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	Introduction

	The Human Resources Modernization Team (HR MOD) has developed several open online exams for use by all departments.  The online examinations are self certified (meaning the applicant believes he/she meets the minimum qualifications).  



	Purpose
	This Human Resources memorandum provides the internal procedures DGS has implemented in order to comply with the requirements of this State Personnel Board (SPB) program.

It is necessary to validate whether applicants meet the minimum qualifications prior to the hiring interview and job offer to ensure a legal hire.



	Open exam listing
	A current list of online exams is available at: http://www.spb.ca.gov/about/news/index.htm.  



	Process
	IMPORTANT:  Job offers shall not be made until the Office of Human Resources (OHR) verifies that the minimum qualifications (MQ’s) for internet/online exams are met. 

	Steps
	Process

	1. 
	After screening applications, Personnel Liaisons will send an Online List MQ Review Worksheet (Attachment A) along with copies (no faxes) of the applications, resumes, licenses, credentials and certificates (for up to 10 candidates) to the Selection Unit.  Hiring supervisors may also interview first and send only the selected candidate’s application and worksheet to the Selection Unit.  

	2. 
	Within two work days, the Selection Unit Analyst will review the worksheet and applications and provide the MQ verification results, via email, to the Personnel Liaison and appropriate Classification & Pay Analyst.

	3. 
	Personnel Liaisons should use the Hiring and Documentation Requirements checklist to ensure all of the steps are covered.  (Attachment B)





Table continued 



	Process continued
		Steps
	Process

	4. 
	Personnel Liaisons will enter employee information in to the Online Exam Data Collection Form spreadsheet located in the shared drive at \\Smf00file011\hrmodexampilot$.  The information from the spreadsheet will be submitted to the SPB. Attachments A, B, and C are also available on the shared drive.

	5. 
	Personnel Liaisons will retain copies of the hiring process and probationary report information for each appointment.  The documents shall be available for review by SPB or OHR staff.






	Flags
	When ordering a certification list, one or more selective certification flags may be chosen to narrow the list of eligible candidates to be contacted based on their job interest choice or required competency.  Certification lists may also be ordered without indicating a preference code, i.e., flag. Please see Attachment C for these flags. 




	Three Rank Eligibility List Pilot
	During the two-year pilot study, a summary of the hiring process for each appointment from the Three Rank Eligible List shall be maintained for:

· The job-related criteria used to review applications, supplemental questionnaires, or any other information used to determine the interview candidates.
· Job-related interview questions used to assess the fitness and qualifications of each candidate’s ability to perform the position duties.
· Proof that each candidate was asked the same set of interview questions.  (It is expected and allowed that some candidate responses may require follow up questions for that candidate only.)
· The job-related evaluation criteria used to rate the candidate’s responses to the interview questions.



	Contact
	For questions regarding this memorandum, please contact your OHR Classification and Pay Analyst.




/s/
MARIA J. LOPEZ, Manager
Personnel Operations Section
mlj/ala
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Attachment A
	ON-LINE LIST MQ REVIEW WORKSHEET                                                                                                           PROCESS

	
	
	
	
	
	
	
	
	

	MQ Approval (Screen and Submit Applications for Those to be Interviewed: No More Than 10 Aps)
	
	On Line List MQ (7/09)

	

	RPA #(s):
	 
	C&P Analyst Name
	 
	
	Class:
	 

	Selection Manager:
	 
	Date and Time Received:
	 
	
	Program:
	 

	1. Selection Analyst:
	 
	Date and Time Received:
	 
	
	PL and #:
	 

	2. Selection Analyst:
	 
	Date and Time Received:
	 
	
	Location:
	 

	 

	Applicant Name                                                                                  
	Meets MQ's                                                              
	Identify Pattern If Qualified / If Not Qualified, Indicate Reason

	(Alpha Order by     Last Name)
	(Yes/No)                                1st Rev       2nd Rev
	Reviewer 1                                 Reason
	Reviewer 2                                 Reason
	Additional Information                                 Comments

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Turnaround:  Applications MQ within 2 days and Selections returns annotated worksheet (up to 10 applications) to Program within 2 days
	
	




Attachment B
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Attachment C

Selective Certification Flags
Instructions for Use
Effective August 24, 2009
Listed below are the Selective Certification Flags (Select Flags) for the APGA, Staff Counsel, Staff Counsel III/IV, and the SSM I/II/III exams.  When ordering a Certification List (Cert), you may specify one or more Select Flags on either or both SELECT FLAGS line(s) located on the R1 Cert Request Screen.  The resulting Cert will identify only those eligible who selected that particular preference flag(s). 

When a vacant position exists, identify the tasks the position will perform and the work preferences within which those tasks fall. The work preferences and their corresponding Select Flags are identified below. You have the capability to order a Cert by that Select Flag.  There are two lines for inputting Select Flag.  The SELECT FLAG (OR) line is used to create a Cert based on one or more flags, on which the eligible may have any of the flags.  The SELECT FLAG (AND) line is used to create a Cert based on the combination of flags entered; the eligible must have all of the flags listed.  It is recommended that you use only one line when ordering a Cert and not a combination of both lines.  When ordering a Cert by only one Select Flag, enter the Select Flag code in the SELECT FLAG (OR) line field.  If more than one Select Flag will satisfy the job requirements, you may enter the Select Flags on the SELECT FLAG (OR) line.  When ordering a Cert by a combination of more than one Select Flag, enter the Select Flag codes in the SELECT FLAG (AND) line field.  As a general rule, it is strongly suggested that Certs be ordered by no more than 4 Select Flags, and preferably 3 or fewer Select Flags.  If you feel there is a need to order a Cert outside of these recommended guidelines, it is highly recommended that you confer with your department’s SPB contact person prior to ordering the Cert. 

If there is no work area listed below that accurately describes the work of your vacancy, simply order the Cert without any Select Flags.  There is no requirement that you must use Select Flag criteria when ordering a Cert.

	Associate Governmental Program Analyst

	Flag Code
	Description

	AG
	Accounting/Finance

	AI
	Administration

	AJ
	Budgeting

	AK
	Business Services (facilities, space planning, telecommunications, etc.)

	AN
	Contracts and Procurement

	AO
	Equal Employment Opportunity

	Associate Governmental Program Analyst cont’d

	AP
	Grant/Loan Administration

	AQ
	Investigations and Audits

	AU
	Labor Relations

	AV
	Legal

	A1
	Legislation

	BA
	Personnel/Human Resources

	BB
	Policy Analysis and Program Evaluation

	BC
	Project Management

	BD
	Public Relations/Marketing/Media/Outreach

	BL
	Research

	BQ
	Training/Education




	Attorney (Staff Counsel)

	Flag Code
	Description

	AG
	Bankruptcy

	AI
	Consumer Advocacy/Licensing Enforcement

	AJ
	Corporate

	AK
	Criminal – Defense/Prosecution

	AN
	Education

	AO
	Environmental

	AP
	Insurance

	AQ
	Labor/Employment

	AU
	Legislative/Regulatory/Fair Political Practices

	AV
	Litigation

	A1
	Public Contracting

	BA
	Public Utilities/Resources

	BB
	Public Welfare/Social Services*

	BC
	Real Estate/Housing

	BD
	Taxation

	BL
	Transportation

	BQ
	Zoning and Land Use





*Please note that Attorney 3 – Specialist (Staff Counsel 3 – Specialist) and Attorney 4 (Staff Counsel 4) use these same flags with one difference: The description for the “BB” flag for those exams is “Public Health/Social Services”.  
	Staff Services Manager I, II (Sup and Mgr), III

	Flag Code
	Description

	AJ
	Budget/Fiscal

	AK
	Business Services

	BX
	Call Center/Public Counter

	AN
	Contracts & Procurement

	BL
	Disaster Recovery/Business Continuity

	AO
	Equal Employment Opportunity (EEO)

	AP
	Grant/Loan Administration

	AV
	Information Security/Privacy

	AQ
	Investigations/Audits/Program Evaluation

	AU
	Labor Relations

	A1
	Legislations/Regulations

	BA
	Personnel/Human Resources

	AI
	Program Administration

	BC
	Project Management

	BD
	Public Relations/Marketing/Media/Outreach

	BB
	Research/Policy Analysis/Strategic Planning

	BQ
	Training
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