Selection Criteria

	Overview
	Once the duties of a position have been identified and the duty statement written it is necessary to determine the knowledge, skills, experience and education or training required of the person being sought for the position.  These are the selection criteria for the position and are the standards against which applicants will be assessed.


	Development
	Selection criteria are normally developed by the supervisor of the position in consultation with subject matter experts (SME) and/or members of the interview panel.  Selection criteria must be developed directly in relation to the duty statement for a position and must be clearly documented by the interview panel.


	Purpose
	Selection criteria assist the recruitment and selection process by:

· Assisting in attracting suitable applicants

· Providing the standards against which all applications can be assessed

· Providing the means against which applicants can be meritoriously distinguished

· Providing a basis for interview questions

The more accurate the selection criteria the more likely the best applicant will be selected for the position.  Selection criteria should:

· Be written in simple and clear language

· Be specific and not overlap

· Be based on the real requirements of the position

· Not be excessive in number

· Not discriminate unlawfully either directly or indirectly against applicants

· Not favor either internal or external applicants

· Be consistent with the classification standards of the position


Continued on next page

Selection Criteria, Continued
	Essential or desirable 
	Selection criteria must be defined as either essential or desirable.  Essential criteria are those that the candidate must have to satisfactorily perform the duties of the position.  Desirable criteria are those which enhance a candidate’s capacity to perform the position but are not critical to a candidate obtaining the position.
Selection criteria must relate directly to the tasks and functions required of the position and must not be tailored to fit a particular applicant.  As well as relating to the tasks of the position, selection criteria both essential and desirable should include those behavioral requirements or personal attributes required to successfully perform the position.  These may include attributes such as ability to work independently, to operate effectively as a team member, communication and interpersonal skills, and negotiation skills.


