DANE COUNTY
RECRUITMENT PROCESS




VACANT POSITION

* Vacancy Occurs

* Approval Process



Presenter Notes
Presentation Notes
Dane County utilizes Neogov for the recruitment process
Online software program that was implemented in 2017 and has significantly modernized/streamlined the process
A vacancy occurs
Promotion, demotion, transfer, separation, retirement, etc.
Department submits requisition in NEOGOV indicating there is a vacancy
Regular requisitions (budgeted, project, FTE, etc.) go through a 4 step approval process
ER Requisition Review
Confirm there is a vacancy and review the information to ensure everything is accurate
OEI Approval
Reviews data to identify if the position is under parity 
3 categories include women, racial/ethnic minorities and individuals with disabilities
DOA Requisition Approval
Compiles information pertaining to the requisitions
May ask each department to identify their top priorities
Departments must schedule M Class Meetings for managerial positions to further discuss recruitment strategies
ER Assignment
Reviews workloads and assigns accordingly 


HR ASSIGNMENT

Follow EBH & Ordinance

* Review necessary documents

Create Posting

Once approved by Hiring Manager, post for 2 weeks
v'Internal Posting — open on Wednesdays

v'External Posting — open on Fridays

Advertise job opening



Presenter Notes
Presentation Notes
Follow EBH & Ordinance
Review necessary documents
Review Class Spec, PD & AHQ/Exam
Confirm if position is starred
Create Posting
Send draft posting to hiring department for approval
Once approved by Hiring Manager, post for 2 weeks
Internal Posting – open on Wednesdays
External Posting – open on Fridays (could post longer if hard to fill position)
Advertise job opening
HR Analyst posts on Indeed & Job Center of Wisconsin (automatically posted on the Dane County Employment Opportunities Website and Neogov)
Clerk IV posts on Facebook and additional sites (may be beneficial to include a few of the community organizations/email contacts as well)
Diversity Recruitment Specialist (Rodrigo) will send to his contacts 


POSTING CLOSES

* Screen applicants for minimum qualifications
* Exam/Grading of applicants

* Finalize Eligible List

* Refer candidates to Hiring Department for Interview



Presenter Notes
Presentation Notes
Screen applicants for minimum qualifications
Applicants who meet minimums will receive email saying so
Applicants who do not, will have a 3 day appeal period to respond to our emails letting us know why/how they meet minimums
Exam/Grading of applicants
Hiring Depts will provide ER with SME. They must be knowledgeable in position. 
SME Requirements:
Can be external or internal grader
If internal, individual cannot be in a position that is in the EG and must be a Manager
Cannot be on interview panel
Finalize Eligible List
Once all grades are received, candidates will be added to the eligible list where seniority points will be added to internal applicants if applicable
Refer candidates to Hiring Department for Interview
Internal recruitment = Top 4 Candidates (unless otherwise noted in EBH)
External recruitment = Top 8 Candidates (unless otherwise noted in EBH)
If ties in last score referred, then all with that score are referred. 
Check to see if requisition is under parity.  If it is, check top 4 or 8 candidates to see if anyone meets the parity.  If not, check the remaining list and add the 1st person who meets parity as long as they are within 10 points of the lowest referred candidate
Check to see if disability or veteran points are applicable. Follow Ordinance regarding both of these. Only 1 person with disability can be referred. No limit on how many with veteran’s can be referred. 

Transfer List – 705/720 – Email employees on the Transfer List and they have 10 business days to respond if they are interested in interviewing for position. Must be same range or above in order to apply and must meet minimums of position.




BILINGUAL RECRUITMENTS

* Require an oral translation of a passage from Spanish to English and
English to Spanish; for Hmong, candidates are tested in-house during the

interview

* Exam moved from a pass/fail to a graded scale in 2019; 70% score

required on both exams in order to pass

* Select words and phrases are pulled from the passages and graded on

vocabulary, grammar, register/style, false cognates



Presenter Notes
Presentation Notes
When I came on in 2019, we moved the test from a pass/fail to a graded scale.
Worked with our contracted grader to select words and phrases from the passage to grade more objectively on vocabulary, grammar, register/style, false cognates
Register/style- words or phrases characteristic of a style of speech (formal, casual, informal) that must be preserved in the interpretation 
False cognates- words that sound or look alike in both languages, but that have different meanings 



ALTERNATIVE SELECTION

* The process of creating the job posting for AS recruitments is the same

* By requesting Alternative Selection, the position is not posted internally
or externally—it is sent exclusively to our Alternative Selection partners,

who inform their clients, students, employment specialists, case managers

* All applicants must be referred by our designated Alternative Selection

sources to be eligible for consideration



Presenter Notes
Presentation Notes
-Working with the hiring managers on the class specs, AHQ’s, and job posting is the same as with an external recruitment. The hiring manager simply designates it for Alternative Selection on the requisition.
-Our sources are known for their work with socially or economically disadvantaged individuals or adults with disabilities. New sources can be added if their mission supports these targeted communities. 


ALTERNATIVE SELECTION

* Minimum requirements must still be met

* Candidate names are referred to the dept.The department must
interview all applicants found through Alternative Selection before any

other recruitments can occur

* If at the end of the two-week posting period, no qualified Alternative

Selection applicants are found, the position is posted as an

Open/Promotional recruitment



Presenter Notes
Presentation Notes
-Three-day appeal period and creation of the eligibility list is the same. Candidate names are referred to the dept for interview.
-Department must interview and reject all applicants found through AS before any other recruitments can occur
-There can be simultaneously an external recruitment and an Alternative Selection recruitment by the same name ongoing



QUESTIONS?



Presenter Notes
Presentation Notes
Does ER have data on how many people utilize NeoGov each year to seek/apply for county positions?
Rodrigo, do the charts identify the total number of individuals who have utilized neogov?
Sharing the consistency between trends may also be beneficial.

Is there a way to separate who uses it for county jobs only?
Not sure what this is trying to address. In terms of internal only recruitments?

Besides posting jobs for applicants on NeoGov, where else does the county advertise and post? Do position announcements go to aggregator sites or the line?
Dane County Employment Opportunities Website
Neogov
Indeed
Job Center of Wisconsin
Handshake
Etc.
Departments may also pay to advertise on additional sites
Specific to their positions
Monster, ZipRecruiter, Purple Briefcase, etc.
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