Spalding Community Service District

POLICY HANDBOOK

POLICY TITLE:
Selection Process - Non-Entry Level Job Openings - Current District Personnel
POLICY NUMBER:
2130
2130.1 Eligibility:
To be considered, the applicant must be a regular or temporary employee as defined in Policy 2003 herein. 

2130.2 Selection Procedures:
The selection procedure for each job opening will be administered by the General Manager and may include any or all of the following: 

1. Completed District Employment Application form. 

2. Determination if applicant meets minimum qualifications. 

3. Performance testing (typing, equipment operation, etc.). 

4. Written testing - achievement or aptitude. 

5. Interview - conducted by interview panel. 

6. Review of applicant's previous performance appraisals. 

7. Experience in field or related field in which applicant is applying. 

8. Physical agility testing to assure that specific physical requirements of the position can be met. 

2130.3 Performance/Written Testing: 

A performance and/or written test may be administered to determine an applicant's level of skill and/or proficiency as related to the minimum qualifications specified in the job description. Any applicant not scoring a minimum passing score on the performance and/or written test shall be disqualified and not eligible for an interview. 

2130.4 Interview Panel and Evaluation: 

1. An interview panel shall include the General Manager, or his designate, and at least two other members, one of which may be from an outside agency. 

2. Panel members will be provided an evaluation sheet which includes a list of standard questions to be asked of each applicant. The questions will be prepared by the General Manager. 
3. Applicants will be evaluated on a point system; total scores will be averaged and rounded to the nearest whole number. 

2130.5 Awarding Position: 

Candidates who meet the minimum job qualifications and who successfully complete all phases of the selection procedure will be recommended to the General Manager, who may choose anyone of the top three (3) applicants to fill the position. The top three applicants are those applicants who have the highest average scores. 
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