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One of the responsibilities of the Office of Human Resources is to ensure that all persons appointed to positions in the Department of General Services are eligible for those appointments.  This can be accomplished fairly easily for all positions except for appointments from employment lists for Staff Services Analyst (SSA), Associate Information Systems Analyst (Specialist) (AISA) and Associate Programmer Analyst (Specialist) (APA).  These three classes have Internet-based exams accessed via the State Personnel Board’s web site.  When an individual takes one of these Internet exams, no one reviews their education or experience to verify that the individual was actually eligible to compete in the exam.  There have been several instances in which individuals falsified their credentials.  If a person who is not eligible for a position is appointed to that position, it is considered an illegal appointment.

On December 8, 1999, we issued a memo to all Office Information Officers regarding interpreting minimum qualifications for AISA and APA classes.  Although this information can be used as a guide by hiring supervisors, the ultimate responsibility for determining employment eligibility rests with the OHR.  To ensure that the DGS is in compliance with the law and rules relating to eligibility for appointment, effective immediately, the Office of Human Resources will review the applications of all persons selected for SSA, AISA, or APA, prior to a commitment being made, if they are being appointed off the employment list for these classes.  If you are hiring a transfer candidate into any of these classes, you should follow the procedures already established for verifying eligibility of transfer candidates.

PROCEDURE

1. The hiring supervisor completes interviews and makes a decision on whom to hire.   If the person selected is coming off the eligible list for SSA, AISA or APA, before making a commitment, the hiring supervisor will fax the complete application and resume to his/her assigned Selection Analyst.

2. The Selection Analyst will review the application and respond to the hiring supervisor as expeditiously as possible.

3. If the individual’s application is approved, the hiring supervisor can move ahead with the appointment.

4. If the application is not approved, the individual will not be able to be appointed to the position and another selection will need to be made.
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Please note that only the application for the proposed appointee should be faxed to the Selection Analyst for review.  Workload constraints prevent us from reviewing applications for all applicants prior to the interviews.

Your cooperation in ensuring that all hiring supervisors in your organization are advised of this change will be most appreciated.  If you have any questions concerning this memorandum, please contact your assigned selection analyst.




LYNN W. CATANIA, Manager
Personnel Operations Section

cc:	Assistant Personnel Managers
	Personnel Analysts
	Transactions staff
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