


Why must we evaluate applicants? 

To be in compliance with laws, rules, and 
regulations 

- Merit System Principles 
- Prohibited Personnel Practices 
- Uniform Guidelines On Employee Selection 

Procedures 
- Veterans' Preference Act of 1944, as amended 
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0 MERIT PRINCIPLES 

I The guiding principles of recruitment is that it 
be fair and determined solely on the basis of 
relative ability, knowledge, and skills, after 
fair and open competition, should be from 
qualified individuals from all segments of 
society, and which assures that all receive 



Recruit qualified individuals from all segments of 
society and select and advance employees on the 
basis of merit after fair and open competition which 
assures that all receive equal opportunity. 
Treat employees and applicants fairly and equitably, 
without regard to political affiliation, race, color, 

I ~ religion, national origin sex, martial status, age, or 
handicapping condition, and with proper regard for 
their privacy and constitutional rights. 

1 Provide equal pay for equal work and recognize 
excellent performance. 

a Maintain high standards of integrity, conduct, and 
concern for the public interest. 



a Manage employees efficiently and effectively. 
a Retain and separate employees on the basis of their 

performance. 
a Educate and train employees when it will result in 

better organizational or individual performance. 
a Protect employees from arbitrary action, personal 

favoritism, or coercion for partisan 
Protect employees against reprisal for the lawful 
disclosure of information in "whistleblower" situation 
(i.e., protecting people who report things like illegal 
andlor wasteful activities). 





What are KSAs % 

a Knowledge, Skills, and Abilities (KSAs) 
- Job elements or factors that are used for the 

objective, competitive evaluation of best-qualified 
applicants from the total pool of eligible applicants 
for advertised vacancies. 

- Directly related to the duties and responsibilities 
of the position being filled and are predictors of 
successfuI performance. 





Skills 

Skill - A present, observable competence to 
perform a task with ease and proficiency. It 
often requires the use of equipment, 
machinery, or tools and implies measurable 
performance. Skills include know-how 
acquired through practice. 
- Examples of Skills: 

a Skills in horseback riding. 
a Skills in typing. 

a Skills in using a microscope. 



@ Abilities 

Ability - A present competence to perform 
an observable behavior or a behavior that 
results in an observable product. It is often 
broader and more abstract than skills or 
knowledge. 
- Examples 'of Abilities: 

Ability to write reports. 
Ability to communicate verbally. 

Ability to plan and organize work. 









- C = Good or well qualified experience for the 
position for which the applicant is being considered. 
Rating of 80 points is typically assigned at this level. 

- E = Minimally qualifying experience for the position 
for which the applicant is being considered. Rating 
of 70 points is typically assigned at this level. 

I I Provision for assigning additional points on the 
basis of an evaluation of the applicant in terms 
of specific knowledge, abilities or skills that are 
important for successful performance of the * 

duties of the position. 
- Needs to be identified in announcement. 
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Writing a Crediting Plan 

Each level definition should address each of 
the KSAs. 
There need to be clear distinctions between 
the levels, and these distinctions must be 
measurable. 
Avoid qualifiers, such as "thorough, expert, 
or working" knowledge - these are not 
measurable. 










	Overview of Hiring Process-page1.pdf
	Overview of Hiring Process by Joe Piemontese



