Sample Interview Screening Process for SSA
	Step
	Action

	1
	Using the following documents, highlight the key (not all) qualifications/tasks for which you need to develop interview questions (click here for examples):
· the classification specification for the SSA http://www.dpa.ca.gov/textdocs/specs/s5/s5157.txt 

· the approved duty statement 
· and the approved JOB

	2
	Write out or type interview questions and rating scale based on the highlighted sections of the documents listed in Step 1.  http://www.documents.dgs.ca.gov/ohr/pom/InterviewRatingScale.doc and http://www.documents.dgs.ca.gov/ohr/pom/InterviewRatingScale2.doc 

	3
	Conduct interviews using an interview rating scale for each applicant after each interview.

	4
	Following all interviews:

· total the points for each applicant

· identify the top three applicants

· conduct reference checks

· select “best qualified”

	5
	Contact the C&P Analyst for final eligibility verification

	6
	Following eligibility verification:

· make offer

· complete required medical clearances

· notify C&P Analyst of applicant’s start date


