QUESTIONS AND ANSWERS ASKED AT THE HIRING PROCESS WORKSHOPS
Question:  Can we distribute a continuous file JOB?

Answer:    No.  A JOB may be advertised up to a maximum of 60 days.  If advertising a position for 
                 any time frame, it may be beneficial to indicate on the JOB that positions will be filled on a 

                 flow basis, so long as the duties, etc. are the same.  For example: only the shift is different.

Question:  Can we contact other individuals than those listed on the Authorization to Release 

                 Information?
Answer:    Edited 3/11/08 - Yes.  However you are limited to:

· contacting the references listed on the release form, but you can add additional lines for as many as you feel you want to contact by revising the form to suit your needs; and
· contacting employers and educational institutions identified on the Examination and/or Employment Application (STD 678) form.
Question:  Can we contact an applicant before the interview to clarify information on the application?

Answer:    If the individual has not provided you the information you need to complete your 

                 screening/evaluation of the application, but you believe they may be a viable candidate, 

                 contact them and ask only for clarification.  If you have sufficient information to determine 

                 that they do not meet your screening criteria, then place the application in the “Not 
                 qualified” stack and continue screening.  If there is enough information on the 
                 application/resume to get the person to an interview,  your interview questions should illicit 
                 the information you need to rate this individual and  your reference check can also verify 
                 the candidate’s qualifications.  Recommendation – call only if you believe the candidate is 

                 a viable competitor and you would like to expand your recruitment pool.
Question:  Do we have to interview/hire SROA candidates?

Answer:    This is a two-fold question.  One, you only have to interview SROA/surplus candidates if 
                 they reply interested to the vacancy due a contact letter or they submit an application.  
                 Two, you have to make the job offer to an interested SROA/surplus candidate after the 
                 interview process, if still interested you have to hire.  There are exceptions; however you 
                 must contact your assigned Classification and Pay Analyst for guidance.

Question:  When sharing the org chart with potential candidates, can we delete the names of 

                  incumbents?

Answer:     Yes, employee names only may be deleted.
