ATTACHMENT B

Guidelinesfor Posting Classified Positions

The job pogting is the source from which an goplicant pool is developed and from which the
hiring officia will sdect the mogt suitable candidate for a given position vacancy. Consequently,
it is essentid to undergtand that severd decison pointsin the posting process can substantialy
affect the quantity and quality of the applicant pool. The following guide is designed to dlarify
various decison points and posting options to help hiring officids develop apooal of suitable
candidates for employment.

Decision Point One: Hasthe Staffing Need Changed Since the Position Was L ast
Filled?

Whenever a position becomes vacant, the opportunity exists to reassess saffing needs. Before
making an immediate decison to replace $aff, the hiring officia should examine the exiging
workforce carefully and ask, “Isit possible that rearranging existing staff and/or work
responsibilities and processes could better achieve organizationa objectives?” Given that
organizations are dynamic entities, the hiring officia may want to redefine the vacant pogtion to
address a gaffing need that is more closdly aigned with the organization’s mission and future
direction. If the scope of the position changes significantly (i.e., reporting relationship, role
within the organization, job duties and responsibilities, qudification requirements, etc.) the hiring
officia must update the job description or employee work profile and determine an gppropriate
work title. An Agency’s Human Resources staff should evauate whether the existing career
group role remains gppropriate for the redefined postion.

Decison Point Two: What Title Should Be Used in the Job Posting?

The job title isthe firg thing that a prospective job applicant sees and should convey enough
about the job to encourage qudified gpplicants to investigate further. Hiring officids have
severd posting options when posting the job title:

A) Post Role Title Only

Posting by role title is recommended only for hard-to-fill positions that warrant casting awide
net in order to develop a sufficient pool of gpplicants. The advantage of this option is that it
dlows the hiring officid to consder minimaly qudified candidates without re-pogting if thereisa
posshility thet there will be an insufficient number of fully qudified candidates available. Posting
by roletitleis dso useful for agencies that post genericdly rather than on a position-specific
basis.
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B) Post Work Title Only

Pogting by work title only is recommended when the hiring officia has awel-defined need and
the attraction of a sufficient number of qudified gpplicantsis not anticipated to be a problem.
This option dlows the hiring officid to target a specific audience based on a specific Saffing
need.

C) Post Both Work and Role Title

Hiring officids may opt to post both work title and roletitle. The advantage of this particular
option isthat it dlows the hiring officia to communicate the pecific Saffing need and specific
quadifications required, aswell asidentify the broader role within which the postion fits.

Decision Point Three: What Information Should Be Included in the Job Posting?

The text of the job posting should communicate to prospective gpplicants, as succinctly as
possible, essentia information about the job and the quaifications necessary for successful job
performance. The body of the job posting is abroad explanation of the position duties and
responsihilities, quaification requirements and preferences and any other important aspects of
the pogition. For example, if agreat ded of overtime is expected, or weekend or shift work is
required, the hiring officid may wish to include this expectation in the posting. Theincdusion of
this statement supports the eimination of candidates who are not willing or able to work the
required schedule. However, hiring officias should exercise caution when stating requirements
and preferences. Requirements should be limited to the essentid or minimum qualifications and
other qualifications should be stated as preferences. The sdected candidate must have the
required qudifications stated in the job posting, but may or may not have the preferred
qudifications. Asan example, the hiring officid could specify experience in data base
adminigtration as a requirement and proficiency in HTML coding as apreference. The selection
of a candidate who is an experienced data base administrator and who is aso proficient in
HTML coding is vaidated through the duties required of the position as well as the job posting
language. However, the hiring officia may not sdect a candidate who is proficient in HTML
programming (preference), who does not have data base administration experience
(requirement). Candidates who have the preferred qualifications must not be sdected unless
they also possess dl of the required qudifications. The job posting language alows the hiring
officid to communicate reasonable, job related and nondiscriminatory requirements for
successful job performance and should fortify the ultimate sdlection decision.

Decision Point Four: What Salary Range Should Be Posted?
The hiring officid has avariety of optionsin pogting the sdlary range. The hiring officid needsto

evauate carefully before posting arange, since the candidate hired should be paid within the
advertised sdlary range. Optionsinclude;
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A) Post the Full Range of the Pay Band.

This option is not recommended unless the pogition is being posted by roletitle only. See
Decison Point One A.

B) Pogt a Sdary Range within the Pay Band.

The hiring officid may choose to post arange within the pay band that reflects redidticaly what
the hiring officid iswilling/able to pay, commensurate with the Sarting pay compensation
factors. Thesefactorsinclude: agency business need; duties and responsibilities; performance;
work experience and education; knowledge, skills, abilities and competencies; training,
certification, license; internd salary dignment; market avallability; sdary reference data; tota
compensation; budget implications; long term impact, and current sdary.

(@) Post without a Salary Range or Pay Band Range.

This option dlows the hiring officid greet flexibility to pay within the band. However, therisk is
that candidates may not apply unless they know the salary potentid for the position.

D) Pogst a Minimum Sdary Only

The hiring officid may wish to post aminimum sadary only and not indicate the maximum thet
could be paid. Example: “Sdary gtarts at $25,000.”

E Pogt a Maximum Sdary Only

The hiring officid may indicate only the maximum salary amount that will be consdered.
Example: “Salary up to $25,000.”

Decision Point Five: What Type of Search Should Be Conducted?

There are severd types of searches that can be conducted. The hiring officid must decide
whether to limit the search to the specific agency, limit it to al state agencies, or open the search
to the generd public.

A) Agency Specific Posting

In Situations where knowledge of agency-specific palicies, systems and processesis a srong
preference, the hiring official may want to restrict consideration for the vacancy to employees

within the agency. The advantage of this option is that it encourages and supports the
development of and promotion of high-performing employees within the existing workforce.
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However, if asuitable candidate were not found, the position would need to be re-posted as
availableto dl other state employees or open to the generd public.

B) Pogt to All State Employees

In Situations where knowledge of state policies, systems and processesis a strong preference,
the hiring officid may limit employment congderation to sate employees within the
Commonwedlth. The advantages and disadvantages of this option are smilar to those in option
A.

(@) Post to the Generd Public

The hiring officid may choose to post the vacancy as available to the generd public, inclusive of
current state employees.  This option is particularly recommended if the existing workforce
lacks diversity or if thereis a potentia shortage of suitable candidates in the area of need.

D) Use the Re-employment Opportunity (Re-Op) Pool

The hiring officid may choose to review the applicants in the Re-Op Podl to fill the vacancy.
The Re-op Pool has been established to provide employees in leave without pay-layoff statusto
be congdered for employment in vacancies in the same role from which they werelaid off. An
agency may consder selecting an employee from the Re-op Poal. If thisoptionisused and a
candidate from the Re-Op pool is selected, the position does not require posting.

Decision Point Six: How Long Should the Job Be Posted?

All classified pogition vacancies must be posted for aminimum of five workdays. However, the
hiring officia may opt to use afixed posting period or use the “ continuous recruitment” option.
Bdow is an explanation of each of these options.

A) Post with a Fixed Application Period

This option sets afixed period of time during which gpplications will be accepted for
employment consderation. This option may be atractive to the hiring officid who bdieves that
the defined gpplication period will attract a sufficient pool of gpplicants. This option aso dlows
the hiring officid to screen dl accumulated gpplications a afixed point intime. The
disadvantage of this option isthat the hiring officid must re-post if the posting does not generate
aaufficient number of suitable candidates. Another disadvantage is that the hiring officid cannot
end the search before the posted closing date, even if a sufficient pool of gpplicants has been
developed.

B) Pogt as “ Continuous Recruitment”
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Some agencies have an ongoing labor shortage in certain types of positions. These agencies
may wish to offer the “Continuous Recruitment” option to hiring officids. It isthe mogt flexible
of the posting options, dthough it isthe most chalenging to manage administretively.
Continuous Recruitment may be gppropriate when turnover is exceptionaly high and thereisan
ongoing need to recruit throughout the agency. This option should be reserved for pogitionsin
great demand and/or where the shortage of qualified candidates is acute. Hiring officids are
responsible for tracking the specific gpplicants consdered for each position filled, which can
be difficult to manage, particularly in areas of congtant turnover and when multiple hires occur
fromasngle poging. However, the benefits may outwelgh the adminigrative tracking
difficultiesin using this posting option.
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