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SUBJECT:
Permanent Positions:  Recruitment

SECTION:
Recruitment

______________________________________________________________________________
 I.
PRACTICE


A.
When a position vacancy arises, normally through employee resignation or acquisition of newly budgeted positions, State Human Resources (SHR) conducts recruitment activities in conjunction with the Supervisor of the position and the Department of Employment Relations (DER) staff.  All recruitment activities are conducted in accordance with Wisconsin Civil Service laws and the agency’s Affirmative Action Plan.

II.
PROCEDURE


A.
The supervisor prepares and submits the following materials to SHR:

1. A written request which includes suggested classification, name of former incumbent or indicate new position, termination date of former incumbent if applicable, schedule/hours of work, and justification indicating the need for the position to be filled.  In preparing the justification, address changes in program focus or funding that support filling the position.  All requests must be signed by the First and Second-Line Supervisors or authorized representative, and when appropriate Director or Base Commander.

2. A Position Description (DER-DCC-10) identifying the objectives and tasks of the position to be filled.

3. A Supervisory Exclusion Analysis form (DER-DCC-84) if the position is supervisory.  A Management Exclusion Analysis form (DER-DCC-85) or Confidential Exclusion Analysis (Non-Supervisory Positions) form (DER-DCC-86) for initial requests for exclusion of a position from bargaining unit representation.


B.
State Human Resources will:



1.
Review materials and determine appropriate classification.



2.
Acquire classification approval from DER and budget approval from the Department of Administration, if required.



3.
Fulfill contractual and/or civil service requirements as they relate to transfer, recall from layoff, and reinstatement of former state employees from layoff.



4.
If not filled via (3), check for availability and applicability of existing and related registers.  After discussing position and agency needs, if a W-2 (formerly AFDC) register is available, the W-2 register will be used wherever practical.



5.
If no appropriate register exists, in consultation with the Supervisor, determine the area of competition considering current workforce composition, Affirmative Action plan commitments, and qualified applicant pool statistics.  Areas of competition include:




a.
Agencywide (within DMA) promotional* or transfer




b.
Servicewide (within State Service) promotional or transfer

c. Open competition




*Agencywide promotional recruitment is generally not allowed by the




 DER because of affirmative action and other obligations. 



6.
Determine in conjunction with Supervisor whether special salary or other recruitment provisions are justified (i.e., Hiring Above the Minimum, Critical Recruitment Program, Entry Professional Program, lengthened probationary periods, interview and moving expenses reimbursement, etc.).  Develop justification(s) for DER review and approval, if required.

7. Discuss recruitment strategies with the Supervisor and develop a detailed recruitment activity plan.  



8.
Prepare job announcement, recruitment letters, special advertisements, and 




other recruitment materials as necessary.


C.
State Human Resources and Supervisor will:



1.
Discuss the examination process and testing methods.  Options include:




a.
Achievement History Questionnaire




b.
Essay




c.
Oral board




d.
Multiple choice




e.
Simulation




f.
Letter of application/resume screen




g.
Objective inventory




h.
Combination of the above



2.
Develop examination plan based on the high importance job content from the position description.  This will serve as the basis for the exam questions.


D.
Supervisor will: 



1.
Serve as job expert in drafting exam questions and developing answers/rating criteria.



2.
Suggest potential oral board or examination rating panel members.  As stated in the agency’s Affirmative Action Plan, examining boards and rating panels should include targeted group members whenever possible.


E.
State Human Resources will:



1.
Acquire necessary DER approvals, performing liaison function between DER and DMA throughout the examination process.



2.
Administer and score the examination.



3.
Certify the top ranking candidates and others eligible for appointment consideration under expanded certification programs.



For steps in completing the hiring process, see "Permanent Positions:  Hiring Procedures" (Bulletin No. 4.110).
