKILL CODES

[1(g1) Depending on the position, special skills may be required. To certify your skills, complete the
attached Skill Code Sheet and
submit it with your application. This information will provide additional assistance to State
agencies in filling positions. If you do not submit this information, no skills will be noted on
your record.

[ 1(g2) Depending on the position, special skills may be required. To certify your skills, complete the
attached Skill Code Sheet and
submit it with your application. This information will provide additional assistance to State
agencies in filling positions. Failure to submit this information will eliminate your application
from further consideration.

SECTION H - HOW TO APPLY

COMPLETE a State of Oregon Employment application (form PD100) and any required supplements. Copies
of applications, supplements and job announcements can be obtained from:

a) the State's Jobs Page at: www.oregonjobs.org;
b) local Oregon Employment Department field offices; or
c) most state agency personnel offices.

If you have a disability and need an alternate format in order to complete the employment process, you may
call (Provide Recruiting Agency Telephone and Address Information) or TTY 503-000-0000 for the
hearing impaired. Please be prepared to leave a message describing the alternate format needed.

SEND completed application materials to (Provide Recruiting Agency Name and Address):

Agency Y

Recruitment Services
ABC Street

Salem, OR 97301-3968

You may FAX your application materials to (503) 000-0000. Your application materials must be received by
the close date and must be complete and legible. We are unable to acknowledge or verify receipt of
applications due to the large volume.

NOTICE of results will be sent by mail. Although agencies are not required to delay their selection process,
you may request a review of the results. Your request must be received within 10 days from the date of the
notice. Additional information cannot be accepted. However, if your application was not accepted and if the
recruitment is still open, you may submit a new application as long as it's received in our office by the close
date.

SUBMIT only the required materials. Reference letters or work examples should be kept for interviews.
KEEP a copy of your application for job interviews. COPIES ARE NOT PROVIDED.

The pay on all announcements may change without notice.
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SECTION J - EXPERIENCE AND TRAINING TEST DEVELOPMENT

Test forms for Method # 1 and Method # 2 on following two pages.
METHOD # 1 — TEST DEVELOPMENT FORM
(Make a copy of this sheet for each test question you develop)

KS/TEST ITEM NUMBER:

1. UNACCEPTABLE

2. IN NEED OF
DEVELOPMENT

3. ACCEPTABLE

4. MORE THAN
ACCEPTABLE

5. OUTSTANDING

TEST QUESTION:

[] Check if you wish to weight test item #

This test item covers a major part of the duties of this job and will, therefore, be weighted
doubleftriple in point value in relation to other test items.
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METHOD # 2 — TEST DEVELOPMENT FORM
(Make a copy of this sheet for each test question you develop)

KS/TEST ITEM (DOMAIN) NUMBER:

Level 1 Points
Level 2
Level 3
TEST QUESTION:
- END -
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RECRUITING REQUEST INSTRUCTIONS

For Completing the Recruiting Request Form

NEW RECRUITMENTS: complete all appropriate sections of the Recruiting Request form.

AUGMENTING PREVIOUS RECRUITMENTS: complete only the first two (2) pages of the form:
e Enter the previous announcement number in the space provided.

e Attach a copy of the original announcement with needed changes noted.

NOTE: Do not augment if either the MQs or the test has been revised. In this case,
existing lists must be cancelled and active candidates notified. Contact
DAS/HRSD Recruitment Services if you have any questions.

The announcement blurbs are listed in the order they will appear on the announcement.
Information regarding each blurb, as well as explanations of areas to be filled in, is provided in
these instructions. Contact DAS/HRSD Recruitment Services if you have questions not
covered here.

Follow the instructions below to complete each section of the Recruiting Request Form.

1. SECTION A - HEADING
CLASS TITLE: Indicate class title exactly as it appears on the class specification.

WORKING TITLE: Indicate working title for the position(s) as it’s listed on the Position
Description.

SALARY: Indicate minimum and maximum monthly salary from the appropriate
salary range (or ranges if for multiple positions).

OPENINGS: Check the "No Immediate Opening” box unless you have a current
vacancy which you intend to fill as a result of this recruitment.

2. SECTION B - GENERAL INFORMATION

A. PAY: Check one of the first two blurbs only if the recruitment is for multiple positions
where more than one bargaining unit is involved and pay varies. Check the third box if
there is a variation in the salary for Principal Executive/Managers.

B. POSITION(S)/LOCATION(s): If showing both department and division names, list
department first. ldentify the city/cities in which the job(s) is/are located.

C. OTHER POSITION INFORMATION: If several positions are being recruited for, check the
first box in order to identify how many current vacancies exist as well as their locations. In
addition, check the "Other" box if there are other important items you want to convey — such
as “This is a limited duration position funded through MMDD YYYY.” Include such
statements in the space provided.
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3. SECTION C - TO QUALIFY

A.

OPENING STATEMENT: Check the appropriate box. If the recruitment is agency
promotion or statewide promotion, you will always check the first box.

e For agency promotion recruitments fill in the agency name. If the recruitment is to
be restricted to employees of a specific division of an agency, indicate the division
name as well as the agency.

e For statewide promotion recruitments fill in "the State of Oregon."
MINIMUM QUALIFICATIONS STATEMENT: Enter the minimum qualifications from the

Test Plan located at http://www.oregon.qov/DAS/HR/classcomp.shtml. If there are
additional job related qualifications, they should be stated as well.

EXAMPLE A:
e two years of experience in systems analysis; AND

e a Bachelor's or Associate degree in Computer Science or certificate of completion in
computer science; or two more years of programming and/or systems analysis
experience.

EXAMPLE B:

e three years experience in newspaper, magazine, radio journalism, television
journalism or in work involving varied public contacts in the interpretation and
explanation of programs; AND

e a Bachelor's degree with specialization in journalism, a closely related field or the
technical functions of the (insert agency name or program) or three more years of
responsible pertinent experience.

TRANSCRIPTS: Check one of these boxes if the minimum qualifications require
coursework in a specific subject area, such as shown in EXAMPLE B.

KS’s: Check this statement if, in addition to the minimum qualifications, applicants must
also possess a majority of the knowledge or skills indicated in the test questions (use only
with older-type E&T tests).

IF YOU QUALIFY, SEE TEST section of this announcement: Check if there is a test.

IF YOU QUALIFY: Applicants meeting minimum qualifications are given a code of QLF
(qualified). Check if there is no test. OAR 105-040-0030 (1)(d)

4. SECTION D - DUTIES AND RESPONSIBILITIES

The DUTIES AND RESPONSIBILITIES section must be completed. Begin with a brief
summary statement containing the overall responsibilities of the position(s), followed by “Major
duties.” In a bulleted format, list only the duties/tasks that are major functions of the job
or are of such significance that they must be communicated to applicants.

The following example demonstrates format and punctuation with three duty
statements. It is acceptable to list more than three duties if they are major duties.
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EXAMPLE:

The Telephone Assistance Coordinator directs the day-to-day operation of the Oregon
Telephone Assistance Plan to ensure that eligible telephone customers are registered
with the program and receive the appropriate benefit in a timely manner. Major duties
include:

supervises staff including interviewing, hiring, assigning and evaluating work, training
and disciplining;

implements statutes, agency policies and Commission orders by designing and
putting into effect efficient and cost-effective procedures for delivering telephone
assistance to low-income households; and

writes, presents and defends formal testimony in Commission proceedings for the
purpose of establishing telephone assistance plans.

5. SECTION E - WORKING CONDITIONS

A.

Complete this section as shown in example below.

Working conditions include information about physical capability requirements,
operation of machinery or equipment used on the job, working in adverse
environment or conditions, travel, hours/schedule etc. When indicating travel,
describe frequency and reason. Always list travel last and follow instructions
below.

EXAMPLE:
e conducts and attends meetings which may require evening or weekend work

o lifts and moves heavy objects weighing over 50 pounds

e travels to all regions of Oregon conducting inspections, which may involve
extended stays. (The appropriate driver's license statement you have checked
in Section E-2 will appear directly after any travel-related working condition.)

If one of the working condition statements describes a requirement of operating a
motor vehicle, check the appropriate box regarding driver's license requirements.
The driver's license statement will appear directly after the travel-related working
condition.

6. SECTION F - THIS IS THE TEST

A. EXPERIENCE AND TRAINING: Check the first box if your method of screening is
a training and experience test with questions to be answered.
e Check the first () if you have developed an E&T test.
e Check the second () if there is a core test (including supplemental examinations) to
use.
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7. SECTION G - SKILL CODES

Indicate in this section if there are special skills that applicants need to certify. Skill codes can
be included as an attachment to the announcement or, if there aren’t very many skill codes,
they can be added directly into the announcement.

8. SECTION H-HOW TO APPLY

The "How to Apply" statement listed on the Recruiting Request form is always used on the job
announcement. Two critical factors of this section are to advise applicants: a) where to send
their application materials; and b) the time the application materials will be accepted.

9. SECTION J — DEVELOPING EXPERIENCE AND TRAINING TESTS

An Experience and Training (E&T) test evaluates the training and experience of applicants
based on the knowledge and skills (KS's) required for successful job performance. The
following instructions describe two types of E&T essay tests (Methods #1 and #2).

For E&T EXAM SAMPLES, please contact your HRSD Recruitment Analyst.

A. METHOD #1 (sample follows description)
a. IDENTIFY KNOWLEDGE AND SKILLS (KS) STATEMENTS.

(1) Determine which KS's will help in selecting a superior employee. Use only KS's
that:

a) can be acquired in ways an applicant can describe in writing
b) are not already measured by minimum qualifications
c) are not acquired through training after being hired
(2) Note the knowledge or skills required to perform the job duty rather than just
re-stating the duty.

a) Each essential KS that can be measured by reviewing an applicant's experience
and training can be a test item.

b) There is no correct number of KS/test items, but normally three are sufficient.
Too many test items may cause an overlap or repetition of information.
Consider combining those that are closely related.

c) Each KS statement should begin with "Knowledge" or "Skill."

b. DEVELOP RATING LEVELS. Below are descriptions of two types of E&T
essay tests (Methods 1 and 2).

(1) Each test item has five possible rating levels from UNACCEPTABLE (worth
1 point) to OUTSTANDING (worth 5 points). The total of these points for all
test questions is called the “Raw Score”. Convert the raw score to the final
score using Conversion Table A or B.

The table below identifies the levels, the raw points to assign, and the kind of
training and/or experience expected at each level.

(2) The Acceptable and Outstanding levels must be defined. If the other
rating levels are easily identified, you may define them also. However,
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leaving the definitions open on the remaining levels will allow you more
flexibility in grading by not locking you into set criteria.

(3) Avoid specifying amounts of time (such as months or years of experience) or
using vague terms (such as some, limited, complex, extensive, etc.).

c. WEIGHTING TEST SCORES - USED WITH METHOD #1 ONLY

If one K/S is more critical to the job than others, that item may be weighted to make it
worth proportionately more points than the other test questions. For this purpose, test
items can be double or triple weighted.

(1) Define double weighted test questions: Put an asterisk (*) before the number of
the test question, and then insert the following statement directly after the last test
guestion on the announcement:

(a) This test item covers a major part of the duties of this job and will, therefore, be
weighted double (or triple) in point value in relation to other test items. Convert
the raw score to the final score using Conversion Table A or B.

E&T RATING LEVEL DESCRIPTION TABLE

POINTS LEVEL LEVEL DEFINITION
1 UNACCEPTABLE: | Very little or no training or experience in the K/S.
2 IN NEED OF Training and/or experience that would demonstrate

DEVELOPMENT: |the knowledge and/or skill of an applicant who would
perform at a minimally acceptable level with training.

3 ACCEPTABLE: Training and/or experience that would demonstrate
the knowledge and/or skill of an applicant who was
just starting in the position. (You would expect this
applicant to begin performing at an adequate level.)

4 MORE THAN Training and/or experience that would demonstrate a
ACCEPTABLE: knowledge and/or skill above the level expected of an
applicant just starting in the position but below the
level of a fully functional worker. Experience at this
level would not involve all of the responsibilities
associated with the OUTSTANDING level, but would
include performing similar duties on a limited basis, or
only performing some of the same duties.

5 OUTSTANDING: | Training and/or experience that would demonstrate a

knowledge and/or skill equal to the duties and
responsibilities of the position.

d. COMPLETE a Test Development Form for each test question you'll be developing. A
form for Method #1 is provided with the Recruiting Request Form.

e Enter the test item number on the top line followed by the knowledge or skill
statement the test question is based on.

e Enter the criteria for each of the rating levels and the points to be assigned for each
level.
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e Enter the test question at the bottom of the page in the space titled “Test Question”.

NOTE: All the test questions must appear in the “THIS IS THE TEST” section of the job
announcement.

Example of a completed Test Development Form for Method #1 follows on next page.
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SAMPLE - METHOD #1

KS/TEST ITEM NUMBER 1= Skill in applying and interpreting laws, rules and regqulations.

1. UNACCEPTABLE

2. IN NEED OF DEVELOPMENT

3. ACCEPTABLE Experience applying laws, rules or regulations and interpreting them for

others (must have included advising other people on a course of action).

3. MORE THAN ACCEPTABLE

5. OUTSTANDING Experience applying laws, rules and requlations including federal Medicare

and Medicaid laws and responding to guestions concerning the correct

interpretation (must have included advising people on an appropriate

course of action).

TEST QUESTION: The Billings Office Supervisor applies and interprets statutes,
administrative rules and policies relating to resident cost of care and federal Medicare and
Medicaid programs. Describe any experience you have applying and interpreting laws, rules
and regulations and answering questions or advising others on a course of action based on
such. Explain the type of laws, rules or regulations involved.
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B. METHOD # 2 (sample follows description)

a.

IDENTIFY KNOWLEDGE AND SKILLS (KS) STATEMENTS.

This method is used when "domains" (groups of like KS's) have been identified
by the job analysis. These are found on the Test Plan for classes that have had
a job analysis done. Percentages are assigned to each particular domain and
the final score is based on these percentages.

Method #2 may also be used when no formal job analysis has been done. In
this case, the domains are determined by the percentages assigned to the most
important duties on the position description (which must be current and up-to-
date).

DEVELOP A TEST QUESTION for each KS/test item. It is critical to word these
guestions in such a way as to elicit from applicants all the information needed to
evaluate their background in relation to each element of the question. The
guestions must appear in the “THIS IS THE TEST” section of the job
announcement so applicants can submit a response with their application
materials.

DEVELOP RATING LEVELS — The criteria for each question contains several
levels of rated criteria. The level definitions are basically the same as those in
Method #1.

Points assigned to each level are calculated according to the percentage
assigned to that domain. A conversion table is not used in Method #2.
e The sum of all the lowest levels (Level 1's) for each question must equal 70;

e The sum of all the highest levels of all test questions must equal 100.

The formula for calculating points is as follows:
o Points for each lowest level (Level 1) = 70 x the percent assigned to domain.
e Points for each highest level = 100 x the percent assigned to domain.
¢ Points for each in-between level are assigned arbitrarily, but a midway point
of 85 is usually used.
COMPLETE a Test Development Form for each test question you'll be developing. A
form for Method #2 is provided with the Recruiting Request Form.

e Enter the test item number on the top line followed by the knowledge or skill
statement the test question is based on.

o Enter the criteria for each of the rating levels and the points to be assigned for each
level.

¢ Enter the test question at the bottom of the page in the space titled “Test Question”.

NOTE: All the test questions must appear in the “THIS IS THE TEST” section of the job

announcement.

Example of a completed Test Development Form for Method #2 follows on next page.
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SAMPLE - METHOD #2

KS/TEST ITEM (DOMAIN) NUMBER 1 = Data Processing Knowledge

Points

Level 1

Completion of a training course in data entry using electronic data entry equipment 42
with any type of keyboard.

Level 2

Experience using only one type of the keyboards listed. 51
Level 3

Experience using alpha/numeric and inverted keyboard. 60

TEST QUESTION: This job requires operating varied data entry equipment to enter data or
information from forms into a computer. Indicate what experience or training you have entering
data into a computer. Did you obtain this experience in school or in other jobs? Indicate the type
of keyboard you used: alpha/numeric or inverted keypad.

- END -
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REVISE AN ANNOUNCEMENT

No changes can be made to Minimum Qualifications or a Test. If you need to change either
the MQs or the test, you must cancel the existing announcement and develop a new
announcement. All applicants who have applied must be notified that the announcement is
being cancelled and they must be provided a copy of the new announcement.

If there is information that needs to be changed in your announcement, the following steps need
to be taken in TeamSite and Appl/Cert.

TeamSite
¢ Inthe “Revised Date” field enter the date the changes go into effect
¢ In the “Revised Description” field enter a brief description of the modifications
e Revise your announcement as needed; and

¢ Republish the announcement.

Appl/Cert

o If the close date has changed, be sure to update the APPL/CERT announcement screen
(JANI) — or you can call DAS/HRSD Recruitment Services at (503) 378-8344 for assistance.

- END -
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VETERANS’ PREFERENCE CRITERIA

Applicants are eligible to use veterans’ preference when applying with the State of
Oregon in accordance with ORS 408.225, 408.230, and 408.235; OAR 105-040-0010 and
105-040-0015.

Veterans’ Preference points may be requested on each application submitted for a state job.

5 Preference Points: There is no limit on how many times a veteran can use these points
within 15 years of discharge or release from duty. Preference can be re-used even for
promotional opportunities.

10 Preference Points: There is no limit on the number of times a disabled veteran can use
these points, and there is no time limit; the points do not expire.

Veterans Requesting 5 Points:

To receive 5 points applicant(s) must have served on active duty in the Armed Forces:

1. For more than 178 consecutive days; or
2. For at least one day in a combat zone (408.225); or
3. Received a combat or campaign ribbon for service in the Armed Forces.

To qualify under 1 or 2 above applicant(s) must:

o Have been discharged or released from active duty under honorable conditions; and

e Make application within 15 years of discharge or release from service in the Armed Forces
(408.235).

To qualify under 3 above applicant(s) must:

e Make application within 15 years of discharge or release from service in the Armed Forces
(408.235).

Applicant(s) must attach a copy of his/her DD214/DD215 form the following to the State
Application Form.

Veterans Requesting 10 Points (Disabled Veteran):

To qualify as a disabled veteran (ORS 408.225(2)) eligible to receive 10 points applicant(s)
must be:

1. A person whose discharge or release from active duty was for a disability incurred or
aggravated in the line of duty; or

2. Entitled to disability compensation under laws administered by the United States
Department of Veterans Affairs; or

3. Awarded the Purple Heart for wounds received in combat.

Applicant(s) must attach the following to the State Application Form:

e A copy of his/her DD214/DD215 form; and
e A copy of his/her veterans’ disability preference letter from the Department of Veterans’
Affairs.
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RECRUITMENT MANUAL - CHAPTER C
Applicant List Information

** For Collective Bargaining Agreement (CBA)
interpretations contact your DAS Labor
Relations Manager. **

PRIORITY LISTS MANAGEMENT
e Injured Worker
e Secondary Recall
» SEIU
» AFSCME
e Statewide Reemployment Layoff

o Statewide Transfer
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STATEWIDE TRANSFER LIST PROCEDURES
HRSD State Policy 40.045.01

The Statewide Transfer list assists current permanent, limited duration and trial service
employees (not temporary) obtain transfer to a position for which they are qualified at the same,
equal, or lower salary range. It is also used to allow employees who have been targeted for
layoff the opportunity to be considered for positions in different classifications, geographic
locations, and agencies consistent with reemployment eligibility.

Do not use the Transfer List to circumvent collective bargaining agreements or rule/policy
provisions requiring prior use of Injured Worker, Agency Layoff, Secondary Recall, or Statewide
Reemployment layoff lists.

Qualified applicants may submit their application for the Transfer list directly to an agency
Human Resource office.

Applicants should be advised that Transfer Lists are optional and used at the discretion of the
hiring agency.

PROCEDURES
EMPLOYEE

a. Completes all sections of an Employment Application (form PD100), including any required
skill code or minimum qualifications supplement, as if applying for a regular position vacancy
or open recruitment and:

i. Specifies “Transfer List” in the “Job Applied For” box along with the class number and
class title; and

i. Enters TR739999 as the announcement number.

b. Submits completed application(s) to their agency Human Resource office and retains a copy
for their records.

AGENCY

a. Evaluates employee’s qualifications for the requested classification.

b. Codes, dates, and initials the application in the designated boxes in the “Office Use Only”
section.

Contact your DAS/HRSD Recruitment Services for assistance in interpreting the minimum
qualifications and/or coding the application.

c. Data enters the applications into the Appl/Cert system. Contact DAS/HRSD Recruitment
Services at (503) 378-8344 for assistance. Application and Examination Notices will be
generated and mailed to the employee.

d. Retains the applications for two years.

- END -
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RECRUITMENT MANUAL - CHAPTER D
Certificates, Interviews & Hires

CERTIFICATE OF ELIGIBLES
Certificate Information
Merging Applicant Lists
Cancelling Applicant Lists
Disposition Codes
Removing Applicants from Lists
Random Certification

e Supplementing with Temporary
Employees

Supplementing with Job
Rotation/Developmental Employees

INTERVIEWS & APPOINTMENTS

e Hiring Manager Information

e Hiring Checklist
e Recruitment Checklist

e Interview Guidelines
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CERTIFICATE OF ELIGIBLES
OAR 105-040-0030

A Certificate of Eligibles List provides the information on qualified candidates that can be offered
an interview to fill a vacancy. These are established and maintained in the Appl/Cert system.

REQUEST A CERTIFICATE OF ELIGIBLES

Refer to the JLST section of the Appl/Cert User Manual for directions on requesting a list of
eligible candidates from the Appl/Cert system.

DISPOSITION CERTIFICATES

Certificates are dispositioned through the J280 screen in Appl/Cert. For instructions on entering
disposition codes, refer to the Appl/Cert User Manual, section J280.C.1. This action is critical
— if the codes are not keyed into the system, the data is not captured on the year-end
Affirmative Action Reports.

Disposition Codes document the action taken for each candidate:
1. Whose name appeared on the Certificate; or

2. Who was in the group being invited for interview (in the case where all applicants appear, but a
“cut-off score” was used).

When a disposition code inactivates a record, a Status Change Notice (see Chapter E20 — E24)
is generated. The following information will be sent to the applicant:

a. That their record has been inactivated;
b. The reason for inactivation; and
c. Who to contact if they wish to reactivate their record.

Certificates must be dispositioned before the Certificate is finalized and purged from the
Appl/Cert system.

FINALIZE: This automated process is run each Thursday, and finalizes Certificates that are seven
(7) days beyond their expiration date.

PURGE: Each Thursday, the system purges Certificates that have been finalized for seven (7)
days. After the purge, the Certificate is no longer accessible for disposition codes.

- END -
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MERGING APPLICANT LISTS
OAR 105-040-0030

Multiple applicant lists may be merged into a single applicant list as long as the minimum
gualifications, eligibility period, and the test requirements are the same. Merging two lists
results in the non-surviving list to be cancelled and applicants from that list must be notified.

Batch Notices: Call DAS/HRSD Recruitment Services when you wish to merge lists. Be
prepared to provide both announcement numbers and to identify the list that will have all
applicants.

Prior to merging the two lists, DAS/HRSD Recruitment Services will pull 210X batch notices
from the list that is to be cancelled. Batch Notices are printed on form PD101 (the same form
that grade notices are printed on). A notice will be printed for each applicant who is still active
on the list that will be cancelled as a result of the merge and the notices will be sent to you as
soon as possible. We usually shuttle/mail them the day after they are requested.

Applicant Letters: Develop a letter that identifies both lists and explains why the one list is to
be merged with the other list. Send a copy of the letter to each applicant who is still active on
the list that is to be cancelled.

For assistance in developing the letter, reference the sample 210 Letters (see Chapter E25 —
E28).

Since the merge results in no change to records for applicants on the surviving list, the
applicants on the surviving list do not need to be notified.

Applicant is on both lists — What happens:

1. Scenario One:
An applicant was accepted and is currently active on list “A”;
The applicant was rejected on list “B”; then
List “A” is merged into list “B” which causes:

e The application record from list “A” to be cancelled; and
o The rejected application record from list “B” to be retained.
Result: After the merge the applicant no longer has an active record.
2. Scenario Two:
An applicant is active on two lists but with different expiration dates.

The two lists are merged.
The non-surviving list had a later expiration date than the surviving list.

Result: Since the surviving list took precedence, this applicant lost a portion of their
eligibility.

- END -
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CANCELLING APPLICANT LISTS
OAR 105-040-0030

Applicants must be notified when an applicant list on which they are active is being cancelled.
There should be more than one valid list for a position opening.

There are a variety of reasons that could lead to the cancellation of a recruitment, and
subsequently the applicant list. Here are some examples:

Budget Constraints

Error made in the initial job announcement
Frozen position

Position abolished

Position not established

The cancellation process begins by pulling a batch notice. Batch notices are used to identify
active candidates on a list. These batch notices are generated from the Appl/Cert system, and
an Application and Examination Notice will be generated. Instructions on this process can be
found in the Appl/Cert Manual in section JANI.J.1.

PROCESS
1. Cancelling Listing; No new announcement
a. Develop a 210 letter (see Sample 210 Letters in Chapter E25-28) that:
= |dentifies the applicant list being canceled; and
= Explains that the list will no longer be used and why.

b. Send the batch notice (Application and Examination Notice), and a copy of the 210
letter to each applicant currently active on the list.

2. Cancelling Listing; New announcement established

a. Develop the new announcement that you want to replace the announcement being
cancelled.

b. Develop a 210 letter (see Sample 210 Letters in Chapter E25-28) that:
= |dentifies the applicant list being canceled; and
= Explains that the list will no longer be used and why;
= Explains that a new announcement has been developed; and
= Describes what the applicant must do (retest/reapply).

c. Send the batch notice (Application and Examination Notice), a copy of the 210 letter,
and a copy of the new announcement, to each applicant currently active on the list.

“Open Until Further Notice,” “Open Until Filled,” “Open Until Sufficient Applications
Received” announcements:

When an announcement is “Open Until Further Notice,” “Open Until Filled,” “Open Until
Sufficient Applications Received” and changes have been made to the Minimum Qualifications
or to the test, close the announcement giving 2 weeks notice, unless it is stated in the body of
the announcement that it can close at any time. After all applications received by the close date
have been data entered, pull batch notices following directions in the Appl/Cert User Manual (or
you may ask DAS/HRSD Recruitment Services for assistance).

Recruitment Manual Chapter D-3
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INTERVIEW GUIDELINES
FOR PANEL MEMBERS

This information will provide you with a basic understanding of the interview process - such as:
+ Your role as an Interview Panel Member;
+ The interviewing procedures; and
+ Rating candidates.

Your willingness to give your time and energy to serve as an Interview Panel Member is greatly
appreciated. You were chosen for your ability to evaluate the candidates as their knowledge
and skills relate to the position being filled.

THE INTERVIEW
Your functions as an Interview Panel Member:

The interview process is an important factor that affects the results of the interviews, as well as
the candidate’s view of the process.
As an Interview Panel Member, it is your responsibility to help set the tone of the interview.

e Create an atmosphere in which the candidates can present their qualifications to the
fullest extent.

e Evaluate each candidate’s capacity and suitability to perform the duties of the
classification.

o Rate and score candidates according to observed factors relevant to job elements.
Your Role In The Interview:

Before the interview, you or one of the other Panel Members will be appointed Chairperson.
Prior to beginning, the Chairperson will:

e Review the nature of the job setting and job requirements (i.e. knowledge and skills
required for the job and any special qualifications set forth in the recruiting
announcement).

e Plan the interviewing procedures to be followed. This includes reviewing the approved
guestions to be asked, discussing response criteria for each question, and assigning
specific questions to each Panel Member.

o Each panel member should be given a list of the interview candidates. If a panel
member cannot objectively evaluate an applicant, they must withdrawal and another
panel member must be found immediately.

e Arrange interview room to assure a comfortable, relaxed environment, including visible
access to a clock if the interview is to be time-limited.

e Discuss and interpret rating factors when questions arise.
e Review and discuss legal and administrative regulations.
Applications have already been screened for minimum qualifications prior to the interview. You

will also have an opportunity to review each candidate’s application form before or during the
interview process.
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RECRUITMENT MANUAL - Chapter E
Forms, Letters & Miscellaneous

FORMS
Delegated Authority Request
Temporary Appointments
e Conditions of Temporary Appointments
e Request to Extend a Temporary Appointment
Limited Duration Agreement
Skill Code Request Form
Request for Certification Form
MQ Change Request Guide
e MQ Change Request Form
Grade Notice Information
Application Review Letter

Recruitment Scoring Information

LETTERS
Sample Status Change Letters
210 Letters
Invitation Letter
e |nvitation to Interview (#1)
e Invitation to Interview (#2)
e Interview Confirmation
o Not Selected to Interview

e Not Selected For Position

Approval to Appoint Letter

e Classified Represented/Unrepresented
e Executive Service
e Management Service
Reference Checks
e Employment Verification Procedures
e Authorization to Release Information

e Employer Disclosure Information
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APPLICATION REVIEW LETTER

Thank you for your interest in employment with the State of Oregon. The purpose of this letter is to explain
why your application was not accepted. The reason can be found by matching the code located in Box #24 of
the enclosed notice with the same code listed below.

Additional information will not be accepted. However, if the announcement is still open, you may submit a
NEW COMPLETE APPLICATION form, including any supplemental information as required on the job
announcement. You must mail it to the agency and address listed on the job announcement (in the How To
Apply section) and it MUST BE RECEIVED BY THE CLOSE DATE.

APPLICATION INCOMPLETE

AA

The Specialized Skills and Knowledge section of your application did not: a) indicate the required skill(s)
(typing speed, foreign language, computer program/language, etc), or b) meet the required “skill level”
gualifications listed on the job announcement.

AB

Application was 1) not signed in ink, 2) not readable, 3) was incomplete and/or pages missing, or 4) incorrect
application submitted.

AC

The Work History section (or additional work history) on your application did not show: 1) complete dates,
(years and months); 2) average number of hours worked per week; and/or 3) multiple positions within the
same company listed as separate jobs, providing beginning and ending dates and hours worked per week for
each position.

AD

Required Driver's Licenses (CDL, endorsements, etc) or Required Professional License/Registration/
Certificate was not indicated in the License/Registration/Certification section of your application (PD100).

AE

The Education/Training History section of your application did not show: 1) credits completed (quarter,
semester, or clock hours); 2) your course of study (list major) or type of degree or certification earned; or 3)
whether you graduated and received a degree and/or diploma.

AF

Photocopy of college transcripts was not provided as requested on the job announcement or as needed to
determine degree equivalency; OR we are unable to accept transcripts that are not identified with the student’s
name or social security number by the college/university.

AG

Skill Codes, resume, cover letter and/or additional supplements: 1) were not attached as requested on the job
announcement, 2) were not filled out correctly, 3) an incorrect skill code sheet and/or supplement was
attached, or 4) incomplete and/or pages missing.

AH

Answers to the test questions were: 1) not attached to your application; 2) incomplete; or 3) responding to a
different set of questions. (See the This is the Test section of the job announcement).

Al

Percentage of time actually spent performing qualifying experience was not listed on your application.
(Examples: 4 hours of a 40-hour week equals 10%; or 5 hours of a 20-hour week equals 25%); OR the
percentage of time should not total more than 100% per job listed in the Work History section.

AJ

Description of work experience was too brief and/or insufficient to determine if you meet the qualifications for
the job. (In the Work History section on your application, you must clearly describe your experience in each of
the areas listed in the To Qualify section of the job announcement).

AK

Work experience mentioned in your test answer(s) was not listed in the Work History section of your
application.

PD229R
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EXPERIENCE AND/OR TRAINING

EA | Your application did not show enough specific experience to meet the qualifications listed on the job
announcement.

EB | Your application did not show enough specific education or your degree was not in a related field to meet the
qualifications listed on the job announcement.

EC | Your application did not show enough specific experience and education to meet the qualifications listed on the
job announcement.

ED | Your application did not show the specific type of experience and/or education as required on the job
announcement. (When listing your work experience, make sure you clearly describe the functions you performed
in specialized areas shown in the To Qualify section. If that work was not the major focus of your job(s), also
indicate percentage of time actually spent performing the specialized work).

EE | Your management experience was not clearly described. (Management duties would include: providing
direction for program, section, unit or organization, including responsibility for: development of program rules
and policies, long and short range goals and plans, program evaluation and budget preparation).

OTHER

OA | Aresume (or position description) will not substitute for completing the Education/Training History section
and/or the “Work History” section of your application form.

OB | Your application cannot be accepted because: a) you did not pass the Work Style Behavior Survey; or b) you
did not complete the Work Style Behavior Survey. You have the opportunity to reapply and retake the survey
after 12 months from the date you initially took the survey.

OC | Your application cannot be accepted because you did not pass the Law Enforcement Data System (LEDS) check
and/ or the Personal History Background check.

OD | The qualification screening questionnaire you completed did not show enough experience and/or education as
required on the job announcement. If you feel you qualify, you must submit a new Employment Application
PD100 form with the Qualification Screening Questions and the Skill Code Supplement. Instructions for mailing
the application are on the job announcement.

OE | Your application did not indicate the appropriate geographic location(s) for this recruitment

OF | Promotional opportunity only. To qualify, you must be a classified or management service employee of the State
of Oregon or the hiring agency.

OG | You have reapplied and/or tested too soon. You may reapply after the date shown in Box #33 or #35, if the
recruitment is still open.

OH | This recruitment is not open for application; or your application was received in our office after the close date.

TA | Your experience did not relate to the specific program listed in the job announcement.

REQUESTS FOR REVIEW must be: a) submitted in writing, b) mailed to the same address/agency listed
on the job announcement (in the How To Apply section), AND received within 10 days from the date of the
enclosed notice.

NOTE: Telephone and in-person reviews may not be granted. You will receive a response by mail after the
review has been completed.

PD229R
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RECRUITMENT SCORING INFORMATION FORM

Announcement Title:

(Working Title):

Class: Announcement: Exam:
Open Date: Close Date: Adopt Date:
Agency:
Contact Person:
Phone Number:
Graded By:
Comments:
Applicant Name Accepted Rejected Raw Score VP Final Score
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
L] []
[] L]

PD113
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ADMIN SERVICES, DEPT OF

155 COTTAGE STREET NE

SALEM, OR 97301

ATTN: HUMAN RESOURCE OFFICE SAMPLE

02/02/2006

A CHANGE HAS BEEN MADE TO YOUR APPLICANT RECORD(S) FOR THE FOLLOWING
LIST(S):

CLASS ANNOUNCEMENT CERT # CLASS TITLE WORKING TITLE
C0201* LE960183 0401 ACCOUNTING TECH

OUR RECORDS SHOW THAT YOU WERE HIRED BY OUR AGENCY. YOUR NAME HAS
BEEN REMOVED FROM THE LIST(S) SHOWN ABOVE BECAUSE THE SALARY IS THE
SAME OR LOWER THAN THE POSITION TO WHICH YOU WERE HIRED.

IF YOU WOULD LIKE YOUR NAME TO BE RETURNED TO ANY OR ALL OF THE LIST(S),
1) WRITE THE CHANGES THAT NEED TO BE MADE TO YOUR RECORD SUCH AS
DESIRE TO BE CONSIDERED FOR FUTURE OPENINGS, NAME, ADDRESS, PHONE
NUMBER(S), ETC. AND 2) RETURN THIS NOTICE TO OUR OFFICE AT THE ADDRESS
SHOWN IN THE UPPER LEFT CORNER.

UPDATES AND/OR CHANGES TO YOUR APPLICANT RECORD(S) MUST BE RECEIVED
PRIOR TO THE EXPIRATION DATE LISTED IN BOX 27 OF THE APPLICATION AND
EXAMINATION NOTICE YOU RECEIVED AFTER APPLYING TO AN OPEN RECRUITMENT
ANNOUNCEMENT.

YOUR NAME WILL NOT BE REFERRED FOR JOB OPENINGS LISTED ABOVE UNLESS
YOU RESPOND TO THIS LETTER AND REQUEST THAT YOUR NAME BE RETURNED TO
THE LIST(S).

A
PD221D
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ADMIN SERVICES, DEPT OF

155 COTTAGE STREET NE

SALEM, OR 97301

ATTN: HUMAN RESOURCE OFFICE SAMPLE

02/02/2006

A CHANGE HAS BEEN MADE TO YOUR APPLICANT RECORD(S) FOR THE FOLLOWING
LIST(S):

CLASS ANNOUNCEMENT CERT # CLASS TITLE WORKING TITLE
C0201* LE960183 0401 ACCOUNTING TECH

OUR RECORDS SHOW THAT YOU WERE OFFERED AN OPPORTUNITY TO INTERVIEW,
OR WERE OFFERED A POSITION WITH OUR AGENCY AND YOU STATED THAT YOU
WERE EMPLOYED ELSEWHERE. THEREFORE, YOUR NAME HAS BEEN REMOVED
FROM THE LIST(S) SHOWN ABOVE AND YOU WILL NO LONGER BE CONSIDERED FOR
POSITIONS HAVING THE SAME OR LOWER SALARY.

IF YOU WOULD LIKE YOUR NAME TO BE RETURNED TO ANY OR ALL OF THE LIST(S),
1) WRITE THE CHANGES THAT NEED TO BE MADE TO YOUR RECORD SUCH AS
DESIRE TO BE CONSIDERED FOR FUTURE OPENINGS, NAME, ADDRESS, PHONE
NUMBER(S), ETC. AND 2) RETURN THIS NOTICE TO OUR OFFICE AT THE ADDRESS
SHOWN IN THE UPPER LEFT CORNER.

UPDATES AND/OR CHANGES TO YOUR APPLICANT RECORD(S) MUST BE RECEIVED
PRIOR TO THE EXPIRATION DATE LISTED IN BOX 27 OF THE APPLICATION AND
EXAMINATION NOTICE YOU RECEIVED AFTER APPLYING TO AN OPEN RECRUITMENT
ANNOUNCEMENT.

YOUR NAME WILL NOT BE REFERRED FOR JOB OPENINGS LISTED ABOVE UNLESS
YOU RESPOND TO THIS LETTER AND REQUEST THAT YOUR NAME BE RETURNED TO
THE LIST(S).

D4
PD221A

Recruitment Manual Chapter E-21
4-2009



ADMIN SERVICES, DEPT OF

155 COTTAGE STREET NE

SALEM, OR 97301

ATTN: HUMAN RESOURCE OFFICE SAMPLE

02/02/2006

A CHANGE HAS BEEN MADE TO YOUR APPLICANT RECORD(S) FOR THE FOLLOWING
LIST(S):

CLASS ANNOUNCEMENT CERT # CLASS TITLE WORKING TITLE

C0201* LE960183 0401 ACCOUNTING TECH

OUR RECORDS SHOW YOU WERE OFFERED THE OPPORTUNITY TO INTERVIEW AND
YOU INDICATED DUE TO PERSONAL CIRCUMSTANCES YOU NO LONGER WISH TO BE
CONSIDERED FOR VACANCIES AT THIS TIME. THEREFORE, YOUR NAME HAS BEEN
REMOVED FROM THE LIST(S) SHOWN ABOVE.

IF YOU WOULD LIKE YOUR NAME TO BE RETURNED TO ANY OR ALL OF THE LIST(S),
1) WRITE THE CHANGES THAT NEED TO BE MADE TO YOUR RECORD SUCH AS
DESIRE TO BE CONSIDERED FOR FUTURE OPENINGS, NAME, ADDRESS, PHONE
NUMBER(S), ETC. AND 2) RETURN THIS NOTICE TO OUR OFFICE AT THE ADDRESS
SHOWN IN THE UPPER LEFT CORNER.

UPDATES AND/OR CHANGES TO YOUR APPLICANT RECORD(S) MUST BE RECEIVED
PRIOR TO THE EXPIRATION DATE LISTED IN BOX 27 OF THE APPLICATION AND
EXAMINATION NOTICE YOU RECEIVED AFTER APPLYING TO AN OPEN RECRUITMENT
ANNOUNCEMENT.

YOUR NAME WILL NOT BE REFERRED FOR JOB OPENINGS LISTED ABOVE UNLESS
YOU RESPOND TO THIS LETTER AND REQUEST THAT YOUR NAME BE RETURNED TO
THE LIST(S).

D5
PD221C
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ADMIN SERVICES, DEPT OF

155 COTTAGE STREET NE

SALEM, OR 97301

ATTN: HUMAN RESOURCE OFFICE SAMPLE

02/02/2006

A CHANGE HAS BEEN MADE TO YOUR APPLICANT RECORD(S) FOR THE FOLLOWING
LIST:

CLASS ANNOUNCEMENT CERT # CLASS TITLE WORKING TITLE

C0201* LE960183 0401 ACCOUNTING TECH

OUR RECORDS SHOW THAT YOU DECLINED TO ACCEPT AN INTERVIEW OR A JOB
OFFER FROM THE LAYOFF LIST SHOWN ABOVE. THEREFORE, YOUR NAME HAS
BEEN REMOVED FROM THIS LIST.

IF YOU HAVE ANY QUESTIONS, YOU MAY CONTACT US IN WRITING. PLEASE SUBMIT

YOUR LETTER ALONG WITH A COPY OF THIS NOTICE TO OUR OFFICE AT THE
ADDRESS SHOWN IN THE UPPER LEFT HAND CORNER.

D7
PD221E

Recruitment Manual Chapter E-23
4-2009



ADMIN SERVICES, DEPT OF

155 COTTAGE STREET NE

SALEM, OR 97301

ATTN: HUMAN RESOURCE OFFICE SAMPLE

02/02/2006

A CHANGE HAS BEEN MADE TO YOUR APPLICANT RECORD(S) FOR THE FOLLOWING
LIST(S):

CLASS ANNOUNCEMENT CERT # CLASS TITLE WORKING TITLE
C0201* LE960183 0401 ACCOUNTING TECH

YOUR NAME HAS BEEN REMOVED FROM THE LIST BECAUSE EITHER YOU: 1) DID
NOT TO REPLY TO A REQUEST FOR AN INTERVIEW, 2) DID NOT SHOW UP FOR AN
INTERVIEW, OR 3) DID NOT REPLY TO AN OFFER OF EMPLOYMENT.

IF YOU WOULD LIKE YOUR NAME TO BE RETURNED TO THE LIST, 1) WRITE THE
CHANGES THAT NEED TO BE MADE TO YOUR RECORD SUCH AS DESIRE TO BE
CONSIDERED FOR FUTURE OPENINGS, NAME, ADDRESS, PHONE NUMBER(S), ETC.
AND 2) RETURN THIS NOTICE TO OUR OFFICE AT THE ADDRESS SHOWN IN THE
UPPER LEFT CORNER.

UPDATES AND/OR CHANGES TO YOUR APPLICANT RECORD(S) MUST BE RECEIVED
PRIOR TO THE EXPIRATION DATE LISTED IN BOX 27 OF THE APPLICATION AND
EXAMINATION NOTICE YOU RECEIVED AFTER APPLYING TO AN OPEN RECRUITMENT
ANNOUNCEMENT.

YOUR NAME WILL NOT BE REFERRED FOR JOB OPENINGS LISTED ABOVE UNLESS
YOU RESPOND TO THIS LETTER AND REQUEST THAT YOUR NAME BE RETURNED TO
THE LIST.

FR
PD221B
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SAMPLE

210B LETTER TO APPLICANTS
(Must reapply and retest)

Enclosed is an “APPLICATION AND EXAMINATION NOTICE” for the list your
name is currently on for the job indicated in Box 20/21. This list will be cancelled
and a new one established. The list on which you are currently active may be
cancelled two weeks after the open date of the new announcement.

If you wish to be eligible for this new list, you must reapply and complete the
appropriate test if there is one indicated on the announcement.

If you wish to reapply, complete a State of Oregon employment application (form
PD100) and any attachments as required on the enclosed job announcement.
Return these materials to the address listed on the announcement. Please note
the announcement close date. Your application materials must be received
by that date.

You may obtain application forms and required supplements from any local
Employment Department office or from most state agency Human Resource
offices.

Human Resource Services Division
Enclosures (Announcement and List Notification)
PD210B
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SAMPLE

210C LETTER TO APPLICANTS
(Must reapply and MAY retest)

Enclosed is an “APPLICATION AND EXAMINATION NOTICE” for the list your name is
currently on for the job indicated in Box 20/21. This applicant list will be cancelled and a new
one established. The list on which you are currently active may be cancelled two weeks after
the open date of the new announcement.

Please note the change in the “To Qualify” section of the enclosed job announcement. If you
wish to be eligible for this new list, you must reapply.

If you wish to reapply, complete a State of Oregon employment application (form PD100). Itis
not necessary that you retake the written test if you have done so within the last year. If you
do not complete the test, you will be placed on the new list with your previous score.

Check your preference below:

| wish to retake the test. (It must be more than three months since last taking the
test.

I do not wish to retake the test.
Return your completed application materials, the enclosed notice, and this letter to the address
listed on the job announcement. Please note the closing date. Your application materials
must be received by that date.
You may obtain application forms and required supplements from any local Employment
Department office or from most state agency Human Resource offices.

Name Applicant ID

Address Phone

Human Resource Services Division
Enclosures (Announcement and List Notification)
PD210C
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SAMPLE

210D LETTER TO APPLICANTS
(Must reapply and MAY retest)

Enclosed is an “APPLICATION AND EXAMINATION NOTICE?” for the list your name is
currently on for the job indicated in Box 20/21. This applicant list will be cancelled and a new
one established. The list on which you are currently active may be cancelled two weeks after
the open date of the new announcement.

The length of time (eligibility period) you may be on the list is being changed from 12 months to
6 months. If you wish to remain eligible for this list, you must reapply.

If you wish to reapply, complete a State of Oregon employment application (form PD100). The
test remains the same. It is not necessary that you complete the test if you have done so
within the last year. If you do not complete the test, you will be placed on the new list with your
previous score.

If you have additional experience or training that was not included in your original test, you
may wish to complete it again. If you do, be sure to attach it to your application. If you submit
an application with no test attached, your name will be placed on the list with your previous
score.

Check below if you have:

attached the test. (must be more than three months since last completing the test).

not attached the test.
Return your completed application materials, the enclosed notice, and this letter to the address
listed on the job announcement. Please note the announcement close date. Your
application materials must be received by that date.
You may obtain application forms and required supplements from any local Employment
Department office or from most state agency Human Resource offices.

Name Applicant ID

Address Phone

Human Resource Services Division
Enclosures (Announcement and List Notification)
PD210D

Recruitment Manual Chapter E-27
4-2009



SAMPLE

210X LETTER TO APPLICANTS
(Must reapply and retest)

Enclosed is an “APPLICATION AND EXAMINATION NOTICE” for the list your
name is currently on for the job indicated in Box 20/21. This applicant list will be
cancelled and a new one established. The list(s) on which you are currently active
may be cancelled two weeks after the open date of the new announcement(s).

If you wish to remain eligible for this list, you must reapply.

If you wish to reapply, complete a State of Oregon employment application (form
PD100) and all attachments as required on the enclosed job announcement.
Return these materials to:

Department of XXXXXXXXXX
Address
City, State, zip+xxxx

You may obtain application forms from any local Employment Department office or
from most state agency Human Resource offices.

Human Resource Services Division
Enclosures (Announcement and List Notification)
PD210X

- END -
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INVITATION TO INTERVIEW
SAMPLE LETTER #1

Date

Name
Address
City, State ZIP

RE: Class Number, Class Title
Announcement Number

You applied for and were accepted as a qualified candidate for a (Classification & Working
Title) position with our agency. This position is located (location) in the (Section) of the
Department of (department).

A position description (or job announcement) which provides information about this position is
enclosed. (Optional: In addition to the minimum qualifications for this classification, this
position requires special skills or experience in: ). You will need to assess whether
or not you meet these additional requirements.

If you would like to schedule an interview, please call (hame) at (phone number) by (date).
Hearing impaired individuals may call the TDD access number at (humber) between 8 a.m. and
5 p.m. If you need accommodation to participate in the interview process, let us know when you
make your interview appointment. Please bring a current state application to the interview.

If you prefer to decline this interview opportunity, you still need to call to let us know you would
like your name to remain active on this list. If we do not receive a response from you by (date,
give the applicant at least 5 days), you will not be considered for this position. In
addition, your name will be removed from this state hiring list.

We look forward to hearing from you.

Supervisors Name
Section/Division
Phone Number

- END -
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INVITATION TO INTERVIEW
SAMPLE LETTER #2

Date

Name
Address
City State Zip

Dear Mr./Ms.:

Your name has been certified to the (Department) as a candidate for the position of
(CLASS TITLE) . Thisis a __(PERM/SEAS/LIMITED DURATION,

(FULL-TIME/PART-TIME) position and is located in (CITY/LOCATION)

The salary for this position is $_(first step)_ to $_(last step)_.

Please contact (name) at (area code/phone #) , no later than

5:00 p.m. on __(DATE - A MINIMUM OF 7 TO 10 DAYS) _, whether or not you are interested in an

interview.

If you do not respond, your name will be removed from this hiring list. Additionally, if you are
declining an interview for this position, please include the reason at the time of your response.
If you have chosen to interview for this position, please be prepared to submit a current state
application form (PD100) at the time of the interview. If you need reasonable accommodation to
participate in the interview process, please let us know when you make your appointment.

Sincerely,

(Name)
(Title)

- END -
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INTERVIEW CONFIRMATION
SAMPLE LETTER

Date

Name
Address

City State Zip
Dear Mr./Ms.:

This letter will confirm your scheduled interview on (date) at (time) at the Department for
the position of (class/working title). Enclosed is a copy of a (city) map for your convenience in
locating our office.

If you need reasonable accommodations to attend the interview, please notify (contact name) at
least 24 hours in advance.

Thanks again for your interest in this position. If you have any questions please contact (hame
and phone number of contact and/or supervisor).

Sincerely,

Supervisor
Title

Enclosure

- END -
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NOT SELECTED FOR INTERVIEW
SAMPLE LETTER

Date

Name
Address
City State Zip

Dear Mr./Ms.:

Thank you for your interest in applying for the position of (class/working title) with the
Department of

We were pleased to have had the opportunity to consider your employment application for the
position, although you were not selected to receive an interview.

Again, thank for your interest in employment with the Department of

Sincerely,

(Name)
(Title)

- END -
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INTERVIEWED - NOT SELECTED
SAMPLE LETTER #1

Date

Name
Address

City State Zip
Dear Mr./Ms.:

| wanted to take just a moment to let you know we have selected someone for our
(class/working title) position. It was a difficult process as we had a very good applicant pool.

In addition | want to thank you for your interest in seeking a job with the Department of
and for participating in our recruitment process. | appreciate the time you spent
interviewing with us.

Sincerely,

(Name)
(Title)

- END -
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APPROVAL TO APPOINT
SAMPLE LETTER

SUBJECT:  Approval to Appoint

TO: (One Level above Hiring Supervisor)
FROM: (Hiring Supervisor)
DATE:
(Candidate’s Name) , has been selected to fill the vacant
(Classification & Position #) position in (Location) . He/She will
start on (Date) at (Salary Range & Step*)

(Note: If this is a department employee, please include the following paragraph):

“This Department of employee is transferring from
Request is hereby made for the Human Resource staff to generate a moving letter.” (There
must be 50 miles or more between the two work locations to qualify for moving
expenses.)

If you approve of this selection, please sign below and forward this memo to the Human
Resource Office, Attention: , with the enclosed list of certified
candidates (with disposition codes noted by each candidate’'s name), the state
application forms (PD-100s), all interview notes, and reference checks.

APPROVED:

(Appointing Authority) (Date)

THIS APPROVAL TO APPOINT MAY BE TRANSMITTED EITHER HARD COPY OR E-MAIL

- END -
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APPOINTMENT LETTER SAMPLE
CLASSIFIED REPRESENTED / UNREPRESENTED

Date

Name
Address
City, State ZIP

RE: Class Number, Class Title
Announcement Number
Working Title

Dear (name):

Congratulations on your recent appointment as (class title) in the Department of (department),
(division), effective (date). Your salary will be ($ ) per month. Your immediate
supervisor will be (name). We sincerely welcome you as part of our team and hope that you will
enjoy working in our Division.

Your first (___ ) months will be a trial service period (see trial service provisions on reverse),
which will end (date). You will be accruing eight hours of sick leave and (___) hours of vacation
leaver per month (see vacation accrual on reverse). Vacation leave may be used after you
complete (see use of vacation/sick leave on reverse). Sick leave may be used immediately upon
accrual. You will be eligible for personal business leave after completing six months of State
service (see use of personal business leave on reverse), and you will also be paid for all
scheduled holidays.

Health, dental, life, disability, and accidental death Insurances are available to you as a State
employee. Details regarding these insurance plans are included in your new employee packet.
Contact the Payroll office at (phone number) as soon as possible to inquire about deadlines for
enrolling in insurance plans and effective dates of your insurance coverage.

(union name) is the union that represents the classified employees of
the Department. If a union represents your position, you will find information about that union in
your new employee packet.

If you have any questions regarding your employment, please feel free to contact me.

Sincerely,

(Division Administrator or other designated person)
(phone number)

cc: Human Resource Manager
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NOTE: Be sure to confirm the following information is correct for your particular
agency. These items may vary according to agency and bargaining unit
contract.

TRIAL SERVICE:

The trial service period of a classified represented/unrepresented employee shall generally be 6
months but may be up to 12 months based upon specific circumstances which may affect the
amount of time needed to demonstrate competency (i.e., the complexity of the job, the length of
time required to effectively perform the work, and the length of the agency's initial training
program). Part time employees shall serve an equivalent trial service period set by the agency
for the specified classification on an hour by hour basis. (i.e., a six month trial service period is
equivalent to 1040 hours for a half time employee).

VACATION ACCRUAL:
Classified represented/unrepresented employee can earn vacation at the following rates:

First through 60" month 8 hrs/month

61 through 120™ month 10 hrs/month
121% through 180" month 12 hrs/month
181% through 240™ 14 hrs/month
After 240™ month 16 hrs/month

USE OF VACATION/SICK LEAVE:

For Classified represented/unrepresented employees new to State service, accrued vacation
can be used after completion of six months of State Service.

There is no waiting period for use of vacation leave for employees who have completed six

months of State service prior to hire into the current position (promotion, demotions, transfers,
and reemployments).

PERSONAL BUSINESS LEAVE:

Classified represented/unrepresented employees are eligible for personal business leave after
six months of State service. Promotional, transferring, and demotion employees do not have a
waiting period for use of personal business leave. Contact your Human Resource Office
regarding use of this leave by reemploying employees.

- END -
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APPOINTMENT LETTER SAMPLE
EXECUTIVE SERVICE

Date

Name
Address
City, State ZIP

RE: Class Number, Class Title
Announcement Number
Working Title

Dear (name):

Congratulations on your recent appointment as (class title) in the Department of (department),
(division), effective (date). Your salary will be ($ ) per month. Your immediate supervisor
will be (name). We sincerely welcome you as part of our team and hope that you will enjoy
working in our Division.

Your position as an Executive Service employee is an ‘at will” appointment. You will be accruing
eight hours of sick leave and (__) hours of vacation leave per month (see vacation accrual on
reverse). You may use your Vacation leave after completing six months of State service. (see
use of vacation/sick leave on reverse). Sick leave may be used immediately upon accrual. You
will be eligible for personal business leave after completing six months of State service (see use
of personal business leave on reverse), and you will also be paid for all scheduled holidays.

Health, dental, life, disability, and accidental death Insurances are available to you as a State
employee. Details regarding these insurance plans are included in your new employee packet.
Contact the Payroll office at (phone number) as soon as possible to inquire about deadlines for
enrolling in insurance plans and effective dates of your insurance coverage.

If you have any questions regarding your employment, please feel free to contact me.

Sincerely,

(Division Administrator or other designated person)
(phone number)

cc: Human Resource Manager
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NOTE: Be sure to confirm the following information is correct for your particular
agency. These items may vary according to agency and bargaining unit
contract.

TRIAL SERVICE:

Executive Service employees are not subject to trial service.

VACATION ACCRUAL:
Executive Service employees can earn vacation at the following rates:

First through 60™ month 10 hrs/month

61° through 120" month 11.34 hrs/month
121% through 180" month ~ 13.34 hrs/month
181% through 240" month  15.34 hrs/month
After 240™ month 17.34 hrs/month

USE OF VACATION/SICK LEAVE:

For Executive Service employees new to State service, accrued vacation can be used after
completion of six months of State Service.

There is no waiting period for use of vacation leave for employees who have completed six
months of State service prior to hire into the current position (promotion, demotions, transfers,
and reemployments).

The Department Director may grant alternative sick and vacation leave benefits to eligible
Executive Service employees appointed from outside State service in accordance with
DAS/HRSD State Policy 60.000.20. Contact your Human Resource Office for information.

PERSONAL BUSINESS LEAVE:

Executive Service employees are eligible for personal business leave after six months of State
service. Promotional, transferring, and demotion employees do not have a waiting period for use
of personal business leave. Contact your Human Resource Office regarding use of this
leave by reemploying employees.

- END -
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APPOINTMENT LETTER SAMPLE
MANAGEMENT SERVICE

Date

Name
Address
City, State ZIP

RE: Class Number, Class Title
Announcement Number

Working Title
Dear (name):

Congratulations on your recent appointment as (class title) in the Department of (department),
(division), effective (date). Your salary will be ($ ) per month. Your immediate supervisor
will be (name). We sincerely welcome you as part of our team and hope that you will enjoy
working in our Division.

As a Management Service employee you will have a trial service period of (__) months which
will end (date). You will be accruing eight hours of sick leave and (__) hours of vacation leave
per month (see vacation accrual on reverse). Vacation leave may be used after you complete
(see use of vacation/sick leave on reverse). Sick leave may be used immediately upon accrual.
You will be eligible for personal business leave after completing six months of State service (see
use of personal business leave on reverse), and you will also be paid for all scheduled holidays.

Health, dental, life, disability, and accidental death Insurances are available to you as a State
employee. Details regarding these insurance plans are included in your new employee packet.
Contact the Payroll office at (phone number) as soon as possible to inquire about deadlines for
enrolling in insurance plans and effective dates of your insurance coverage.

If you have any questions regarding your employment, please feel free to contact me.

Sincerely,

(Division Administrator or other designated person)
(Phone number)

cc: Human Resource Manager
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NOTE: Be sure to confirm the following information is correct for your particular
agency. These items may vary according to agency and bargaining unit
contract.

TRIAL SERVICE:

Trial service periods for new hires and promotions to Management Service may be established
for up to 12 months in accordance with DAS/HRSD State Policy 40.065.01. Trial service
periods may also be established for transfers, demotions, and reemployments to Management
Service depending on the circumstances. Contact your Human Resource Office for specific
applicability.

VACATION ACCRUAL:

Management Service employees can earn vacation at the following rates:
First through 60™ month 10 hrs/month
61 through 120™ month 11.34 hrs/month
121% through 180" month ~ 13.34 hrs/month
181% through 240" month  15.34 hrs/month
After 240™ month 17.34 hrs/month

USE OF VACATION/SICK LEAVE:

For Management Service employees new to State service, accrued vacation can be used after
completion of 6 months of State Service.

There is no waiting period for use of vacation leave for employees who have completed six
months of State service prior to hire into the current position (promotion, demotions, transfers,
and reemployments).

The Department Director may grant alternative sick and vacation leave benefits to eligible
Management Service employees appointed from outside State service in accordance with
DAS/HRSD State Policy 60.000.20. Contact your Human Resource Office for information.

PERSONAL BUSINESS LEAVE:

Management Service employees are eligible for personal business leave after six months of
State service. Promotional, transferring, and demotion employees do not have a waiting period
for use of personal business leave. Contact your Human Resource Office regarding use of
this leave by reemploying employees.

- END -
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EMPLOYMENT VERIFICATION PROCEDURES

RELEASING INFORMATION

INFORMATION, WHICH MAY BE RELEASED:
e Class title
e Monthly salary
e Duration (permanent, seasonal, limited duration, full/part time, etc)
« Date employment began with the state
e Work phone number

e Pay basis (hourly, salaried, partial month, etc)

INFORMATION, WHICH MAY NOT BE RELEASED:
e Social Security Number

e Home address and phone number

ACCESSING INFORMATION

AGENCIES WITHOUT REMOTE ACCESS —
Information must be obtained from the employee's most recent personnel action within
your personnel files

AGENCIES WITH REMOTE ACCESS -
Information may be obtained from the PBEV screen of the PPDB Personnel System for
employment verification (see your PPDB Manual for assistance).

NOTE: REQUEST IN WRITING
You may require all verifications to be requested in writing - this
documentation could be beneficial if ever questioned.

- END -
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REFERENCE INFORMATION
CONFIDENTIAL

Announcement Number:

Individual Completing Reference:

Section:

Class Title:

Class Number: Position Number:

Introduce yourself to person, identify that you are doing a reference check and ask if they have
a few minutes to talk to you about the individual. Assure them that any information they share is
confidential and will only be shared with the hiring manager.

Applicant's Name:

Reference Name: Telephone:

Firm Name & Location:

Relationship to Applicant (direct supervisor/co-worker, etc.):

Employment Dates:

What were his/her job duties while employed by you?

Describe Quality of work:

Were they able to meet assignment deadlines and time frames?

Attitude with which person approaches their work:

Did this person supervise subordinate staff? How many? (only if pertains):

Would you describe their strong points:

Are there any areas they need development in?
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Learning Ability: Have you had an opportunity to observe their learning ability/or how do you
perceive their learning ability

Ability to Work Independently - During course of employment did they work independently (how
did they do):

Ability to Follow Directions: How did they take direction from you? (open discussions /
communications when they disagreed; were they able to support management's direction when
they disagreed; were they receptive to your suggestions?):

Verbal Communication Skills - Talk with me about verbal communication skills:

Writing Skills - Talk with me about written communication skills:

Relationship with Others: Tell me about their relationship with others (customers and/or co-
workers, management):

What kind of customer service skills did/do they have? Can you give an example?

Attendance - How would you describe this person's attendance?

If you could recommend training or development, classes, or workshops for this person, what
areas would they be in?

Would You Rehire? Yes No

Summary Evaluation: Would you like to add anything you think we should know about this
person as we make our hiring decision?

Comments:

- END -
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REQUEST AND AUTHORIZATION TO RELEASE INFORMATION,
RELEASE OF LIABILITY/ CLAIMS,
AND AGREEMENT NOT TO SUE

(This Form Will Be Provided To All Former Employers)
TO WHOM IT MAY CONCERN:

| the undersigned, have applied for employment with the State of Oregon, Department of

. | request and authorize you to furnish to the Oregon Department of any
and all information you may have regarding my employment, including but not limited to,
evaluations or assessments of my job performance and educational records.

You may be furnished with an Employment Verification Form used by the Oregon Department of

to elicit and verify information related to my suitability for employment. | request and
authorize you to provide the information requested on the form, and return the completed form
to the Oregon Department of , Or to participate in a phone or in-person interview with
a representative of the Department in which you provide the information requested on the form
to the Department's representative.

In consideration of your cooperation with this request, | hereby release you, and any and all
other persons employed by or connected with your agency/ and or organization from any and all
liability and/or claims now or in the future arising from the furnishing of any information,
including good faith expressions of opinion, to the Oregon Department of as
requested. | further agree not to sue the Oregon Department of , you, or any and all
other persons employed by or connected with your agency/organization as a result of the
furnishing of any information, including good faith expressions of opinion, to the Oregon
Department of

| am aware and understand that the information and good faith opinions furnished to the Oregon
Department of pursuant to this request will remain confidential with the Department if
requested by you, and will not be disclosed to me or to any other person, except as required by
law.

Applicant's Name (Please Print) Applicant's Signature

Date

NOTE: Photocopy or FAX reproduction of this request shall be for all intents and purposes as
valid as the original.
You may retain this form for your files.

- END -
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EMPLOYER DISCLOSURE INFORMATION

OREGON REVISED STATUTE 30.178
RELATING TO ACTIONS AGAINST FORMER
EMPLOYER FOR DISCLOSURE OF INFORMATION

30.178 Liability of employer for disclosing information about employee to new employer;
no action based on compelled self-publication. (1) An employer who discloses information about
a former employee's job performance to a prospective employer of the former employee upon
request of the prospective employer or of the former employee is presumed to be acting in good
faith and, unless lack of good faith is shown by a preponderance of the evidence, is immune
from civil liability for such disclosure or its consequences. For purposes of this section, the
presumption of good faith is rebutted upon a showing that the information disclosed by the
employer was knowingly false or deliberately misleading, was rendered with malicious purpose
or violated any civil right of the former employee protected under ORS chapter 659.

(2) An action for defamation may not be maintained against an employer by an employee
who is terminated by the employer based on a claim that in seeking subsequent employment

the former employee will be forced to reveal the reasons given by the employer for the
termination. [1995 ¢.330 s.1; 1997 ¢.754 s.1]

Copied from: http://landru.leg.state.or.us/ors/030.html

- END -
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REEMPLOYMENT LAYOFF (RL739999)

OFFICE USE ONLY

Skill Codes:

X _ Accepted (Instructions Enclosed)
__ NOT ACCEPTED (Reason Code)

Reviewer's Initials / Date BV 12-2-02

ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
12-2-02 (Agency No. or code Here)
RAW SCORE
TEST NUMBER 1 > 3 4 5 6 V.P. S.C. FINAL
100
TRANSFER (TR739999)
OFFICE USE ONLY
Skill Codes: X Accepted (Instructions Enclosed)
____ NOT ACCEPTED (Reason Code)
Reviewer's Initials / Date AP 12-4-02
ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
12-4-02 (Agency No. or code Here)
RAW SCORE
TEST NUMBER 1 > 3 4 5 5 V.P. S.C. FINAL
EXTENDED TEST SCORE
OFFICE USE ONLY
Skill Codes: _X_ Accepted (Instructions Enclosed)
____ NOT ACCEPTED (Reason Code)
Reviewer's Initials / Date  JVC 12-2-02
ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
6-14-02 12-2-02 (Agency No. or code Here)
RAW SCORE
TEST NUMBER 1 > 3 2 = 5 V.P. S.C. FINAL
4316 0B3 | 004 | 003 | 005 94
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REGRADED TEST SCORE

OFFICE USE ONLY

Skill Codes:

X _ Accepted (Instructions Enclosed)

 NOT ACCEPTED

Reviewer’s Initials / Date

(Reason Code)

JVC 12-2-02

ORIGINAL TEST DATE:

TEST DATE:

EXPIRATION DATE:

ORIGINAL BATCH CODE:

6-14-02 12-2-02 (Agency No. or code Here)
RAW SCORE
TEST NUMBER 1 > 3 2 = 5 V.P. S.C. FINAL
10234 89 RG 90

VETERANS' PREFERENCE CODING EXAMPLES

NOTE: The following examples show how to code Veterans’ Preference for various situations. For additional
information, please contact DAS/HRSD Recruitment Services.

ACCEPTED APPLICATION — Applicant claims and qualifies for Veterans’ Preference (5 pts)

VETERANS' PREFERENCE - To Receive Credit, Attach a Copy of Your DD214/DD215

OK | PONTSURCLE) DATE OF ENTRY (M-D-Y): DATE OF DISCHARGE (M-D-Y): BRANCH OF SERVICE: AREA OF ARMED CONFLICT:
@ 10 8-23-89 8-23-92 Army
OFFICE USE ONLY
Skill Codes: ___Accepted (Instructions Enclosed)
___ NOT ACCEPTED (Reason Code)
Reviewer’s Initials / Date
ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
RAW SCORE V.P. S.C. FINAL
TEST NUMBER 1 > 3 4 5 6
05
DATA ENTRY INSTRUCTIONS (JAPI):
1. Field 16......... Key 05 3. Field 18 ....... Key the date of discharge
2. Field 17......... Key the date of entry 4. Field59....... Key 05
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ACCEPTED APPLICATION — Applicant claims Veterans’ Preference, but is not eligible

VETERANS' PREFERENCE - To Receive Credit, Attach a Copy of Your DD214/DD215
POINTS,(CRCLE) DATE OF ENTRY (M-D-Y): DATE OF DISCHARGE (M-D-Y): | BRANCH OF SERVICE: AREA OF ARMED CONFLICT:
@ 10 8-23-89 8-23-92 Army

NE

OFFICE USE ONLY

Skill Codes: ___ Accepted (Instructions Enclosed)
___ NOT ACCEPTED (Reason Code)
Reviewer’s Initials / Date
ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
RAW RE V.P. .C. FINAL
TEST NUMBER - RAW SEORE : S.C
00

DATA ENTRY INSTRUCTIONS (JAPI):
1. Field 16......... Key NE 3. Field18....... Key the date of discharge
2. Field 17......... Key the date of entry 4. Field 59 ....... Key NE

ACCEPTED APPLICATION — Applicant claims Veterans’ Preference, but fails to provide a copy of
their DD214/DD215

VETERANS' PREFERENCE - To Receive Credit, Attach a Copy of Your DD214/DD215
POINTS: (CIRC DATE OF ENTRY (M-D-Y): DATE OF DISCHARGE (M-D-Y): BRANCH OF SERVICE: AREA OF ARMED CONFLICT:
NO 5 a 8-23-75 8-23-79 Army
OFFICE USE ONLY
Skill Codes: ___Accepted (Instructions Enclosed)
___ NOT ACCEPTED (Reason Code)
Reviewer’s Initials / Date
ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
RAW SCORE V.P. S.C. FINAL
TEST NUMBER 1 > 3 4 5 6
00
DATA ENTRY INSTRUCTIONS (JAPI):
1. Field 16......... Key 00
2. Field 59......... Key 00
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ACCEPTED APPLICATION — Applicant provides Veterans’ Information, but does not claim
preference points.

VETERANS' PREFERENCE - To Receive Credit, Attach a Copy of Your DD214/DD215
POINTS: (CIRC DATE OF ENTRY (M-D-Y): DATE OF DISCHARGE (M-D-Y): BRANCH OF SERVICE: AREA OF ARMED CONFLICT:
5 a 8-23-69 8-23-82 Army
OFFICE USE ONLY
Skill Codes: _ Accepted (Instructions Enclosed)
___ NOT ACCEPTED (Reason Code)
Reviewer’s Initials / Date
ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
RAW SCORE V.P. S.C. FINAL
TEST NUMBER 1 > 3 7 5 5
DATA ENTRY INSTRUCTIONS (JAPI):
1. Field 16......... Key 05 or (10) 3. Field 18 ....... Key the date of discharge
2. Field 17......... Key the date of entry 4. Field 59 ....... Key 05 (or 10)

REJECTED APPLICATION — Applicant claims and qualifies for Veterans’ Preference, but
application is not accepted

VETERANS' PREFERENCE - To Receive Credit, Attach a Copy of Your DD214/DD215
OK | PONTS: (CIRC DATE OF ENTRY (M-D-Y): DATE OF DISCHARGE (M-D-Y): BRANCH OF SERVICE: AREA OF ARMED CONFLICT:
5 6 8-23-78 8-23-84 Army
OFFICE USE ONLY
Skill Codes: _ Accepted (Instructions Enclosed)
___ NOT ACCEPTED (Reason Code)
Reviewer’s Initials / Date
ORIGINAL TEST DATE: TEST DATE: EXPIRATION DATE: ORIGINAL BATCH CODE:
RAW SCORE V.P. S.C. FINAL
TEST NUMBER 1 > 3 7 5 6
DATA ENTRY INSTRUCTIONS (JAPI):
1. Field 16......... Key 05 (or 10) 3. Field18....... Key the date of discharge
2. Field 17......... Key the date of entry 4. Field59....... Key 05 (or 10)
- END -
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CONVERSION TABLES A & B

TABLE A - Designed to group larger numbers of applicants into one score.
The numbers across the top refers to the number of items on the test.

- 2 | The top figures represent the number of factors used in the test. The columns of figures

g 8 | directly below indicate the range of the number of points received by the applicant. The

I~ 9 | column on the far left is the applicant’s final score based on the total number points they

5 ‘_g received on their test.

O —

L 1 2 3 4 5 6 7 8 9 10

100 5 10 14-15 | 19-20 | 23-25 | 28-30 | 32-35 | 37-40 | 41-45 | 46-50
94 4 8-9 11-13 | 15-18 | 18-22 | 22-27 | 25-31 | 29-36 | 32-40 | 36-45
88 3 6-7 8-10 11-14 | 13-17 | 16-21 | 18-24 | 21-28 | 23-31 | 26-35
82 2 4-5 5-7 7-10 8-12 10-15 | 11-17 | 13-20 | 14-22 | 16-25
76 1 2-3 3-4 4-6 5-7 6-9 7-10 8-12 9-13 10-15

TABLE B - Designed to provide a larger spread of scores. Is used more often for
tests with larger numbers of applicants.
The numbers across the top refers to the number of items on the test.

- @ | The top figures represent the number of factors used in the test. The columns of figures

g 8 | directly below indicate the range of the number of points received by the applicant. The

g @ | column on the far left is the applicant’s final score based on the total number points they

S & | received on the test.

L 1 2 3 4 5 6 7 8 9 10

100 5 10 14-15 | 19-20 | 24-25 | 29-30 | 33-35 | 38-40 | 43-45 | 48-50
97 9 13 17-18 | 21-23 | 26-28 | 30-32 | 34-37 | 39-42 | 43-47
94 4 8 11-12 | 15-16 | 19-20 | 23-25 | 26-29 | 30-33 | 34-38 | 38-42
91 7 10 13-14 | 16-18 | 20-22 | 23-25 | 26-29 | 30-33 | 33-37
88 3 6 8-9 11-12 | 14-15 | 17-19 | 19-22 | 22-25 | 25-29 | 28-32
85 5 7 9-10 11-13 | 14-16 | 16-18 | 18-21 | 21-24 | 23-27
82 2 4 5-6 7-8 9-10 11-13 | 12-15 | 14-17 | 16-20 | 18-22
79 3 4 5-6 6-8 8-10 9-11 10-13 | 12-15 | 13-17
76 1 2 3 4 5 6-7 7-8 8-9 9-11 10-12

Note: Each test item has five possible rating levels from UNACCEPTABLE (worth 1 point) to
OUTSTANDING (worth 5 points). The total of these points for all test questions is called “Raw
Score”. See below for an example on how to convert double/triple weight rating levels:

A. Double Weighting: You have 3 questions; 1 question is double weighted. When using Table
A or B, you would obtain your raw score by using 4 questions as opposed to 3. You are
doubling the one question.

B. Triple Weighting: You have 3 questions; 1 question is triple weighted. Same as above by
using 5 questions as opposed to 4. You are tripling the one question.
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