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FEDERAL AND STATE

EQUAL EMPLOYMENT OPPORTUNITY LAWS

FEDERAL LAWS

The following section describes the major laws, regulations, executive orders, and court cases that relate to equal employment opportunity (EEO) and outlaw discrimination in the workplace.

U.S. CONSTITUTIONAL PROTECTION AND STATUTES
Thirteenth Amendment to the U.S. Constitution (ratified in 1865)
"Sec. 1.  Neither slavery nor involuntary servitude, except as a punishment for crime whereof the party shall have been duly convicted, shall exist within the United States, or any place subject to their jurisdiction."

"Sec. 2.  Congress shall have power to enforce this article by appropriate legislation."

Civil Rights Act of 1866

"All persons within the jurisdiction of the United States shall have the same right in every state and territory to make and enforce contracts . . . as is enjoyed by white citizens . . ."

Fourteenth Amendment to the U.S. Constitution (ratified in 1868)

"Sec. 1.  No State shall make or enforce any law which shall abridge the privileges or immunities of citizens of the United States; nor shall any State deprive any person of life, liberty, or property, without due process of law; nor deny to any person within its jurisdiction the equal protection of the laws."  ("Due process" includes notice and the right to respond.)

"Sec. 5.  The Congress shall have power to enforce, by appropriate legislation, the provisions of this article."

Civil Rights Act of 1871
"Every person who, under color of any statute, ordination, regulation, custom, or usage, of any State or Territory, subjects or causes to be subjected, any citizen . . . to the deprivation of any rights, privileges or immunities secured by the constitution and laws, shall be liable to the person injured."

Equal Pay Act of 1963

The Equal Pay Act is part of the Fair Labor Standards Act; it's an addition to the section on minimum wages.

The Equal Pay Act provides that men and women must get equal pay for equal work – meaning work of equal skill, effort, and responsibility.  Equal doesn't mean "identical"; if the jobs are substantially the same, pay must be equal.  Job titles or classifications don't matter; it's the job content that counts.

Title VII of Civil Rights Act of 1964

Employers covered by the Civil Rights Act cannot, because of race, color, religion, sex, or national origin, 

(a) refuse to hire a person

(b) discharge or otherwise discriminate against him or her once employed 

(c) limit, segregate, or classify employees or applicants in any way that would deprive them of employment or adversely affect their status as employees.  

The Equal Employment Opportunity Commission ensures compliance with these rules.

The ban on discrimination applies to all aspects of the employer‑employee relationship: hiring, firing, wages, terms, conditions, or privileges of employment.

Other prohibitions –  discrimination in apprenticeship or other training programs; discrimination in employment advertising; discrimination against an individual because the person made a charge, testified, or participated in an investigation.

Age Discrimination in Employment Act of 1967, amended 1978

The Act bans discrimination because of age against anyone at least 40 years of age.  (NOTE: Montana law prohibits discrimination on the basis of age at any adult age.)  In general, practices that violate the Civil Rights Act if based on race, color, religion, sex, or national origin are also violations of the ADEA if based on age – including advertising using terms such as "young" or "recent graduate."

In Montana "age" means number of years since birth.  It does not mean level of maturity or ability to handle responsibility.  If these characteristics are desirable, an employer should describe them in terms of job‑related experience, rather than using words like "mature" or "ability to handle responsibility."

Rehabilitation Act of 1973

This law prohibits discrimination in employment and programs against qualified handicapped persons.

Sec. 503 covers employment under federal contracts.

Sec. 504 covers recipients of federal financial assistance.

Montana has followed the lead of the federal government, passing laws and issuing executive orders that deal with unlawful discrimination in the workplace.  The state has made discrimination against people on the basis of race, creed, color, religious belief, national origin, age, sex, marital status, and disability unlawful throughout the state.

Americans With Disabilities Act of 1990 
The Americans With Disabilities Act (ADA) strives to remove the barriers preventing qualified people with disabilities from enjoying the same employment opportunities available to people without disabilities.  The act doesn’t guarantee equal results, establish quotas, or require preferences favoring people with disabilities.  (See Chapter I on Discrimination, Preference, and Other Laws for a summary of the ADA.)  

Civil Rights Act of 1991

The Civil Rights Act of 1991 provides additional remedies to protect against and to deter unlawful discrimination in employment.  The act restored the strength of federal anti-discrimination laws that had been weakened by several Supreme Court decisions.  (See Chapter I on Discrimination, Preference, and Other Laws for a summary of the Act.)  

MONTANA LAWS

STATE CONSTITUTION, 1972

Declaration of Rights, Article II, Section 4

Individual Dignity.  "The dignity of the human being is inviolable.  No person shall be denied the equal protection of the laws.  Neither the state nor any person, firm, corporation, or institution shall discriminate against any person in the exercise of his civil or political rights on account of race, color, sex, culture, social origin or condition, or political or religious ideas."

Title 49, Human Rights Act, Chapters 1 & 2, 1974

Montana’s law on civil rights bans discrimination in employment or in a term, condition, or privilege of employment.  The law protects these areas:  race, creed, religion, marital status, color, or national origin.  It also protects age, physical or mental disability, or sex when the reasonable demands of the job don’t require an age, physical or mental handicap, or sex distinction.  Further, the state may not discriminate in any services, goods, facilities, advantages, or privileges.

Title 49, Governmental Code of Fair Practices, 1975

The Governmental Code of Fair Practices covers all public employers in the state.  It prohibits discrimination for all protected groups in employment, placement, education, counseling and training programs, licensing, and distribution of government funds.  Non‑discrimination provisions in all public contracts and public accommodation laws are covered under Chapter 3 of Title 49.

Governor Executive Order No. 24‑81, 1981

This Executive Order directs the Department of Administration to implement and maintain an equal employment opportunity program in state government.  This covers all state government employees.

The program aims to eliminate discrimination in personnel salaries and procedures, job structuring and classification, hiring, firing, promoting, and training.  Goals of the program also include monitoring EEO and submitting a status report to the governor within 90 days of the end of each year.
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STATE AND FEDERAL DISCRIMINATION LAWS



	Major Discrimination Laws in Montana
	Employer Coverage


	Race
	Color
	National Origin
	Religion/Creed
	Age
	Marital Status
	Political Beliefs
	Disability
	Retaliation
	Enforcement Department
	Time Limit to File a Complaint
	Remarks

	Montana Human

Rights Act — Title 49, MCA, Chapters 1 & 2.
	All employers in Montana.
	All are prohibited; political belief applies to public employers; age includes all ages.
	Montana Human Rights Bureau, Helena.
	180 days (300 days if grievance procedure used).
	Prohibits discrimination in employment, housing, public accommodations, education/training, financing, insurance (sex/marital status only) and government services.

	Montana Maternity Leave Act — Title 49, MCA, Chapter 2.
	All employers in Montana.
	Prohibits certain employment actions if action is because of employee's pregnancy.
	Montana Human Rights Bureau, Helena.
	180 days (300 days if grievance procedure used).
	Prohibits termination, refusal to grant reasonable leave, denial of certain benefits, mandatory leave of unreasonable duration and retaliation.

	Civil Rights Act of 1991.
	All employers of 15 or more.
	Restores and extends coverage of Title VII, Civil Rights Act of 1964.
	EEOC, Denver or the Montana Human Rights Bureau.
	180 days (300 days if grievance procedure used.)
	To provide additional remedies to protect against and to deter unlawful discrimination and harassment in employment and to restore the strength of EEO laws.

	Americans With Disabilities Act of 1990, 42 USC Sect. 12101, et seq.
	All employers of 15 or more.
	Prohibits discrimination in employment, public accommodations, transportation and government services.
	EEOC, Denver and Department of Justice.
	Employment same as Title VII.
	To remove the barriers preventing qualified individuals with disabilities from enjoying same opportunities available to persons without disabilities.

	Age Discrimination in Employment Act, 29 USC Sect. 621, et seq.
	All employers of 20 or more.
	Prohibits discrimination against applicants and employees ages 40 and older.
	EEOC, Denver.
	Same as Title VII.
	Prohibits discrimination in hiring, termination, promotion, demotions, transfer, and pay.

	Equal Pay Act of 1963, 29 USC Sect. 206(d).
	Same coverage as Fair Labor Standards Act.
	Prohibits sex-based differentials in salary, benefits, or conditions of employment.
	EEOC, Denver.
	Two years; three years if willful action.
	Is part of Fair Labor Standards Act; applies to jobs equal in skill, effort, and responsibility performed under similar working conditions.

	Civil Rights Act of 1964, Title VII, 42 USC Sect. 20003, et seq.
	All employers with 15 or more employees.
	Prohibits discrimination on basis of race, sex, color, religion, national origin and retaliation.
	EEOC, Denver or Montana Human Rights Bureau.
	180 days; 300 days if state law covers.
	Under Section 706, EEOC must defer to state proceedings first.


PRE-EMPLOYMENT INQUIRES:  SUSPECT QUESTIONS

The following questions often come up during interviews.  Although many of the questions seem job-related, they all could lead to discrimination.  

1.
What is your maiden name?  The question may reveal marital status, ethnicity, or national origin.  You can’t apply it equally to men and women.

2.
What is your birthplace?  The answer may reveal race, ethnicity, or national origin.  There’s no job-related reason to know birthplace.

3.
What year did you get your high school diploma or GED?  The answer may reveal the applicant’s age.

4.
Are you a U.S. citizen?  The answer may indicate race or ethnicity.  Seek information on citizenship or work permits only after hire. 

5.
What is the name and relationship of a person to contact in case of an emergency?  This response may reveal marital status, sexual orientation, or national origin.  Get the information only after hire.

6.
Please describe your state of health.  The answer may reveal a disability.

7.

What foreign languages do you speak?  How did you acquire this language facility?  The second question may reveal national origin or race.

8.
Please list the date and circumstances of any arrests other than for traffic violations.  Information about arrests can adversely affect minorities who have higher arrest rates than whites.  Arrests don’t tell you if the applicant was ever convicted of a crime.

9.
Are you willing to submit to a polygraph examination?  Montana law prohibits the use of polygraph tests in employment decisions (39‑2‑304, MCA).

10.
Please list all paid work experience.  This ignores volunteer experience, which could adversely affect women.

11. What is the lowest salary you would accept?  Employers can’t pay below federal minimum wage nor ignore equal pay laws.  Women typically put down lower salary expectations than men.  

12. Do you own a car you can depend on to get to work?  The response may reveal disability, alcohol-related problems, or marital status.  Focus on the person’s ability to get to work on time.  

13.
Provide the names of three character references other than former employers or relatives.  The names may reveal ethnicity, national origin, political affiliations, or religious beliefs.

14.
Do you belong to the National Guard or reserve branch of the Armed Forces?  Montana law prohibits discriminating in employment based on membership in the "militia"  (10-1-603, MCA).

15.
List organizations you belong to.  The answer may reveal religious beliefs, political beliefs, or ethnic origin.

16.
Have you received workers' compensation for a previous injury or illness?  The answer may reveal a disability.

17.
What’s your spouse's occupation?  The answer reveals marital status.

18.
Do you own your home?  Rent?  The answer may reveal marital status or even ethnic origin.

19.
What is the date and type of military discharge you received?  This response may reveal disability.  The question should relate to veterans' employment preference.

20.
Are you willing to take a physical exam?  This may reveal a disability.  You can require physical exams, if appropriate, but only after offering the job.

21. Do you use drugs?  The answer may reveal disability, if the applicant uses prescription drugs.  Use the question only in relation to job safety.  

22. Do you use tobacco and alcoholic beverages during non-working hours?  Section 39-2-313, MCA, prohibits employers from discriminating against an applicant or employee who uses lawful substances in off hours.  This statute has a number of exceptions; review it carefully.  

23.
Are you a student?  The answer may reveal age.

24.
Are you willing to join a union?  This response may reveal religious beliefs.  Some religions forbid membership in such organizations.  

25.
List your dependents.  The response may reveal marital or familial status.

26.
What arrangements have you made for the care of your dependent children?  The answer may reveal marital or familial status.

27.
Please indicate if this company employs your spouse.  This answer reveals marital status.
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	Selection Planning Worksheet 1 -- Job Analysis

Position:        Training Program Director                                                                                                                                                Date: January 15, 2003

	Major Job Duties 
	Related Competencies - Knowledge, Skills, & Behaviors
	Needed     at Entry

	1.
Provides overall management of the state's centralized training program.

a.
Oversees the statewide supervisory and managerial training program to provide managerial training for state government by determining training needs and developing curriculum outlines and the program catalog.

b.
Supervises training specialists to provide a quality training program by developing policies and procedures, hiring, training, evaluating, disciplining, scheduling, and directing.

c.
Prepares and monitors the section budget to ensure a positive cash flow by monitoring enrollment and projecting revenue and expenses.

d.
Purchases training materials to ensure adequate materials are available by assessing needs with trainers and monitoring budget.
	1.
Knowledge of managerial and supervisory theory and practice.

· Knowledge of training practices and training program

management:  Assessment of need; Curriculum development; Presentation; Scheduling; Promotion; Evaluation

· Knowledge of supervisory theory.

· Knowledge of budgeting practices.

· Behavior - Communicates effectively in speaking and 

           writing.
	Yes

	2. Maintains contact with other agencies and groups to coordinate training and promote participation.

a.
Chairs state training advisory council.

b.
Contracts with and directs work of training providers.

c.
Oversees advertisement and promotion of training.
	2. Knowledge of training practices and training program management.

· Behavior - Communicates effectively in speaking and writing.

· Behavior – Customer Orientation – creates an atmosphere in which timely and high quality information flows smoothly between self, customers.  Encourages open, honest and constructive expression of ideas and opinions. Demonstrates active listening skills.  Uses appropriate body language. Seeks to understand others' viewpoint.  This behavior includes the ability in:
· Listening

· Responsiveness, Follow-up
· Understanding, Sensitivity, Trust Building
	Yes

	3.
Provides technical assistance to agencies.
	3.
Knowledge of training practices and training program management.  

· Behavior - Communicates effectively in speaking & writing

· Behavior – Customer Orientation (see above)
· Knowledge of governmental organization.
	Yes

Yes

Yes

No

	4.
Develops and conducts management and executive training.

a.
Prepares or supervises preparation of training outlines.  

b.
Conducts upper level management courses.
	4.
Knowledge of training practices and training program management: Needs assessment; Curriculum development; Presentation; and Evaluation.

· Knowledge of management theory and practice.

· Behavior - Communicates effectively in speaking & writing.
	Yes
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STATE OF MONTANA

JOB PROFILE AND EVALUATION

	The job profile is a streamlined position description and may serve as the core document for all human resource functions such as recruitment, selection, performance management and career and succession planning. It was developed, initially, for use in classifying positions in Pay Plan 020. 

If you are converting a position to Pay Plan 020 and the position has not changed simply cut and paste the information needed from the current position description. The position description contains sections that are no longer used to classify the position, such as: Working Conditions and Physical Demands; Management and Supervision of Others; Supervision Received; Scope and Effect; and Personal Contacts.  These may still be important to the position and may be included in Section IV – Other Important Job Information.
When working with a new position, classification request or change to a position in Pay Plan 020, complete the information below to provide the required documentation for classification. 

	SECTION I – Identification

	Working Title
Human Resource Technician
	Job Code Number
166553
	Job Code Title
Human Resource Technician

	Pay Band 

3
	Position Number 
77777
	 FORMCHECKBOX 
 FLSA Exempt    FORMCHECKBOX 
 FLSA Non-Exempt

	Department
Department of Example
	Division and Bureau 

Management Services Division

Human Resource Bureau 

	Section and Unit
Example Section
	Work Address and Phone
Department of Case In Point

State of Montana

Street Address or Box Number

City, State   Zip Code

444-xxxx

	Profile Produced By                                                    Work Phone 

John Illustration, Human Resource Manager
   444-xxxx

	Work Unit Mission Statement or Functional Description  - This section should include a complete statement of the mission or function as it relates to the work unit.

	Personnel and Payroll Services provides a variety of human resource management programs including: recruitment and selection, development, implementation, and interpretation of personnel policy, position classification and pay administration, labor relations, and EE0/affirmative action compliance, operation and management of payroll and benefits, and other projects as needed.  


	The unit answers questions regarding benefits that include health, life, dental and vision insurance, flexible spending accounts, a sick leave fund, employee incentive awards and health promotion and acts as the agency authority regarding policies and procedures. The unit also operates the agency HR/Payroll system to provide biweekly payroll for all non-university system state employees, job classification and pay administration, EEO/Affirmative Action compliance.  P&PS uses SABHRS to administer, process, distribute, report and account for payroll, benefits, and associated withholding and deductions. 


	Describe the Job’s Overall Purpose: 

	This position provides clerical, technical, and administrative support to all of the above areas.  Position acts as general office manager, serves in an Administrative support role for the Director and Assistant Director, serves in a Personnel Technician role to the Recruitment Specialist, Employee Relations Specialist, and the Classification Analyst.  Incumbent prepares and processes all necessary paperwork for departmental personnel appointments, lead worker supervision over receptionist position, supervises work study employees, and manages the departmental operations budget/account and the advertising/recruitment budget/account.  Position responds to a wide variety of inquiries related to both personnel and payroll issues. This position relies on instructions and pre-established guidelines to perform the functions of the job.



	SECTION II - Major Duties or Responsibilities
	% of Time

	This section should be a clear concise statement of the position’s duties.  Well-written thorough task duty statements are required here to accurately evaluate the position. 

1. What are the major duties or responsibilities assigned to this position? Group duties in order of importance and estimate the percent of time needed to perform each duty.  NOTE: Because you are identifying major duties usually 3-5, the quantity of time probably will not be less than 20%. If a duty is essential but not performed routinely you should list it.  For example, lobbying during the legislative session may not take up a large percent of total work time, but can be an essential duty. 
	

	Recruitment Support:  Provides general and specific information to applicants and hiring authorities.  Must possess strong independent judgment and communication skills to tactfully and diplomatically respond, at all times, to a wide range of questions regarding the application and recruitment process.  Designs and revises recruitment forms and processes, provides input to Personnel Specialist on process inefficiencies and acts as a back up to the Recruitment Personnel  Specialist.  When background checks are necessary on an applicant, incumbent contacts agencies in the appropriate state(s) to determine necessary information. Responsible for gathering necessary information, documents, etc., in a timely manner and submitting to the proper agency to process the request.

Provides Assistance to Hiring Authorities:  Must possess detailed knowledge of the recruitment process to provide accurate information to hiring authorities and committee members.  Provides information to hiring authorities on the types of recruitment options, such as student employment, short term workers, temporary, and permanent positions.  Gives hiring authorities suggestions on how and where to advertise positions.  Answers questions regarding the recruitment process.  Discusses and reviews interview candidates with hiring authorities for any potential problems with candidates.  In absence of the Recruitment Personnel Specialist, provides hiring approval to the hiring authority.  Must consider comparison of qualifications, reference checks, committee agreement, union seniority and employment preferences.

Office administration:  Acts as assistant office manager; provides administrative support to the Director; manages workflow of receptionist; manages departmental operations account and budget; proficient in word processing; responsible for timely and accurate mail distribution.  Acts as back-up receptionist.

Employee relations:  Responds to general inquiries regarding disciplinary problems, grievance, supervisor/employee concerns, personnel policy and collective bargaining agreement interpretation and administration, employee benefits, policy and procedure.  

   
	40%

20%

30%

10%

	2. Give specific examples of the types of problems solved, decisions made or procedures followed when performing the most frequent duties.

	Answers questions regarding the recruitment process such as:  How do I initiate recruitment?  How many reference checks should I do on an applicant and how many committee members should be present for reference checks?  Can I contact anyone listed on an application for a reference?  Can only two committee members be present during an interview?  How many people do I have to interview?

Answer questions regarding the recruitment process such as: How do I initiate a recruitment; how many reference checks should I do on an applicant and how many committee members should be present for reference checks; can I contact anyone listed on an application for a reference; can only two committee members be present during an interview; and how many people do I have to interview?  Discuss and review interview candidates with hiring authorities for any potential problems with candidates. 
Explains the classification review process and provides employees with the necessary documents and information.

Answer questions regarding the state pay plan, position upgrades, and classification.  Questions include: “I want to hire a temp hourly employee - how much do I need to pay them?”  “How can I get my position upgraded?” “I want to create a new position.  What is the process to get it classified and posted?”  Explain the classification review process and provide employees with the necessary documents and information.  Upon receipt of position descriptions, prepare memos to both the employee and supervisors explaining the process.



	3. What do you consider the most complicated part of the job?

	
Responding to questions regarding the recruitment process--includes knowledge of personnel policies and procedures, recruitment and selection laws, regulations and rules of state and Federal laws.



	4. What guidelines, manuals or written established procedures are available to the incumbent?

	
State of Montana Recruitment and Selection Manual; Montana Operational Manual (MOM) Volume III Personnel Policies and Procedures; (agency) standard operating procedure.



	5.  If this position supervises other positions, complete the following information.    

	The number of employees supervised is 1.

List the complexity level of the subordinates 1.

Please list the Position Number for those supervised 77776.



	      Is this position responsible for:

	 FORMCHECKBOX 
 Hiring          FORMCHECKBOX 
 Firing        FORMCHECKBOX 
 Performance Management        FORMCHECKBOX 
 Promotions 

            FORMCHECKBOX 
 Supervision            FORMCHECKBOX 
 Discipline               FORMCHECKBOX 
 Pay Level           FORMCHECKBOX 
 Other: training;      

           schedules workload; recommendations for performance appraisal.



	6.   Please attach an Organizational Chart (optional).

	     

	SECTION III - Minimum Qualifications - List the minimum requirements for first day of work.

	Please list the main knowledge and skill areas required for the job: 

	Requires detailed knowledge of agency personnel policies and procedures and specific knowledge of recruitment and classification policies; skill in operating computer equiment and various software packages (Word, Excel, Outlook, PeopleSoft).



	What behaviors are required to perform the duties?  NOTE:  Identifying behaviors used for recruitment and selection and other HR functions are part of building a competency model (see Creating Competency Models in Guide).  A position description will provide helpful information if a model has not been developed. Often “abilities” from the current PD can be stated as desired and observable behaviors.  For example, “the ability to communicate clearly in writing” can be restated “writes clearly and concisely.” 

	Strong customer service orientation:

· Develops in-depth understanding of the customer’s needs in order to be more helpful

· Proactively informs and resolves problem/issues with customers

· Follows up to make sure that the customer’s expectations have been met.

Communicates effectively verbally and in writing:

· strong independent judgment;

· the ability to work effectively with confidential information; 

· establishes and maintains effective working relationships.



	Education and experience:  Please check the one box that indicates the minimum educational requirements for this job, as it relates to a new employee on the first day of work (not the educational background of the person now in the position): 

	 FORMCHECKBOX 
  No education required                              FORMCHECKBOX 
 2 year job-related college or vocational
      
       training

 FORMCHECKBOX 
  High school diploma or equivalent            FORMCHECKBOX 
 College degree (Bachelor’s)

 FORMCHECKBOX 
  1 year job-related college or vocational    FORMCHECKBOX 
 Post-graduate degree or equivalent 
             

                training                                                          (e.g. Master’s, JD)

	There may be a variety of fields of study that are acceptable.  A Human Resource Specialist may have a Bachelor’s in Human Resources, Business Administration, Public Administration or another related field.  Please specify the acceptable fields of study:

	Human resources; customer service/public relations, organizational development. 

	Other education, training (software), certification (CPA), or licensing (pilot, psychologist) required (please specify):

	Computer skills – Excel, Word, Power Point, Outlook, PeopleSoft 



	Please check the one box that indicates the minimum amount of job-related work experience needed as a new employee on the first day of work (not the experience of the person now in the position):

	
 FORMCHECKBOX 
 No prior work experience required
 FORMCHECKBOX 
 3 to 4 years job-related work experience


 FORMCHECKBOX 
 1 to 2 years of job-related work
 FORMCHECKBOX 
 5 or more years of job-related work           

            experience                                                     experience 



	Specific experience (optional):

	     

	 FORMCHECKBOX 
 This agency will accept alternative methods of obtaining necessary qualifications.  

For recruiting purposes please list examples of acceptable alternative methods of obtaining those qualifications.  These examples should appear on a vacancy announcement.

	Vocational training; post secondary coursework; experience in related field.

	SECTION IV – Other Important Job Information

	List any other important information associated with this position, such as working conditions, supervision provided or received, scope and effect and personal contact. 



	Position may involve recruitment activities that would require a change and re-organization of work schedules, occasional travel, and lifting boxes (less than 20#) of information and supplies. (Working Conditions) The Director, Assistant Director, or Personnel Specialists may assign special projects at any time.  Position will be expected to use own judgment in prioritizing and completing tasks in a timely manner. (Supervision Received) Contacts include a wide variety of individuals both on and off campus and may include contact with distressed applicants or applicants who have difficulty understanding information. (Personal Contacts)



	SECTION V – Signatures

	My signature below (typed or hand written) indicates the statements in Section I to IV are accurate and complete.

	Employee:

Vacant at this time
	Human Resource Technician
	     

	Signature
	Title   
	Date



	Immediate Supervisor:

John Illustration
	Human Resource Manager
	07-07-2007

	Signature   


	Title
	Date



	Administrative Review:

Sarah Example
	Bureau Chief
	07-07-2007

	Signature  
	Title
	Date




	JOB EVALUATION FORM

	This section is to be completed by a trained classifier in the agency or by

State Personnel Division.

	Prepared By John Illustration 
	Date 07-07-2007

	Position Status:        FORMCHECKBOX 
 Reclassified           FORMCHECKBOX 
 Vacant            FORMCHECKBOX 
 New Position  

	Choice of Class Series: Human Resource Series - Positions within this series perform duties ranging from routine and non-routine technical to paraprofessional, and typically apply standardized rules to a variety of procedures.  Positions are located in a human resources or centralized services operation.  They support recruitment and selection activities by screening applications, interviewing applicants, and reviewing hiring documentation for compliance; provide training and orientation; perform job audits, class specification reviews, and related classification duties; perform various administrative activities; establish routine work methods and procedures; maintain records; and may exercise supervisory responsibilities over other personnel.  At some levels, standards are explicit and judgment may be required to interpret variables.  At other levels, standards are multifaceted, tasks may be more diverse, and judgment involves interpretation of numerous variables.  Preparation for work in this series involves high school graduation, post secondary education, and experience ranging from one to four years.

	Position Summary:

	This position provides clerical, technical, and administrative support to Personnel and Payroll Services. This involves responding to a wide range of questions regarding the application and recruitment process. Acts as a back-up to the recruitment personnel specialist.  Responsible for gathering necessary information in a timely manner and submitting to the proper agency to process the request.  Other work involves providing information to hiring authorities, such as types of recruitment options, (student employment, temporary hourly, fixed term, and permanent positions) provide suggestions on how and where to advertise positions.  Must be able to answer questions relating to all aspects of the hiring and interviewing process.  Incumbent responds to applicant inquiries and questions, provides appropriate job application materials, and status of position. Other duties and tasks include administrative duties such as  back-up receptionist, which includes answering questions and inquiries about payroll, filling out applications, benefits and insurance and referrals to appropriate resources (internal and external) for unusual requests, classification support (to both employee and employer), employee relation support and designing or revising recruitment forms and processes.

	Benchmark Factoring

	Classification Factor Level: 3

	The predominant work of this position consists of:  The predominant portions of the work is providing recruitment and selection support to applicants and hiring authorities. 


	Factor level Comparison:     

	More than 50% of the work involves providing technical recruitment and selection assistance to the hiring authority and applicants. This work involves tasks that require the identification and examination of data and deciding on a course of action based on a combination of readily observable variables. For example, this position will discuss and review interview candidates with hiring authorities for potential problems with candidates.  Position must consider comparison of qualifications, reference checks, committee agreement, union seniority and veteran’s preference.  The incumbent needs to apply information to and work with a variety of levels of projects and individuals.  These range from the applicant, employee, students, staff, public, deans, department heads, state agencies and news organizations. For example, in providing assistance to hiring authorities, reviewing hiring decisions requires comparing qualifications, reference checks, committee agreement, union seniority and veteran’s preference. Occasionally this position must search for additional facts in order to answer questions or obtain sufficient background information to clarify and refer appropriately.  This requires knowledge of appropriate procedures, sources of information and the ability to summarize and draw conclusions from the data. Generally, the knowledge and skills required to perform the job requires job-related experience and at least two years of related post –secondary education.



	Benchmark Comparisons:

	Similar to Benchmark 215004, Payroll and Benefits Technician, Grade 9, level 3. This benchmark performs highly detailed tasks and duties in processing and reviewing payroll documents for accuracy, preparing payroll reports and maintaining records. The subject position performs similarly detailed review of recruitment and selection documents, processes and requirements, prepares reports and provides information to hiring authorities, applicants and others. in both cases the assignments are generally routine and recurring and require decisions based on readily observable variables.

Weaker than Benchmark 166056, Personnel Assistant, grade 11, level 4. The benchmark creates and conducts workshops to inform employees of the state benefits program, which requires seeking out and gathering data and arranging work elements into new arrangements in order to provide adequate and appropriate training. The subject position provides answers to a number of straightforward questions that do not require interpretation in order to respond adequately. Questions that require additional information or interpretation of guidelines or rules are referred to a higher authority.


	John Illustration
	Human Resource Manager
	07-07-2007

	Classifier Signature
	Title
	Date


Upon completion of this section the classifier should make certain that the Job Code Number, Job Code Title and Pay Band on the first page of this document accurately reflect the Choice of Class Series and classification factor level determined above. Attach Organizational Chart, Audit Notes or other pertinent information.

This completed document should now be filed in: I:\Classref\Agencyjp\(agency#)\(filename). File naming convention is: (position#)jp(date).doc   (e.g. 000573jp0100.doc, where date is: month year).

	Selection Planning Worksheet II -- Selection Procedures

Position: Training Program Director
Date: January 15, 2003

	Competencies - Knowledge, Skill, or Behaviors
	Related Job Duty 
	      Selection Procedure

	
	
	Training/Experience

Evaluation
	Supplement Questions


	Structured Interview *


	Reference Check


	Written Test


	Performance or 

Work Sample Test


	Physical Test


	Other



	Knowledge of managerial and supervisory theory and practice.
	1, 4
	(
	(
	
	
	
	
	
	

	Knowledge of training practices and training program management.

  Assessment of need

  Curriculum development

  Presentation

  Scheduling

  Promotion

  Evaluation
	1, 2, 3, 4
	(
	(
	(
	(
	
	(
	
	

	Knowledge of budgeting practices.
	1
	  (
	(
	(
	
	
	  
	
	

	Behavior - Communicates effectively in speaking and writing.
	1, 2, 3, 4
	  (
	(
	(
	
	
	(
	
	

	Behavior – Customer Orientation – creates an atmosphere in which timely and high quality information flows smoothly between self, customers.  Encourages open, honest and constructive expression of ideas and opinions. Demonstrates active listening skills.  Uses appropriate body language. Seeks to understand others' viewpoint.  This behavior includes the ability in:
· Listening

· Responsiveness, Follow-up
Understanding, Sensitivity, Trust Building
	2
	
	
	(
	(
	
	
	
	

	Knowledge of state governmental organizations.

Skill in application of supervisory theory.
	3

1
	(
(
	(
	
	(
	
	
	
	


* This would include Behavioral Interview questions

SUPPLEMENT QUESTIONS – EXAMPLE 1

Job Title:  Training Program Director




Position No.:  55555
Application Deadline: February 28, 2003
  



Department: Administration

Instructions:  Please complete the following supplemental questions.  This supplement gives you the chance to detail your qualifications for this job.  Type or clearly print your responses on standard paper.  Each response should be clear and concise; don’t go over one page per question.  Please put your name and the job you’re applying for on each sheet.  We review this supplement apart from the state application.  It’s part of our process for evaluating applicants.  We will also use your responses to evaluate your ability to communicate effectively in writing.  
1. A major duty of this job involves developing a statewide supervisory and managerial training program.  Please respond to the following:

Describe any training and experience that you believe has given you a thorough knowledge of managerial and supervisory theory and practice.

Describe any training and experience that has provided you with knowledge of training practices and training program management.  Specifically – needs assessment, scheduling, curriculum development, promotion, presentation, and evaluation.

Briefly describe the courses you have developed, the types of course you have presented, and how often you presented them.

2. This position prepares and monitors the training section budget, including setting prices, projecting costs, estimating revenue, and approving expenditures.  Please describe your education and experience in budgeting, including self‑funded revolving accounts.

3. Please describe any experience you’ve had in advertising, promoting, and encouraging participation in training or other programs.  Where possible, include clear examples of achievements or results.

4. This position supervises two professional staff.  Please describe your supervisory experience, including the number and level of employees supervised and the kind of supervision exercised.

SUGGESTED RESPONSES FOR SUPPLEMENT – EXAMPLE 1

JOB TITLE: TRAINING PROGRAM DIRECTOR
1. A.
EXCELLENT

ADVANCE \d6Relevant advanced academic degree in management, e.g., MBA, MPA, or industrial psychology, PLUS two years of management experience.
- OR -

Two years of mid- or executive-level managerial experience with some management development experience in a training program.

- OR -
Either the education or the management experience if it includes training experience.


GOOD

The appropriate advanced degree by itself.

- OR -

Some academic preparation – perhaps Bachelor degree – with a good cross-section of managerial coursework and experience in a training program.

- OR -

Two years of mid- to executive-level management experience.

- OR -
Extensive experience developing management training (three or more of the relevant areas).
B.

EXCELLENT
ADVANCE \d6Experience directing a management development program for two or more years.  Has experience in all six of the listed areas.


GOOD
ADVANCE \d6Experience as a management trainer.  Involves experience in at least three of the areas but must include at least curriculum development and presentation.

C.
EXCELLENT

ADVANCE \d6Has developed and presented a variety of courses (at least 4 distinct areas of management, such as General Management, Supervision, Organization, Planning, Budgeting).

GOOD
ADVANCE \d6Has developed and presented management training in at least two areas (training such as clerical skills, computer skills, industrial skills are not qualifying).

2.

EXCELLENT
ADVANCE \d6
At least one year's experience dealing with a revolving fund (including setting prices).


- OR -

Extensive experience with setting prices in the private sector.


- OR -

Other budget experience for more than three years.


GOOD
ADVANCE \d6
One year's experience in a position responsible for the budget.

    - OR -

At least two academic courses in budgeting or accounting.

3.
EXCELLENT
ADVANCE \d6
On‑going experience advertising and promoting programs.  Responsible for all aspects including content, implementation, and evaluation of the effectiveness of campaign.


GOOD
ADVANCE \d6
Limited experience in advertising, such as routine advertising activities – mailings, newspaper advertising, windshield flyers.

4.
EXCELLENT
ADVANCE \d6
One or more years’ experience supervising trainers.

- OR -

More than two years of mid-level to executive management, including supervision of professional employees.


GOOD
ADVANCE \d6
More than two years of supervisory experience.

SUPPLEMENT QUESTIONS – EXAMPLE 2

BUILDING MAINTENANCE WORKER I AND II
NAME: _______________________________________
DATE: _______________________

We need to know the work you’ve done in building maintenance and semi‑skilled building construction.  This form will help you give details about your work history.  It’s an important part of your application.  Give all the information you can.  You won’t get to change or add information to this after you’ve turned it in.

INSTRUCTIONS:  Carefully read this list of job tasks.  Check (() the tasks that you have done in your work.  Put the checks under the years of experience you have and your skill level at doing it.
	 Check
	CONSTRUCTION TRADE TASKS
	EXPERIENCE
	SKILL LEVEL

	
	Carpentry Tasks
	1 yr

2 yr
	2 yr

3 yr
	3 yr

4 yr
	Over

4 yr
	
Limited


Skill
	Under

Supervision
	
Supervised

	
	Estimate material & labor
	
	
	
	
	
	
	

	
	Select & order material
	
	
	
	
	
	
	

	
	Build & repair wood floors/roofs
	
	
	
	
	
	
	

	
	Build desks & cabinets
	
	
	
	
	
	
	

	
	Rough carpentry
	
	
	
	
	
	
	

	
	Build stairs
	
	
	
	
	
	
	

	
	Do lock work on doors
	
	
	
	
	
	
	

	
	Restore & renovate historical buildings.
	
	
	
	
	
	
	

	
	Work from blueprints
	
	
	
	
	
	
	

	
	Make concrete forms
	
	
	
	
	
	
	

	
	Restore furniture
	
	
	
	
	
	
	

	
	Install & replace doors
	
	
	
	
	
	
	

	
	Finish carpentry
	
	
	
	
	
	
	

	
	Other Tasks Performed (Please specify)
	
	
	
	
	
	
	

	Check
	Electrical Tasks
	1 yr

2 yr
	2 yr

3 yr
	3 yr

4 yr
	Over

4 yr
	
Limited


Skill
	Under


Supervision
	
Supervised

	
	Install electric circuits for lighting or power
	
	
	
	
	
	
	

	
	Replace defective outlets, switches, sockets, fixtures 
	
	
	
	
	
	
	

	
	Locate shorts or open circuits using conti​nuity checker/ohmmeter
	
	
	
	
	
	
	

	
	Install 3-way switches
	
	
	
	
	
	
	

	
	Read and interpret schematics & blue​prints
	
	
	
	
	
	
	

	
	Other Tasks Performed (Please list them)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


SUPPLEMENT QUESTIONS – EXAMPLE 3


JOB TITLE:  ADMINISTRATIVE SUPPORT (WORD PROCESSING TECH)
On separate sheets of paper, please respond to these four areas.  Each response should be clear and concise; don’t go over one page per question.

1.
This job requires maintaining confidentiality on sensitive information to be typed and filed.  Describe jobs or situations where you’ve worked with confidential or sensitive information or in confidential settings.  Describe the persons you worked with and the nature of the information involved.

2.
Describe any training or experience you have with word processing equipment.  Be specific about the hardware and software you have worked with.  Please describe the functions you have performed with word process​ing equipment.  What was the most difficult?  Why?

3.
Typing is a major duty of this job.  Please describe the amount of typing required in your previous jobs and the types of material you produced.  On a scale of 1-10 (10 being high), how would you rate your typing speed?  Accuracy?

4.
A major duty of this job involves interacting with the public.  Courteous, efficient treatment of the public is essential to preserve a positive image of state government.  Please describe jobs where you’ve had public contact ​– how often?  what types of persons?  what type of information did you provide?

SUPPLEMENT QUESTIONS – EXAMPLE 4


JOB TITLE:  PROGRAMMER ANALYST
INSTRUCTIONS:  Please complete the following supplemental items.  This supplement gives you the chance to detail your qualifications for the job.  This supplement is part of the screening process for all applicants.  Answer all areas, even if the information shows up elsewhere in your application or résumé.

Please put your name and the job you’re applying for on each page.  

1. Please describe your education or experience with relational databases.  Make sure you identify the specific software you worked with on the job or in school or training.

2. Please describe any experience developing software in your work or education.  Make sure you identify the specific software tools you used on the job or in school or training. 

3. Please indicate your exposure level related to each area below (a, b, c).  Rate your exposure from 0 – 5.  “0” means no exposure, and “5” means a considerable amount of exposure.  Also briefly describe your related experience.  

a. Microsoft products such as Word and Excel.

b. Any relational database (please identify relational database name, i.e. Oracle, Sybase, Microsoft Access, etc.).

c. Programming Languages (please identify Programming language name (i.e. COBOL, Assembler; C++, etc.)).

4. Many programming languages allow for using ‘Go To’ type functionality that directs program execution to another place in the program.  Please discuss the use of this type of command.  Identify advantages and disadvantages.

PERFORMANCE TEST – EXAMPLE 1

JOB TITLE:  SECRECTARY 


Part 1

This position involves typing speeches and reports, often under short deadlines.  You have before you a handwritten draft of a report.  You have _____ minutes to produce this report.

Part 2

The second part of this process involves using the Dictaphone.  You need to transcribe a speech needs for delivery to the Director's office.  Please use the equipment at hand to type this speech.  You have _____ minutes to complete this project.

______________________________________________________________________

Note: Put the applicant in a real office setting with a dictaphone, word processor, paper, pens, and printer.  

Remember – you must define the correct results and acceptable error rate before any testing, and these criteria must be the same for every applicant.
PERFORMANCE TEST – EXAMPLE 2
JOB TITLE: TRAINING PROGRAM MANAGER
You will read the attached section of an article and prepare a five- to ten-minute presentation.  Describe the underlying assumptions about work planning and performance appraisal.  You can supplement the article with your own knowledge.

During the job interview, you will present your information to as if you were conducting a training session for managers in state government.  The managers will be implementing a new system of work planning and performance appraisal.

There will be a whiteboard and a flip chart available in the room.  During your presentation, you may get some questions from “participants.”

______________________________________________________________________

NOTE:  Develop criteria for evaluating the presentation, such as a checklist or rating tool.  Make sure you develop criteria before any testing.
PERFORMANCE TEST – EXAMPLE 3

(Instructions for a Proofreading Format)
In this test, you will do these steps:

(1)
Read a draft of a letter.

(2)
Find the errors in word usage, spelling, punctuation, and capitalization.

(3)
Decide what type of error, if any, has been made in each line.  If there is more than one error in a line, each error will be of the same type.

(4)
Mark the Answer Sheet to tell what types of errors you found.

(5)
After you complete the test, check your answers with the answer key in the back of the booklet.

Each line is numbered to tell you where to mark the answer on the Answer Sheet.  Part of the test is following the directions for marking errors.

Mark the Answer Sheet as follows:

  a 
if the error is word usage: incorrect grammar, wrong word form, improper use of a word, or one word used in place of another that sounds the same but has a different spelling and meaning.

  b 
if the error is spelling EXCEPT when misspelling produces a different correctly spelled word.  (For example, if right is used instead of write, you should mark a to show an error in word usage rather than an error in spelling.)

  c 
if the error is punctuation or capitalization.

  d 
if there is no error in the line.

 1
Dear Mr. Jones;

 2
This letter is a response to your letter asking for information on the

 3
recruitment process of the state.  In addition to the following information, I have

 4
included some guides from our resource library.  These are on loan to you until May 2. 

 5
Please return them to the addressed envelope library by the date.

 6
Montana has a highly de‑centralized personnel system.  Each department does its 

 7
own recruitment, and selection.  If you are interested in a particular department 

 8
contact  them.  Each one can tell you about their opportunities.

 9
Thank you for your interest in the state of Montana.  If I can be of further service; 

10
please contact me.  My phone number is 444‑3871 or 444‑3789.

11
Sincerely,

PERFORMANCE TEST – EXAMPLE 4

JOB TITLE: PERSONNEL MANAGER
Part 1

As a manager in the field of human resources, you would prepare budgets and defend them.  What follows are expenditures for a personnel section over a six-month period.  Prepare a line item budget using these figures and projecting expenses for the next six months.

Personal Services

$115,000

Supplies


$950

Travel



$2,600

Communications

$1,500

Other services

$2,000

Please put your projected budget below.

Part 2

Work planning is an essential part of this job.  The following are items to be done in the next week.  Develop a work plan for yourself and your staff of two.  

Work to be done: 

· write article for local personnel journal concerning recruitment and selection

· revise the grievance policy

· publish a new policy in the Administrative rules

· research performance appraisal

· attend the EEO conference

· attend the disability conference

· respond with the national personnel society regarding state survey

· hold a staff meeting

· dictate new memo concerning holidays

PERFORMANCE TEST – EXAMPLE 5

JOB TITLE:  ELIGIBILITY TECHNICIAN
Part 1

As an eligibility technician you might be required to testify at Fair Hearings on behalf of the Office of Public Assistance.  What steps would you take to prepare for the hearing?  Where might you find the information you need to back up your testimony?  What investigative techniques would you use?

Part 2

You have decided to deny Mr. X eligibility based on his present income and his living arrangements.  You must now inform Mr. X of that decision.  Please draft a letter to him explaining your decision.

STATE OF MONTANA
Job Order Detail

[image: image3.png]



	Department:
	DEPARTMENT OF EXAMPLE

	Division:
	MANAGEMENT SERVICES

	Bureau:
	HUMAN RESOURCES

	Date Posted:
	05/17/2004

	Job Category:
	CLERICAL, SECRETARIAL & OFFICE

	Position Number:
	55577777

	Position Title:
	HUMAN RESOURCE TECHNICIAN

	Location:
	HELENA

	Job Status:
	Full Time Permanent

	Salary:
	$15,748 to $21,969

	Salary Unit:
	Year

	Additional Salary Info:
	This position is classified in Band 3 in the Broadband Pay Plan.  

	Shift:
	Daytime

	Band or Grade:
	3    

	Closing Date:
	05/31/2004

	Supplement Required:
	Yes

	Applications must be received by 5:00pm on the closing date.

	Apply to your Local Montana Job Service Center

	- OR -

	State Agency:

	DEPARTMENT OF EXAMPLE

	P.O. Box 000000

	HELENA, MT 59620-0000


	Phone:
	(406) 444-0000

	Fax:
	444-0000

	E-mail:
	example@state.mt.us 

	Duties:

	Supports Recruitment:  Provides general and specific information to applicants and hiring authorities.  Designs and revises recruitment forms and processes, provides input to Personnel Specialist on problems.  Assists Hiring Authorities:    Provides information to hiring authorities on recruitment options, such as student employment, short term workers, temporary, and permanent positions.  Gives hiring authorities suggestions on how and where to advertise positions.  Answers questions regarding the recruitment process.  Office administration:  Acts as assistant office manager; provides administrative support to the Director; manages workflow of receptionist; manages departmental operations account and budget; proficient in word processing; responsible for timely and accurate mail distribution.  Employee relations:  Responds to general inquiries regarding disciplinary problems, grievance, supervisor-employee concerns, personnel policy and collective bargaining agreement interpretation and administration, employee benefits, policy and procedure.  

	Competencies:

	Requires detailed knowledge of agency personnel policies and procedures and specific knowledge of recruitment and classification policies; skill in operating computer equiment and various software packages (Word, Excel, Outlook, PeopleSoft). Behaviors: strong customer service orientation (develops in-depth understanding of the customer’s needs in order to be more helpful, proactively informs and resolves problem/issues with customers, follows up to make sure that the customer’s expectations have been met); communicates effectively verbally and in writing; strong independent judgment; works effectively with confidential information; establishes and maintains effective working relationships.

	Education/Experience:

	The knowledge, skills and behaviors required to perform this position are usually acquired through vocational training; post secondary coursework and/or experience in human resources; customer service/public relations; organizational development; computer skills in Excel, Word, PowerPoint, Outlook, PeopleSoft.  

	Application materials required initially for this position include the following:

	Signed and completed State of Montana Employment Application (PD-25, Rev. 5/2003 or later). Portions of the application may be photocopied if legible (see application page 1 for instructions).
If Supplement Required, complete application supplement identified with your name and the position number (see attached Supplement Questions if provided). 


	Supplemental Questions:

	Instructions:  Please complete the following supplemental questions.  This supplement gives you an opportunity to present more details about your qualifications for this job.  Printed clearly or type your responses on standard paper.  Each response should be clear, concise, and take up no more than one page.  Please put your name and the job you’re applying for on each sheet.  We review this supplement apart from the state application.  It’s part of our process for evaluating applicants.  We will also use your responses to evaluate your ability to communicate effectively in writing.  
A. Please describe your experience and training in customer service.  Give clear examples.  (Customers include internal as well external people you served.)

B. Please describe any experience and training you have in methods of recruiting.

 


STATE OF MONTANA

Job Order Detail

	Department:
	DEPARTMENT OF ADMINISTRATION

	Division:
	STATE PERSONNEL

	Bureau:
	Professional Development Center

	Date Posted:
	05/17/2004

	Job Category:
	MANAGEMENT & PROFESSIONAL (Admin Support)

	Position Number:
	61155555

	Position Title:
	TRAINING PROGRAM DIRECTOR

	Location:
	HELENA

	Job Status:
	Full Time Permanent

	Salary:
	$34,089 to $49,266

	Salary Unit:
	Year

	Additional Salary Info:
	This position is in the Broadband Pay Plan.  

	Shift:
	Daytime

	Band or Grade:
	6   

	Closing Date:
	05/31/2004

	Supplement Required:
	Yes




	Applications must be received by 5:00pm on the closing date.

	Apply to your Local Montana Job Service Center

	- OR -

	State Agency:

	DEPARTMENT OF ADMINISTRATION

	P.O. Box 00000

	HELENA, MT 59620-0000


	Phone:
	(406) 444-0000

	Fax:
	444-0000

	E-mail:
	example@state.mt.us 




	Special Information:

	This position requires occasional, irregular work hours in conjunction with training classes or travel.  Position involves approximately 10% travel.  

	Duties:

	Manages the state's centralized training program.  Oversees the statewide supervisory and managerial training program, to provide managerial training for state government by determining training needs, and developing curriculum outlines and the program catalog.  Supervises training specialists to provide a quality training program by developing policies and procedures, hiring, training, evaluating, disciplining, scheduling, and directing.  Prepares and monitors the bureau budget to ensure a positive cash flow, by monitoring enrollment and projecting revenue and expenses.  Purchases training materials to ensure adequate materials are available by assessing needs with trainers and monitoring budget.  

	Competencies:

	Knowledge of training practices and training program management: assessing needs; developing curriculum; presenting; scheduling; promoting and evaluating training.  Knowledge of managerial and supervisory theory and practices.  Knowledge of budgeting practices.  Skill in the applying supervisory theory.  Behavior - Communicates effectively in speaking and writing.  Behavior – Customer orientation – creates an atmosphere in which timely and high quality information flows smoothly between self, customers.  Encourages open, honest, and constructive expression of ideas and opinions.  Actively listens.  Uses appropriate body language.  Seeks to understand others' viewpoint.  This behavior includes listening, responsiveness, follow-up, understanding, sensitivity, trust-building.

	Education/Experience:

	The knowledge, skills, and behaviors required to perform this position are usually acquired through advanced education in management theory, practice, and science and considerable experience in training, preferably with experience managing a training program.  Other combinations of education and experience which could provide these know​ledge, skills, and behaviors will be evaluated on an individual basis.

	Application materials required initially for this position include the following:

	Signed and completed State of Montana Employment Application (PD-25, Rev. 5/2003 or later). Portions of the application may be photocopied if legible (see application page 1 for instructions).
If Supplement Required, complete application supplement identified with your name and the position number (see attached Supplement Questions if provided). 


	Supplemental Questions:

	Instructions:  Please complete the following supplemental questions.  This supplement gives you an opportunity to present more details about your qualifications for this job.  Type or clearly print your responses on standard paper.  Each response should be clear and concise; don’t go over one page per question.  Please put your name and the job you’re applying for on each sheet.  We review this supplement apart from the state application.  It’s part of our process for evaluating applicants.  We will also use your responses to evaluate your ability to communicate effectively in writing.  
1.
A major duty of this position involves developing a statewide supervisory and managerial training program.  Please respond to the following:

Describe any training and experience that you believe has given you a thorough knowledge of managerial and supervisory theory and practice.

Describe any training and experience that have provided you with knowledge of training practices and training program management.  Specifically – needs assessment, scheduling, curriculum development, promotion, presentation, and evaluation.

Briefly describe the courses you have developed, the types of course you have presented, and how often you presented them.

2.
This position prepares and monitors the training section budget, including setting prices, projecting costs, estimating revenue, and approving expenditures.  Please describe your education and experience in budgeting, including self‑funded revolving accounts.

3.
Please describe any experience you’ve had in advertising, promoting, and encouraging participation in training or other programs.  Where possible, include clear examples of achievements or results.

4.
This position supervises two professional staff.  Please describe your supervisory experience, including the number and level of employees supervised and the kind of supervision exercised.




STATE OF MONTANA
	Department:
	MONTANA DEPARTMENT OF TRANSPORTATION

	Division:
	INFORMATION SERVICES DIVISION

	Bureau:
	HUMAN RESOURCES

	Date Posted:
	05/19/2004

	Job Category:
	Computer and Mathematical

	Position Number:
	54181005

	Position Title:
	COMPUTER SYSTEM INFORMATION MANAGER

	Bargaining Unit:
	0000-9

	Union:
	MPEA

	Location:
	HIGHWOOD

	Job Status:
	Full Time Permanent

	Salary:
	41,861.00    to    $62,791.00

	Salary Unit:
	Year

	Additional Salary Info:
	Salary will be set in accordance with the pay plan rules.

	Shift:
	Daytime

	Band or Grade:
	 7  

	Closing Date:
	06/11/2004

	Supplement Required:
	Yes

	Applications must be received by 5:00pm on the closing date.

	Apply to your Local Montana Job Service Center

	- OR -

	State Agency:

	MONTANA DEPARTMENT OF TRANSPORTATION

	2701 Prospect Avenue

	HELENA, MT 59620

	Phone:
	(406) 444-0000

	Fax:
	444-0000

	E-mail:
	example@state.mt.us 

	Special Information:

	THIS NOTICE IS NOT COMPLETE. VISIT OUR WEBSITE TO VIEW THIS AND OTHER MDT JOB OPPORTUNITIES. http://www.mdt.state.mt.us/scripts/jobs/jobext.pl? 

	Duties:

	This position is the Information Technology (IT) Applications Bureau Chief for the MDT Information Services Division. This position is responsible for developing and implementing long-range plans, objectives, and standards for the development, installation, testing, and maintenance of computer programs for agency business and engineering applications; managing the policies, administrative systems, and resources (e.g., budget, equipment, and staff) of an IT Bureau; and administering application development and enhancement projects. This includes establishing department standards and procedures; conducting advanced research to develop innovative systems solutions; assigning, directing, and coordinating the work of programming staff and contractors; and providing technical support and direction. The position reports to the Information Services Division Administrator and is responsible for management of 25 FTE. This position performs a variety of other duties as assigned, completes special projects, attends training and continuing education, and represents the division at conferences, meetings, and other events as assigned by the Administrator, this often includes representing the Administrator in his/her absence and maintaining knowledge of developments in the IT field and in MDT operations.

	Competencies:

	Knowledge: This position requires thorough knowledge of project planning and management; information systems analysis, documentation, implementation, and maintenance; budgeting; contract administration; customer service standards; and Division goals and objectives. Managerial responsibilities require knowledge of employment law, program requirements, and personnel management practices and techniques. Abilities: This position requires abilities including leadership, listening and communication, visioning, the ability to investigate, and to promote and market approaches for integrating systems and their business processes across a wide variety of programs. An understanding of the overall impacts of systems on finances, people, standards, and business processes associated with new IT investments is essential. The ability to establish and maintain effective working relationships with internal staff and department employees, other government entities, personnel, private businesses, and the public is important. Skills: This position requires administrative skills to apply effective personnel management, procurement management, contract development, contract management, administrative and supervisory techniques. These positions require skill in managing complex and varied system development and administration projects; team leadership; management of multiple tasks and workflows; development of project plans; and establishing project goals, timelines, and standards. In addition, the positions require skills to lead and motivate staff in a constantly changing environment using innovation and adapting to rapid technological change. The positions also require skill in the use of various computer hardware, network, database, and telecommunications tools, single and multiple-user computer systems, remote communication devices, and data communications equipment.

	Education/Experience:

	This position requires a Bachelor's degree; plus five years of progressively responsible professional-level administrative and/or management experience in computer applications including systems analysis, project management, planning, problem-solving and programming; including a minimum of two years of direct supervision and/or management of professional and technical staff. This position requires a Bachelor's degree; plus five years of progressively responsible professional-level administrative and/or management experience in computer applications including systems analysis, project management, planning, problem-solving and programming; including a minimum of two years of direct supervision and/or management of professional and technical staff.

	Application materials required initially for this position include the following:

	Signed and completed State of Montana Employment Application (PD-25, Rev. 5/2003 or later). Portions of the application may be photocopied if legible (see application page 1 for instructions).

	If Supplement Required, complete application supplement identified with your name and the position number (see attached Supplement Questions if provided).  

	Transcripts If you have attended or graduated from a college, university, community college, vocational-technical, or other school beyond high school, you are encouraged to submit grade transcripts. They help determine whether or not you are qualified to continue in the selection process.

	Supplemental Questions:

	Instructions: Please complete the following supplemental questions. This supplement gives you an opportunity to present more complete and specific details regarding your qualifications for this position. Your responses must be printed clearly or typed on 8 1/2 x 11 paper and numbered to correspond to the numbered supplemental questions. Responses should also be clear, concise, and specifically address the supplemental questions. Do not substitute a resume or any other material for your responses. Your name and position number for which you are applying must be on each sheet of paper.

The supplemental questions are considered a test. Your responses to these questions will be evaluated on their own merit, without referring to the rest of your application. If the supplemental questions ask about your experience, please provide the information requested even if it duplicates what you've provided elsewhere in your application.

1. Describe your experience managing the development, deployment and/or support of large computerized information systems. Be specific as to the systems, their size, the project duration (estimated and actual), the number of employees managed, and your involvement, responsibility and time spent. Identify any multi-project development or deployment in this experience (i.e. your managing more than one project at a time). 

2. In your most recent supervisory experience: (a) Tell how you learned of the knowledge, skills and abilities of the employees you supervised and (b) Once you obtained this information, what did you do with it (or how did you use it)? If you have never performed this activity, indicate how you would perform it.

3. Explain in detail your most recent participation in managing an organizational budget. Discuss your specific role and its overall impact on the budgeting process.

-End of Document-
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STRUCTURED INTERVIEW QUESTIONS – EXAMPLE 1

AND SUGGESTED RESPONSES
Personnel Background Question

We'd like to start the interview by having you tell us the specific aspects of your education and experience that qualify you for this job and anything about yourself which makes you suited for this job.  We'd like particular emphasis on your background in personnel management.

Personnel background.  Supplements training and experience rating.

Conducting Meetings

Question: Meetings have a tendency to develop lives of their own.  Many people dislike attending meetings.  But conducting meetings is an important part of this job.  We meet with individuals and with groups ranging from four or five people to 30 or 40 and up.  Describe for us the steps you would take to prepare for a meeting and what steps you would take to keep a meeting running smoothly.

Suggested response:
· Determine a clear objective or reason for the meeting and the outcome you would like to achieve.

· Establish an agenda and inform the participants.

· Invite appropriate persons who can help achieve your outcome; for example, don't invite the director when you need the staff attorney or the payroll clerk.

· Physical setting, choice of room, adequate supply of prepared material.

· Focus on issues on agenda.

· Allow adequate time for discussion.

· Do not allow one person to dominate meeting; seek opinions of others who are not so vocal; do not dominate meeting yourself.

· Attempt consensus or resolution on each agenda item at close of discussion or agree to return to it or agree to disagree.

· Summarize results of meeting at close of agenda.

· Determine future action necessary: another meeting, research needed, letters to be drafted, reports issued, minutes prepared, etc.

Three major areas:
planning meeting – conducting meeting – closing and follow‑up

+  =  All three areas

(  =  Two of three areas

– =  Less than two

Planning meeting 

· Objective

· Establish agenda

· Target appropriate persons to attend

· Arrange physical preparations

Conducting meetings

· Focus on agenda

· Discussion time

· Dominate meeting; seek opinions

· Consensus/Resolution - agenda items

Closing and follow‑up

· Summarize

· Future actions / another meeting / drafts minutes, etc.

STRUCTURED INTERVIEW QUESTIONS – EXAMPLE 2
AND SUGGESTED RESPONSES
In some cases, you may want to assess an applicant's demeanor.  However, this activity can cross the line to evaluating personality traits if the interview panel lacks a structured way to assess this aspect.  The following format provides a way to assess job‑related presentation and verbal skills.  Items in the assessment usually are scored as (() or (–).

Assessment of Presentation

and Verbal Skills

PRESENTATION:

· Posture (includes eye contact, mannerisms, posture, poise): ____

· Preparation (includes dress, grooming): ____

VERBAL SKILLS:

· Clarity (uses concise, clearly worded explanations or descriptions): ____

· Organization (answers are organized with a logical sequence):  ____

· Style (style and manner of speech is pleasant and varied): ____

· Vocabulary (uses terms correctly; shows flexibility and variety in use of

           language): ____

· Grammar (uses correct sentence structure, verb tense, etc.): ____

Structured Interview Procedure – Rating Guide

	Step 1   List job duty or responsibility and required knowledge, skill, or behavior (KSB):



	Step 2    Write the question designed to address the duty and KSB in Step 1:



	Step 3    Assign the weight (1,2,or 3) that this question is to receive in scoring:   ( 1   ( 2   (  3

	Step 4    Write the criteria for the suggested response to the question:



	Step 5    Provide a rating scale for the answer; list the characteristics of the answer for each point on  the scale.

    5 - OUTSTANDING      

               + 

    4 - ABOVE AVERAGE 



	    3 – ADEQUATE

            (
    2 - INADEQUATE 

    

	   

    1 -  INEFFECTIVE      

    0 - NONE 



	STRUCTURED INTERVIEW RATING FORM

Applicant:____________________________    Rater:_________________________________ 

 Position:______________________________________      Date:______________________    

 Total:  _____________



	Question
	+
	(
	-
	Comments
	consensus
	weight
	score

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	


SAMPLE REFERENCE CHECK FORM 

Applicant's Name











Position Applied for:












Caller's Name:



Date:







Caller’s Job:




Telephone:





Person Contacted:



Telephone:








Organization:




City and State:





Introduce yourself.  You’re asking to verify some information given by the applicant, who is applying for a job with this agency.  Encourage the reference to use the written personnel record to find the information.  Ask if it would be convenient to call again in a few minutes.  Or ask if the reference would prefer to have you fax or e-mail the questions to him or her to fill out and return.

1.  When did this person work for you?  What were the dates?

From 



 to 





2.  What jobs did this person have while working for you?  Any job titles?

3.  What was the nature of work this person did for you?

4.  I’d like to get some facts on these areas:

Attendance:

Punctuality:

Quality of work (accurate, timely, thorough?):

Ability to take on responsibility and work independently:

Consistency in meeting deadlines and working under pressure:

5.  Does this person's personnel file contain any records of disciplinary action?  Is there any record reflecting conflicts or disputes with other people?

6.  Based on performance evaluations and other records in the personnel file, what were the strengths and weaknesses of this person while working for you? 

7.  Is this person eligible for rehire?  If not, why not?

8.
This position requires compliance with the rules and regulations.  In the job with you did this person comply with organizational rules such as attendance, leave, punctuality, and so on?

Signature 





Date 

________________________________________________________________

NOTE: Signature is of the person providing the information if a written reference check.

SAMPLE REFERENCE CHECK FORM
Applicant’s Name: 










Person Contacted: 










Business Name: 










Business Address: 










Relationship to Applicant: 





Date:




Method of Interview (personal, phone, mail, e-mail, fax, other): 




1. What length of time did the applicant work for your organization?  Dates?

2. What type of duties and tasks did the applicant perform at the beginning of employment?

3. What type of duties and tasks did the applicant perform near the end of employment?

4. The person in this job must be able to complete a variety of assigned tasks within established deadlines and without direct supervision.  Was the applicant able to meet assigned work deadlines and fulfill task objectives?

5. The person in this job must be able to produce accurate and detailed reports from incidents in which they are involved.  Was the applicant responsible for producing written communications?

Yes or No


If yes, what was the quality of the written communication?

6.
Our employees must support and represent our organization in a positive and professional manner to the public and other agencies.  Did the applicant represent your organization to the public or other agencies?  Yes or No


If yes, how well did he or she do this?  Please cite specific example if you can.

7.
Our employees must be punctual and reliable in reporting for duty according to established schedules.  Was the applicant punctual?  What was the applicant’s attendance record?  (Exclude illness or accident leave.)  If attendance was poor, what was the reason?

8.
Was the applicant discharged or did he or she leave under unfavorable circumstances?  Yes or No


If yes, what was the reason?

9.
Our employees must be able to follow our policies and procedures governing job performance and behavior.  While the applicant was your employee, was he or she required to follow specific written or verbal work rules?  Yes or No


If yes, was he or she able to satisfactorily carry them out?

10.
Our employees must be objective, candid, and truthful to successfully fulfill job responsibilities and the mission of the agency.  Did the applicant ever withhold, color, or misrepresent information to you or others?  Yes or No


If yes, please relate a specific incident.

11. Our employees must be able to maintain confidential and sensitive information.  Was the applicant entrusted with confidential or sensitive information during the course of his or her employment?  Yes or No


If yes, did the applicant satisfactorily maintain confidentiality?  Yes or No


If no, please relate a specific situation.

12. Our employees must be able to work with and maintain effective working relationships with other people from a variety of backgrounds.  Was the applicant responsible for working with a variety of customers?  Yes or No


If yes, did you note any deficiencies?


Was the applicant able to maintain effective working relationships with peers and supervisors?  Yes or No.


If no, please relate a specific situation.

13. Our employees must use good judgment and decision-making skills to successfully fulfill job tasks.  Was the applicant able to demonstrate good judgment and decisions-making skills?  Yes or No


If no, please relate a specific situation.

14. This job requires employees to remain calm and poised under stressful situations in order to successfully complete their duties.  Was the applicant able to remain calm and poised when situations became stressful, even threatening?  Yes or no.  Please relate a specific situation if possible.

Name of Person Completing Reference Check   Title


Date

Sample Reference Check Letter
Dear 


:
One of your former employees, 


, has applied for a position as a 


 with our agency.  As part of the selection process, we’re asking that you provide us with background information on this employee.

_

 has given permission to request such information from you and a copy of the signed request is attached.

To the extent possible, please provide us the following information about this former employee:

· Dates of employment

· Jobs held

· Responsibilities

· Salary while employed

· Whether the employee was terminated for cause

· Any other information that would be relevant in our hiring decision

Thank you for your assistance.  We will need this information as soon as possible, and thus we would appreciate a faxed response to the undersigned at fax number (406)


 by 


.
Respectfully yours,

Signature

SAMPLE BACKGROUND CHECK PERMISSION FORM
I hereby authorize all former employers to release job-related information they may have about me to the Montana Department of 


 or its agents and employees.  I release all persons or companies from any liability or responsibility for providing such information.

Applicant’s Signature

Applicant’s Printed Name

Date

SAMPLE BACKGROUND CHECK PERMISSION FORM
I hereby authorize all corporations, companies, schools, government agencies, military services, and former employers or their agents to release all pertinent information they may have about my employment and related performance, education, or degrees held to the Montana Department of 



.  I release any of the former entities or persons from any liability or responsibility for releasing such information.

Applicant’s Signature

Applicant’s Printed Name

Date

SAMPLE BACKGROUND CHECK PERMISSION FORM
I hereby authorize all corporations, companies, credit agencies, schools, government agencies, persons, military services, and former employers to release information they may have about me to the Department of 



 or its agents and employees.  I release all persons or companies from any liability or responsibility for releasing such information.  

Further, I authorize the Department to procure a consumer report and credit check.  I understand that such a report may contain information about my background, character, and personal reputation.  I understand that this notice also applies to any future update reports that the Department may request.

Applicant’s Signature

Applicant’s Printed Name

Date

SAMPLE BACKGROUND CHECK PERMISSION FORM
I authorize the Department of 


 to investigate my employment history.  I authorize any former employer, person, firm, corporation or government agency to give the Department any truthful and accurate job-related information they may have in my employment record.  

In consideration of the Department’s review of this application, I release the Department and all providers of this information from civil liability for furnishing and receiving this information, except as described here:  I am expressly not waiving my rights under any federal, state, or local civil rights law, or under Montana Labor Code, sections 39-2-801, 39-2-802, and 39-2-803.




        agrees that he or she has completely read this release, fully understands the terms and contents, and voluntarily signs this release without coercion.

Name







Date

Witness

MISCELLANEOUS FORMS AND LETTERS

AUTHORIZATION TO RECRUIT AND HIRE – EXAMPLE 1
DEPARTMENT OF (name)

Fill in or circle as applicable and forward to the DEPARTMENT OF (name and address).  

POSITION #______________       ___   
CLASSIFICATION TITLE: _______________________________ 

GRADE:    
          


or PAY BAND: 



DIVISION/BUREAU/SECTION:  










CONTACT PERSON: 






CITY:





STATUS: Perm.  FORMCHECKBOX 
 Temp.  FORMCHECKBOX 
 Seas. FORMCHECKBOX 
  Short Term Worker  FORMCHECKBOX 
 Full-time FORMCHECKBOX 
 Part-time/hrs




RECRUITMENT:       Bargaining Unit  FORMCHECKBOX 
   Department   FORMCHECKBOX 
   Statewide  FORMCHECKBOX 
National FORMCHECKBOX 

NEWSPAPER ADS: None FORMCHECKBOX 
  Local  FORMCHECKBOX 
  Montana Group (5 major)  FORMCHECKBOX 
Other (list)      




Other Information – Justification for filling position:

If the successful candidate will be hired in a pay band, please provide PROPOSED ADVERTISING RANGE $ 


TO  $ 




I hereby certify that filling this vacancy will not cause this division to exceed its appropriation or result in a deficiency or supplemental appropriation request to the legislature.





,Bureau Chief





,Administrator





,Human Resource Officer  




,Director
**************************************************************************************************************************

**************************************************************************************************************************

LIST THE PERSON TENTATIVELY SELECTED FOR EMPLOYMENT AND ALTERNATE CHOICE.  Please attach the application of the successful candidate along with the recruitment and selection documentation. 

Successful Candidate





Alternate

IS THE SUCCESSFUL CANDIDATE CURRENTLY A STATE EMPLOYEE?  Please provide information as to the State Agency the employee is employed.  The Human Resource Office will verify current salary relationships, probationary periods, and other pertinent information for a transferring employee.  

Bureau Chief



Administrator



Human Resource Officer

AUTHORIZATION TO RECRUIT/HIRE FORM – EXAMPLE 2

DEPARTMENT OF   (name)
I.
Position to be filled and selection plan.  Fill in or circle applicable areas and send to        (name and address)  


  .



Agency Code     
     Position # 


  Grade 






Classification 









 

Division 











Billing Number 


Closing Date







Job Status: ( Permanent  (Temporary   ( Seasonal
 ( Short-term



  ( Full‑time
(Job Share
  (Part-time/Hrs. ________

Position Underrepresented in AAP?  ( No 
( Minority
( Female

Recruitment:
( Department   ( Statewide    ( National



( Other 







Newspaper Ads:
( None
( Helena
( Billings
( Great Falls

ADVANCE \x144( Missoula
( Butte
( Other 





Dates for Ads to Run 









Testing Required:  (Typing   (Spelling   ( Other 

Other Information ​– Justification for filling position:

I hereby certify that filling this vacancy will not cause this Department to exceed its appropriation or result in a deficiency or supplemental appropriation request to the Legislature.       Date 










Division Administrator 










Personnel Officer 










Director 












II.
List the person(s) tentatively selected for employment and one alternate choice.  Attach the application form(s) and those of all persons considered to be substantially equally qualified.  Attach additional sheets of paper as necessary.  

_____ Training Assignment form attached.

Person Selected

Soc. Sec. No.

Basis for Selection

Alternate


Soc. Sec. No.

Basis for Selection

Date 












Division Administrator 









Human Resource Officer









Director 











SELECTION PROCESS DOCUMENTATION MEMO – EXAMPLE 3

TO:

All Hiring Personnel

FROM:
Personnel Office

Department of   (name)

  
DATE:


SUBJECT:
Selection Process Documentation

Attached are the applications received for the position of 




.

The   (bureau/division)   asks that hiring officials return the following recruitment and selection documents and information to our office at the end of the selection process.

A.
List the name and title of each person who participated in designing or conducting the selection process.

B.
List (or attach) the names of interviewed candidates.

Forward the following documents to the Centralized Services Division, Human Resources, or Personnel:

C.
The Department of 





 Authorization to Recruit/Hire form.

D.
A current position description or job profile.

E.
The vacancy announcement.

F.
All applications, application supplements, and other application materials you received (including verification of prefer​ence).  A copy of the application of the person hired should be put in the division personnel file; the original and other materials sent to 









.

G.
All screening devices, interview questions, suggested responses, performance tests, interviewer notes, reference check information, and ratings of applicant's responses.

H.
Letters of rejection and letter offering employment.

I.
Any other correspondence with applicants (challenges, explanations, etc.).

J.
Newspaper advertisement (when applicable).

K.
Complete the bottom portion of Page One of each application with a brief explanation of the results of each selection device you used (see instructions below).

Forwarding the information will ensure a consistent and centralized department record-keeping system to be maintained by   (bureau/division) 

  for two years.

OFFER OF EMPLOYMENT LETTER – EXAMPLE 4

NOTE:  For purposes of documentation, an employment offer should clearly state the terms of employment — grade, salary, starting date, information about the probation​ary period, and any other relevant items, such as overtime status and union affiliation.

Dear 




:

I am pleased to offer you the position of       (title)     , grade 

, starting salary 

$ 


 a year.

We agreed over the phone that you start working in our offices      (address)    on    (date and time)   .

As a new hire to state government, for the Department of      (name)   , you will work a probationary period of   (number of months)   before you achieve permanent status.

The Montana Compliance with Military Selective Service Act requires us to verify your have complied with the federal Military Selective Service Act before you are employed.  Our employment offer is conditional.  It depends on you providing us with documentation that shows your Selective Service status.  Examples of this documentation include a registration card issued by Selective Service or a letter from Selective Service that shows you were not required to register.  If you are within 30 days of reaching your 18th birthday, but are under age 26, and you haven’t registered, we strongly suggest you do so.  Failing to register will force us to rescind this employment offer.

If you were born on or after January 1, 1960, and were required to register, but didn’t do so by your 26th birthday, you can no longer register under Selective Service law.  If this is the case, according to Montana law, you are ineligible for a job with state government unless you can prove to us that your failure to register was neither knowing nor willful.  You may request that our agency review the reasons surrounding your failure to register.  You must make this request in writing and include a written statement explaining why you didn’t register.  We must have enough information and time to make a final decision regarding your failure to register before you begin your first day of work.

If you have questions about the Montana Compliance with Military Selective Service Act or the requirements of the federal Military Selective Service Act, please contact our office as soon as possible.
I am looking forward to working with you and hope you will enjoy your employment with the department.

Attached is a copy of a form (I-9), Immigration Reform Act Employment Eligibility Verification.  Please read the instructions on the back of the form and be prepared when you report to work to show documents that establish your eligibility to work.

If you have any questions, contact the    (name and phone number of personnel officer or specialist)     .

LETTER TO UNSUCCESSFUL APPLICANTS – EXAMPLE 5

Dear 





:

You recently applied for (Position Number)__________, 
(Title)


, with the Department of 







.  We have completed the preliminary screening for this position.  You were not chosen for the next step in the process.  We thank you for your interest in this job.  

We understand that applying for vacancies in state government can be time-consuming and often requires a lot of effort.  We appreciate the time and effort you put forth in applying for (title) ​






.

We also wish you success toward future opportunities.  You are most welcome to apply for any future openings with our Department.

Thank you again for your interest.

Sincerely yours,

LETTER TO UNSUCCESSFUL APPLICANTS – EXAMPLE 6

(date)

Applicant Name

Address

City  ST  zip

Dear 




:

Thank you for your time and interest in applying for the position of 



 (Position #________) with the 




 Division of the Department of 



.  We have offered the job to another applicant.

We post vacancies with the Job Service and on the Internet at http://www.discoveringmontana.com  We encourage you to apply for future openings that may interest you. 

Sincerely,

(Name)

Human Resource Officer

LETTERS TO UNSUCCESSFUL APPLICANTS – EXAMPLE 7

The Veteran's Public Employment Preference Act and the Persons with Disabilities Public Employment Preference Act requires that the public employer notify all applicants claiming employment preference "whether the position was obtained as the result of application of preference."  Here are sample letters you can use as a guide in notifying applicants of the hiring decision.

I.
For applicants not claiming preference.
A.
No Interview.

Thank you for your interest in the position of     (title) 

    with the 








 (Division/Bureau) of the Department of 





.

After reviewing the qualifications of many fine applicants, we have offered the position to another person.

We will post other openings in the department as they occur, and we encourage you to apply for those that may interest you.  Again, thank you for applying for this job.

B.
Interviewed but not Selected.

Thank you for your time and interest in applying for the position of       (title)      

 with the 



 (Division/Bureau) of the Department of 





.  

The fine quality of the applicants we interviewed made the decision a difficult one; after much thought, we have offered the job to another person.

We will post other openings in the department as they occur, and we encourage you to apply for those that may interest you.  Again, thank you for your interest in      (Bureau/Division or Department)

.  
What is a selection plan?

A selection plan establishes an understanding of the job so you can hire the most qualified applicant.  The plan lays out the major responsibilities of the job, identifies what is needed to perform the job, and identifies the most effective selection procedures to use
First step is the job analysis

Job analysis means developing job-related information.  It’s the starting point in the selection plan and, for that matter, in the entire recruitment and selection process.  It’s a study of the job to determine these parts:

· major duties and responsibilities 

· their relative importance to the job 

· the competencies required to perform them 
· the qualifications for the job.  
The legal aspects of hiring demand that selection procedures relate clearly the competencies needed to perform the job.  A Job Analysis produces a written record.  This record shows that you appropriately studied the duties of the job.  It also shows you reached reasonable, job-related conclusions about KSBs and the procedures you’ll use to measure them.  

Conducting a job analysis

1. Start by generally describing the purpose of the job.  Define the major work processes the employee does.  These are the duty statements.  Most jobs have three to five identifiable processes.  Think about the main functions of the job.  Don’t get hung up on details.  Here’s one way to figure out how to organize duties and responsibilities into “major work processes” — think about whether they all require similar knowledge, skills, and behaviors.
You can gather information in a number of ways – interviewing the incumbent or supervisor (or both), directly observing performance, examining work products, using questionnaires, and using Behavior Event or “Critical Incident” interviews.

2. Decide which duties are essential.  Essential duties are either critical to the job or they take up a large percentage of time.

For example, it’s essential for a word processing operator to produce documents using word processing equipment.  Occasionally filling in as receptionist would be a marginal duty.

3. Identify the KSBs needed to do the major duties and responsibilities.  


Knowledge is the technical or professional information needed to perform the job, acquired through education, training, or personal experience.  A given job may require knowing “about” something or "how to do” something.  People gain knowledge in a variety of ways besides formal education.  Usually, it makes more sense to consider the breadth and depth of knowledge needed than the specific means of getting it.

These questions about the major duties will clarify the knowledge needed:

· What subject matter does the duty cover?

· Within this subject matter, what facts or principles must the employee understand?

· What is the depth and breadth of knowledge required in these areas or subjects?


Skill involves proficiently applying knowledge and behavior in completing any part of a job.  Skills describe physical or mental activities, such as operating a forklift or calculating the stress load on a bridge.

These questions about the major duties will clarify the skills required:

· What activities must the employee perform with ease and precision?

· What are the manual skills required to operate machines, vehicles, equipment, or to use tools?

· What mental skills are required to perform the assigned duties?
Behavior is a way a person acts under given circumstances that demonstrates personal and interpersonal competencies.  Descriptions of behaviors should portray observable actions used to achieve job-specific results, such as 

· accuracy and paying attention to detail

· working cooperatively with others as part of a team taking responsibility for and delivering on commitments to customers 

An employee’s behaviors demonstrate competencies critical to success on the job.

To identify behaviors, ask what a person needs to do to successfully perform each duty.  For example, you might ask:

What is the most significant personal or interpersonal behavior that contributes to success in this job?  Depending on the nature of the work, the behavioral competencies might include
· Keeps current professionally and continually strives to improve ability to apply new knowledge (Commitment)
· Writes clearly, logically, effectively, with brevity; eliminates unnecessary detail (Communication)
· Focuses on achieving goals and on bringing projects to closure on time despite obstacles  (Initiative and Accountability)

· Shares job-related data with peers and others.  Listens and offers support and advice on job-related problems (Influence)

· Achieves results by getting a group focused.  Encourages teamwork and participation (Personal Effectiveness)
· Goes beyond traditional ways to address issues and problems and to establish and maintain effective working relationships (Thinking and Problem-Solving)
Important considerations for the job analysis

Review the job analysis each time the job becomes vacant.   If necessary, update the information.

Get help from people who know about the job.  Employees who have done the job or are currently doing the duties in similar jobs can help.  So can the immediate supervisor.

Don't forget to analyze job requirements such as physical activities or travel.

Generally, three to five major duties cover the most significant demands of the job.

To comply with the Americans With Disabilities Act, you may need to describe other means of doing a task.  It’s best not to state exactly how to do some task unless it’s essential to completing the duty. 
Minimum qualifications (MQs) describe the knowledge, skills, and behaviors (KSBs) needed to perform the major duties of a job upon entry to the job.  MQs provide a quick and cost-effective way to “screen” – that is, to see which applicants do and which don’t have the competencies to do the job.  MQs also provide a tool for ap​plicants to self‑sc​reen – to assess their background against the requirements of the job.  They can then decider whether to apply for the job.
Developing minimum qualifications

1.
Using the job analysis, identify the KSBs that are necessary on the first day of the job.

2.
Review the list of necessary KSBs; remove any that could be acquired in the first six months on the job.

3.
Review the list of necessary KSBs; remove any that can’t be measured.

4.
Determine the education and ex​peri​ence that provide the minimum level of KSBs to perform the job.  Be clear on type and level of education.  Be clear on type and length of experience.  It’s best to develop this statement by talking with someone doing the job, pre​vious employees in that job, and supervisors.

5.
If you’re drafting a vacancy announcement is being drafted, is the job is targeted for Affirmative Action?  If so, consider having the Department of Administration review the minimum qualifications.

6.
Identify other KSBs that aren’t necessary but may be desirable.  Use these as a tiebreaker only when more necessary KSBs are essentially equal.

Important considerations for minimum qualifications
MQs are a "test," as defined in the Federal Uniform Guide​lines on Employee Selection Proce​dures.  You must be prepared to show that require​ments are job-related.
The required MQs should state the lowest qualifications a newly hired employee needs to successfully do the job.  Don’t describe the sort of experience, education, or training reflecting competencies normally developed with some time on the job.
MQs should be specific enough that you and others can use them to distinguish among applicants.  MQs shouldn’t be so narrow that they rule out all applicants except those with an ideal background.  If too restrictive, MQs can prevent promoting from lower level positions, limit reassignments and mobility, and cause employees to seek opportunities elsewhere.
Establishing minimum qualifications calls for realistically considering the needs of the job.  In addition, consider supply and demand of the potential workforce in your recruiting areas..

Develop MQs so that only those applicants with a real likelihood of having the needed competencies get serious consideration for the job.

MQs should allow for other ways of obtaining competencies.  That is, build  in some flexibility when stating MQs, such as “an equivalent combination of education and experience.”

Limit MQs to competencies you can observe and evaluate.
Second step is identifying selection procedures

Following job analysis, the second stage in developing a selection plan is deciding how you will evaluate applicants and select the best person for the job.
In your selection process, focus on the essential KSBs.  Evaluate desirable KSBs only after looking at the essential KSBs.

Identify the selection procedures you’ll use to assess the essential and measurable KSBs.  There are several ways to evaluate competencies and MQs:

Training and experience evaluations – This method, often called TE, looks at an applicant's training and experience as they relate to the job.  If you try to evaluate applicants solely on the information they give on their applications, you may assume things about education and experience that can lead to selection problems.  Using a TE based on supplemental questions is more reliable.
Supplemental Questions – Supplemental questions give applicants specific guidelines to describe the competencies they gained through training and experience.  One result of good supplemental questions is this: all applicants will understand the qualifications needed to perform the job and have an opportunity to show their qualifications. 

On supplement responses, you can quickly review key information.  You can determine whether applicants have certain knowledge or skills without sorting through reams of résumés.  You won’t have to guess at the duties an applicant has performed; this means increased objectivity of your process.  

Written tests – Written tests can be good selection tools, but they aren’t always practical.  Written exams cost a lot of time and money to develop.  It’s critical to ensure that tests are valid; that is, that they measure job-related knowledge in a way that is also job-related.   

Taking the test in itself requires a level of skill and knowledge.  Do you need that level of skill or knowledge on the job?  Does the job require similar “test-taking” behaviors?  You might disqualify otherwise capable applicants just because they “test poorly,” yet don’t need that competency on the job.  Written tests also may have an adverse impact on some protected classes because of cultural biases in test design.
Performance tests – Performance tests involve having an applicant perform small samples of an actual duty.  Examples include:

· Taking typing test for a clerical job

· Responding to a question that an employee may have to answer on the job

· Operating a piece of equipment under controlled conditions

Because they closely resemble what an employee does on the job, performance tests are usually more job-related than other measures.  You need to develop rating criteria in advance of using the test.  Be careful when setting the passing score or performance on a performance exam.  A failing score should represent unacceptable performance on the job.

Physical tests – Physical tests often include endurance or strength measurements, which could adversely impact on women, older workers, and others.  If you must use these tests, ensure that they accurately reflect the physical requirements of the job.  Does the employee need to lift 100 pounds, or does the employee need to lift 25 pounds four times a day?  Is equipment available that would help an employee perform some physical work?  Are there other ways to perform the job duties that do not require these abilities?
Interview – The oral interview remains the most popular selection procedure, but they also need to be valid and consistent.  Structured interviews help meet this goal; they evaluate job-related qualifications and apply consistently across applicants.  

Develop the questions in advance, along with suggested responses and rating criteria.  Then conduct the interview consistently.  This is key to providing a fair selection procedure.  

Informal interviews that rely on "gut reactions" can teach you a lot about the applicant's actual competencies.  An applicant with excellent conversation skills will give the impression of being well qualified.  But that person’s main competency is probably the gift of gab.  

Informal interviews also may get information that could lead to unlawful discrimination.  You may have to defend how you used this information if your selection decision is challenged. 

Work Sample – A work sample is some tangible thing an applicant has produced.  It should represent the applicant's level of competence in a specific area.  You could ask applicants to submit the specified work sample when they apply or when they come for an interview.  This means you have no control over it; it’s possible that someone else produced part or all of the work sample.  You could ask applicants to produce the sample under conditions you control; this assures the applicant is doing the work, but it might not represent real working conditions.  Here are some examples:

· A budget or a work plan that the applicant prepared 

· A legal brief or computer program the applicant wrote

· A thesis or paper the applicant wrote in school.
· Welding samples the applicant produced
· A “portfolio” of articles or artwork or photographs
You can use written work samples to evaluate an applicant’s writing skills, when appropriate, as well as the relevant job knowledge.
References - If not done well, reference checks can result in the same problems as informal, unstructured interviews.  Structure the questions, make them job-related, and present them consistently.  Most employers check references only for the finalists.  Some agencies and companies are reluctant to provide reference information – some even have policies against doing so.  Still, it’s important for you to seek reference information.
Important considerations for selection procedures

No selection procedure is best.  You should look at the competencies and MQs to see which selection procedures will best evaluate the applicants' ability to perform the job.  A common combination often includes supplemental questions, a perfor​mance test, interview, and reference and background checks.

If a certain competency is needed to perform several major duties, you should use more than one selection procedure to evaluate whether applicants have that competency.  You must develop the procedures you will use before you do any screening.  This will reduce bias and possible discrimination.

Supplemental questions give applicants specific guidelines to describe the competencies they gained through training and experience.  Each question should relate to a specific duty or responsibility, KSB, and MQ. 

Why use supplemental questions?

One result of good supplemental questions is this: all applicants will understand the qualifications needed to perform the job and have an opportunity to show their qualifications. 

On supplement responses, you can quickly review key information.  You can determine whether applicants have certain knowledge or skills without sorting through reams of irrelevant stuff.  You won’t have to guess at the duties an applicant has performed; this means increased objectivity of your process.
Developing supplemental questions

Remember, you’re using supplemental questions to evaluate minimum qualifications for the job.  When developing questions and suggested responses, try to call on at least two job experts who are familiar with the position.  They’re usually experienced coworkers, supervisors, or the incumbent.  Job experts know the job and understand the needed experience and qualifications.  Develop suggested responses for each item on the supplement.

1. Base the question on job duties and KSBs found in the Job Profile.  If the Job Profile is not up-to-date, now is the time to do it.

2. Draft the question or situation.  Keep in mind that questions asking about past experience result in more valuable responses than ques​tions seeking "textbook" or theoretical answers.

A sample supplemental question for the Human Resource Technician position follows:

A major duty of this position is to support recruitment efforts for the department.  This includes providing general and specific information to applicants and hiring authorities; providing strong customer service orientation: 

A. Please describe your experience and training in customer service.  Give clear examples.  (Customers include internal as well external people you served.)

B. Please describe any experience and training you have in methods of recruiting.
3.
Draft the suggested response you want to see and the criteria to evaluate the response.  

4.
Devise the rating scale. 

5.
Assign an appropriate weight to each supplemental area according to the importance of the duty it assesses.

6.
Have others review and critique the supplemental questions and criteria; revise them if needed.

Important considerations

Make sure you relate the questions to qualifications on the vacancy announcement.

Review, critique, and revise questions and suggested responses well before recruiting begins.

In your suggested responses, avoid overly specific, in‑house jargon or procedures.

Keep the number of questions small; three to five supplemental questions are fine for most jobs.

Instruct applicants to limit their responses where possible.  For example, you might ask no more than 300 words on each response.

Ask applicants to address specific areas; don’t repeat what you’re already asked for on the application or in a résumé.  Don’t duplicate what you’re going to ask as interview questions.

Let applicants know if you’ll also be using their responses to evaluate their writing skills.

Go to the Montana Job Source Home Page – http://jsd.dli.state.mt.us/mjshome.asp and choose Employer Services.  Click on Post Jobs\Update Employer Information.  Enter your PIN and password and click on Submit.  Click on Insert State Job Posting.  

Please note:  Some of the information fields are Text Fields.  You can enter any information you like into them, but they have limited space.  Some Text Fields are larger than others.  Check the directions for each field to see how much space it has.  A 100-character field can hold about one long sentence.  One thousand characters roughly equals four medium-size paragraphs.  You can fill text blocks by cutting and pasting from your Word documents.

Asterisks (*) show required fields.

 *1.
Date Posted: This is the date you want the job to be posted.  The system defaults to today's date.  You can choose a later date for posting if you want to change it before sending it out.

 *2.
Position Number: Your agency three-digit identifier used in SABHRS defaults into the field. For example: 611 (Administration) 411 (Justice). Add the five-digit position number to the agency identifier.

  3.
Employer Position Title: Use the classification title – or the working title, if it describes the job better.
 *4.
Position Title:  This field does not allow user input.  To complete this field, click on the underlined blue sentence, “You Must Make a Selection Here.”  Choose a job category (O*Net Categories) and click on “Display Job Title.”  Click on the title that best describes the job.  When you’re done, both the Position Title and the Position Category will fill in.  These fields aid statistical analysis. 

  5.
Position (Job) Category: This defaults from selecting a Position Title in 4. 

 *6.
Job Service Workforce Center:  Use the drop-down menu to choose the nearest Job Service Workforce Center.

   7.
Bargaining Unit/Code: (optional) lf this position is part of a bargaining unit, put in the name or the unit or the code, and fill out the Union field to the right.

 *8.
Department:  Your agency name defaults into the field.  

*9.
Division:  Specify the division.

 10.
Bureau: (optional) Put work section or unit and similar information, if desired, under Special Information.
*11.
Job Location: Use the drop-down list to choose the city where the job is located.  You can put more information in Special Information if necessary.

  12.
Job Status: (optional) State whether the job is full-time or part-time, permanent, temporary or seasonal.  You can choose more than one option, such as part-time and temporary or full-time, permanent.  This field will help job seekers search for part-time or full-time work.

  13.
Work Shift: (optional) Choose only one option  – daytime, afternoon, evening, night, or rotating shifts.  If the job has varying shifts, choose Rotate and explain it in Special Information.

*14.
Band or Grade: Put in the grade or band for the position.  (You might also show a lower grade if you’re considering a training assignment.  Note this in Special Information).
*15.
Salary: Put in the salary range that you will consider for the position or entry salary in the first field for the position if you are not considering a range. When you enter a salary in just the first field, only that field will display. Put other salary information in “additional salary information.”
*16.
Salary Unit: For perma​nent or seasonal, full time posi​tions specify an annual salary; for tem​porary or part time positions, specify an hourly rate.  Choose hourly, monthly, or annual salary from the drop-down menu.  For example, if the position is a Band 6 and you choose hourly salary, enter $12.769 per hour.  If you choose annual salary, enter $26,018 to $32,523 per year. 

17.
Additional Salary Information: (optional) This field can hold 300 characters and may be used to list other salary information such as an upcoming Legislative pay increase.

*18. 
Apply To, Etc.: When you log on, the system enters your Agency Recruitment Contact name, address, city, state, zip, e-mail address (optional), phone number, TTY number (optional), and fax number (optional) in these fields.  


NOTE: If you need to change any of these fields, choose Update Employer Information back on the main menu.  Click on Update at bottom of page and return to Vacancy Announcement by clicking on Insert State Job Posting.

*19. 
Closing Date: This date can be no more than 60 days from the job listing date.  If the job stays vacant, you can go back later and enter another closing date.

*20.
Supplement Required: Click Yes or No to show whether supplemental questions are required when applying.  If you choose Yes, you must fill out the Supplemental Questions.

  21. 
Special Information: (optional, 1,000-character field)  Put in any other information unique to this position that you feel would help job seekers know more about the position.   This may include licenses needed, working conditions, training assignments, travel or job share.  If a position is addressed in an Affirmative Action Plan, that information should be specified here.   Language encouraging women and/or minorities to apply should only be used for positions specifically addressed in the department’s Affirmative Action Plan.

*22.
Duties: (4,000 character field) Describe the essential duties using a current job analysis or current position description.
*23.
Competencies: (4,000 character field) The competencies should describe the knowledge, skills, and behaviors needed to successfully perform the essential duties of the job.


Your agency must determine the requirements or qualifications on a case-by-case as vacancies occur; base them on a current analysis of the job.  The key to developing defensible requirements is to ensure they are related to the job, stemming from a job analysis.

*24.
Education/Experience:   (2,000 character field) State the type of education and experience that would result in the required competencies.  


NOTE: Whenever stating education and experience, make it clear you will consider alternate methods of obtaining the necessary qualifications.  List examples of alternate methods.


Sometimes, specific coursework may be required for jobs requiring licensure.  Clearly state any licenses needed.

 25. Application and Selection Process: (1,000 character field) The system automatically includes standard information common to all state agencies. If the selection process for the job includes additional procedures, tests, or information, enter that information in the text field Additional Application and Selection Process following the standard information. Include a statement that the Indian Preference Law covers the position, if applicable.

 26. 
Supplemental Questions: (optional 4,000 character field) Attach the supplemental questions and the directions for answering them.  

After you have completed the form, click on Submit Job Posting.

After completing the form, you can choose to “Update” the posting.  Use this if you are extending the application deadline or changing the posting.  The system will retain the original opening date unless you change it.  

If you make a mistake on the announcement and need to change it later, click on the job under your current position list, make the necessary changes, and click on Update Job Posting.  Remember, the job won’t post to the Internet until the date you have entered.

You can choose “New Job Posting.”  This will reflect today’s date as the opening date unless you choose a different date.  The system will keep the original job announcement and create a new posting with the information you enter.   

You can choose “Delete Job Posting.”  This will delete all of the information you entered.  Be careful when choosing this option.  It removes the listing entirely. 
Delete a posting only if you DO NOT want it to be archived.  If you want to close a job early, simply click on the job, change the closing date to today's date, and click on Update Job Posting.  The job will automatically close and go to the archived list.  The system removes jobs from the Internet at 5 p.m. on the closing date.  

“View Job Posting” shows the posting as it appears on the Internet.  Use this selection to print a copy.  
Advertisements should appear in Wednesday or Sunday newspapers, or both.  The following elements should go into ads.  At the option of your agency, you might include other elements.

1.
Job Title:  Use the same job title that’s on the Vacancy Announcement.

2.
Position Number:  Enter the five-digit posi​tion number from the position control roster.

3.
State of Montana:  Specify State of Montana.  Applicants might not know it’s a state gov​ernment job with just the agency name.

4.
Department Name:  Give the depart​ment name.  Applicants and Job Service staff may have questions or concerns that only the depart​ment can answer.

5.
Location of Job:  Give the city or other location of the job.

6.
Starting Salary:  Use the entry salary.  You may include a compen​sa​tion statement.

7.
Responsibilities/Requirements:  Briefly state the responsibilities and minimum education and experience require​ments.  You can list special re​quire​ments, such as extensive travel, unusual work​ing hours, required licenses, or on‑call status.  If appropriate, include the Affirmative Action statement. 

8. Application Process: List places where people can get appli​cation materials. 

9.
Deadline:  Enter the final date for submitting application mate​rials.

Format Example

Job Title:  Training Program Director

Position Number:  55555

State of Montana:  State of Montana

Department Name:  Department of Administration

Salary:  $34,089 to $49,066, depending on qualifications.  Excellent benefits.

Responsibilities/Requirements:  Respon​sible for state​wide supervisory and managerial training program.

Application Process:  Contact your local Job Ser​vice or Personnel Office, 1310 East Lockey, Helena, MT 59620, phone 444-7777 for application materials.

Deadline:  July 1, 200_.

Example of an ad:
 

If you have two or more posi​tions va​cant, you can group these into one ad.  This will save repeating infor​mation about the state, your agency, and where to get application materials.

Example of a group ad:


As a professional courtesy, you should send each applicant a letter when you have decided his or her outcome in your selection process.  The following elements should go into letters to applicants who aren’t hired.  At the option of your agency, you might include other elements.

1.
Title:  Use the job title used on the vacan​cy announcement.

2.
Position Number (Optional):  Use the five‑digit position number used on the vacancy announcement.

3.
Appreciation:  Thank the applicant for ex​pressing interest in the job and for taking the time and effort to apply (or to inter​view, depending on where you are in the process).

4.
Not Selected:  Tactfully tell the appli​cant that he or she wasn’t chosen to continue in the process (initial screening) or wasn’t selected for the job (final decision), depend​ing on where you are in the pro​cess.

5.
Future Openings:  Suggest that the person is wel​come to apply for any future openings in your agency.

6.
Closing:  Repeat that you appreciate the applicant's interest.

7.
Signature:  Have the appropriate au​thority sign the letter.
Important considerations
· Try to notify applicants who didn’t pass the initial screening as soon as you can.

· Every applicant deserves a written response, even if you contacted him or her in person or by phone.

· Avoid implying that the applicant was very well qualified or a "close second choice"; don’t try to make the applicant feel better.

· As an option, you can invite the applicant to call a designated person for more detailed information.

· When long delays occur in the selection pro​cess, applicants deserve the courtesy of a phone call or letter.
· Add your agency’s own personal touches to avoid letters that seem canned or like form letters.
What is a structured interview?

The interview has long been recognized as the main selection tool.  While the interview is important, keep it in perspective with other steps in the process.  A structured interview uses job-related questions or situations to assess an appli​cant's knowledge, skills, and behaviors (KSBs).  You present these items to all applicants in the same way.  You evaluate their answers against written criteria – the sug​gested responses and rating scale.

Developing interview questions

You need to base the questions on job-related informa​tion (job analysis).  Call on people familiar with the job.  And develop the questions in advance –even before seeing applicants’ names or their applications. 

1.
Base each question on specific job duties and KSBs in the Job Profile.  If the Job Profile isn’t up-to-date, now is the time to do it.  

2.
Draft the question or situation.  Keep in mind that questions asking about past experience result in more valuable responses than ques​tions seeking "textbook" or theoretical answers.

3.
Draft the suggested response you want to hear and the criteria to evaluate the response.
4.
Devise the rating scale.

5.
Assign an appropriate weight to each question according to the importance of the duty it assesses.

6.
Have others review and critique the questions and criteria; revise them if necessary.

7.
Final questions, suggested responses and rating scale.

What is behavior-based interviewing?

Behavior is the way a person acts in given situations that demonstrates personal and interpersonal competencies.  The person’s behaviors can be evidence of competencies critical to success on the job.  Behaviors are observable and measurable.  A mix of knowledge, skills, and behaviors (KSBs) leads to performing the job.  Behavior-based interviewing helps determine whether an applicant has the competencies that will enable him or her to effectively do the job.  

Behavior-based interviewing focuses the selection process on essential knowledge and behaviors.  A behavioral question asks for an applicant’s detailed description of a past job-related event that was important to him or her.  The focus on actual events differs from common interview questions that ask for ideal responses to hypothetical situations.
Behavioral interview questions should generate responses you can use to evaluate and rate behaviors.  You want applicants to give examples from their past when they used the behaviors.

Scheduling and preparing interviews

You might have panel members hold a mock interview beforehand to become comfortable with the process.  They can check whether the questions get the suggested responses you want.  They can also see how much time the interview will likely take.

Schedule a comfortable and quiet room.  Make sure you choose a facility that’s accessible.  This includes parking, entrances, restrooms, and the room where the interviews will take place.  Arrange the room to accommodate any applicant with a disability.

If you can’t schedule an accessible room, inform each inter​viewee that your agency makes reasonable accom​modations for any known disabili​ty.  Tell applicants to let you know about any accom​modation they need; give them a timeline so you’ll have time to make other arrangements.

Schedule enough time between interviews so panel members can evaluate the applicant who just finished.  Make sure you have materials ready for panel members and appli​cants.

“Humanizing" the inter​view

When an applicant arrives for the interview, give him or her 20 to 30 minutes to read the questions and make notes.  You should arrange a quiet spot, such as a vacant office, where the applicant can do this alone.  Remember to collect all questions and notes from the applicant at the end of the interview.
Interviews have a serious purpose.  Still, your panel should create a friend​ly, comfortable atmosphere.  This can make a big difference in how an applicant performs in the interview – and how he or she perceives the job and your agency.  

· Smiles and friendly comments on non-comm​ittal topics help everyone to relax.

· Sit around a table as a way of giving equal status to all partici​pants.

· Use follow-up questions and other techniques to clarify an appli​cant's response.
· Plan your interview in a sequence that gives everyone a chance to “warm up” – describing the job and asking a couple general questions at the beginning can be helpful.
Welcome the applicant to the interview.  Introduce each interviewer by name and job title.  Explain your process and briefly describe the job and your agency.  Ask whether the applicant has questions before you get started.

Keep as much eye contact as pos​sible with the applicant and other panel mem​bers.  After the applicant re​sponds to a question, one panelist should summarize the response.  This gives the appli​cant the chance to add or amend infor​ma​tion; it’s also a chance to relax a bit.

All panelists should take part in asking ques​tions and summarizing the applicant's respons​es.  All panelists should take notes on the appli​cant's responses.  The notes will go in a selection file. After getting through all the questions, let the applicant know what to expect.  Explain how the panel will proceed, when you expect to decide who gets the job, and how you will notify the applicant.  This is a good time to ask if the applicant has any questions.  

After the interview

Individual panel members should compare the applicant's responses to the sug​gest​ed responses or criteria.  Each panel member will score each item in the interview.  If you have enough time, the members can compare their scores, discuss the results, and reach a consen​sus on the applicant. 

This is a process of evaluating one applicant in relationship to your criteria.  Don’t compare applicants to each other until you have finished all the interviews.  
Important considerations

Interviews have potential for several problems:

· interviewers tend to pass judgment early in the interview

· interviewers bring in biases and stereotypes

· interviewers hold an image of an ideal applicant

· negative information or a single negative characteristic can influence interviewers

· a single positive characteristic can influence interviewers (halo effect)
You can reduce many of the disad​vantag​es by using a struc​tured interview.

While the interview is an important selection tool, keep it in perspective among other steps in the process:

· training and experience evalua​tions

· supplemental questions

· performance tests

· work samples 

· reference checks
Human Rights Bureau 


1625 11th Avenue - PO Box 1728


Helena, Montana  59620 


(406)444�2884 Toll Free 800-542-0807
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The State of Montana, Department of Ad�minis�tra�tion is recruiting for the following posi�tions:





Training Program Director Position  #55555, Helena, starting $34,089.  Re�sponsi�ble for state�wide superviso�ry/�mana�gerial training pro�gram.  Deadline: July 1, 200__.





Ware�house Worker Position #09607, Hele�na, starting $21,773.  Position deliv�ers orders to state agen�cies and performs general warehous�ing func�tions.  Deadline: June 28, 200_.


 


EEO Employer.  Excellent bene�fits.  Contact your local Job Service, the Person�nel Office, 1310 East Lockey, Helena MT 59620, phone 444-7777 or the State’s website � HYPERLINK "http://discoveringmontana.com/css/statejobs/statejobs.asp" ��http://discoveringmontana.com/css/statejobs/statejobs.asp� for more infor�ma�tion and applica�tion materi�als.





Training Program Direc�tor, Position #55555, State of Mon�tana, Department of Adminis�tra�tion, Helena, salary $34,089 to $49,066, depending on qualifications.  Excellent bene�fits.  Responsi�ble for statewide supervisory and managerial training program.  Contact your local Job Service, the Person�nel Office, 1310 East Lockey, Helena MT  59620, phone 444-7777 or the State’s website � HYPERLINK "http://discoveringmontana.com/css/statejobs/statejobs.asp" ��http://discoveringmontana.com/css/statejobs/statejobs.asp� for ap�plication materi�als and more information.  Deadline: July 1, 200__.  EEO Employer.
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Veterans' Preference Scoring Procedures


If your agency uses an individually scored test to eliminate or advance an applicant in selection, add the percentage points (based on the total points for that particular test) before deciding the applicant’s outcome.  Add the points even though you might later combine the individual test score with other scores for a final decision.


When combining the scores from individually scored procedures to get a combined or total score, 


· subtract any preference points added to the individual test scores


· then combine the test scores into a total score


Don’t combine preference percentage points from individual scores with other scores before adding percentage points based on the total points possible for all procedures.  This could give an applicant a preference greater than 5% or 10% of the total possible points, depending on eligibility.  All clear?  Well, take a look at this …


EXAMPLE:  An applicant who claims preference as a disabled veteran takes three scored tests: Test A, Test B, and Test C.  Each test has a possible 100 points, for a total of 300 points.  The applicant scores these results:



Test A = 75 points (75%)



Test B = 83 points (83%)



Test C = 78 points (78%)


You use TEST A to eliminate applicants before advancing to TESTS B and C.  Therefore, you should add preference points to the applicant’s score on TEST A.  The disabled veteran will get 10% of the 100 points available on TEST A:



TEST A = 75 + 10 = 85 points


You then combine the score from TEST A with TESTS B and C to get a total score.  BUT, you must subtract Test A’s 10 preference points before combining the scores.



Test A = 75 points (85 - 10)



Test B = 83 points



Test C = 78 points


              236 points


You then add preference points to get the applicant's overall score.  The combined scores total 236 points.  Since the total possible points for all three tests is 300, the applicant should get 30 additional points for veteran's preference (10% of 300 points = 30).  The applicant's combined score with preference applied is 266 points.



236 points + 30 points = 266 points


See Veterans' Employment Preference (39-29-101, MCA, and ARM 2.21.3601 et seq.)
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