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RECRUITMENT
I.
PURPOSE:

To attract qualified applicants in order to fill Department positions.

II.
SCOPE:

Departmentwide.

III.
POLICY:

The Department recognizes the need for a highly qualified and competent workforce which reflects the diversity of the customers we serve.  In order to meet this need, the Department may initiate recruitment activities to identify qualified candidates for employment.

The Office of Human Resources (OHR) is responsible for recruitment in collaboration with the Department managers and supervisors.

IV.
PROCEDURE:


The following actions may be taken:

A.
Request the Office of Administration, Division of Personnel open the class for recruitment and to issue the  announcement.

B.
Prepare Department announcements for special mailing and posting (state health departments, schools, colleges, organizations, etc.).

C.
Advertise in the news media or on-line services.

D.
Place orders with employment offices.

E.
Contact individuals, schools or organizations.

Specialized recruitment activities will be developed in consultation and cooperation with the manager/supervisor desiring to fill a specific vacancy.

Recruitment activities will be conducted in such a manner as to provide equal employment opportunity and in an effort to increase diversity in all Department positions.
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