STATE OF NEBRASKA
CLASS CODE:
K17321

CLASS SPECIFICATION
SALARY GRADE:
11

EST:  07/84 - REV:  05/02
OVERTIME STATUS:
N
PERSONNEL SELECTION/RECRUITMENT SPECIALIST

DESCRIPTION:  Under general supervision, conducts employment advertising and applicant screening for state agencies in order to provide qualified applicants for vacant positions and provides information to applicants about employment in state government.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Evaluates the education and experience of applicants according to established guidelines in order to determine each applicant's qualifications and/or rank applications to select the best qualified applicants for an agency's review.

Coordinates application flow between state agencies and State Personnel for agency review of applications when screening is not performed.

Compiles and drafts/tapes the Job Mart and Job Line on a rotating basis to assemble and publicize information obtained from agency representatives, job descriptions, and/or job orders.

Composes correspondence to applicants, agency representatives, and other parties to provide or request information.

Composes and places advertisements to list job openings in relevant publications.

Administers and scores written and/or performance tests to rank applicants for selection.

Coordinates testing to provide services for applicant convenience at out-state and out-of-state test sites.

Monitors position vacancies to perform follow-up on position status.

Counsels applicants to provide information about other employment opportunities in state government, recruitment procedures and policies, state benefits, and other pertinent information.

Represents State Personnel to recruit interested applicants through public speaking engagements, high school and college presentations, career fairs, and other activities.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the rules, policies, and practices of State Personnel; job classifications within state government; policies of other state agencies to coordinate qualified applicants with available positions; EEO and AA policies and procedures; employee selection; interviewing techniques.

Ability to:  apply evaluation criteria in a consistent and fair manner; interpret rules, regulations and policies; perform work independently according to policy and procedure guidelines; write job advertisements; maintain accurate records and prepare reports; make oral presentations.

PERSONNEL SELECTION/RECRUITMENT SPECIALIST (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  personnel procedures and confidentiality; business English and business communications; basic mathematics.

Ability to:  make and justify decisions; interact effectively with the public; communicate effectively orally and in writing; organize personal workload; maintain accurate records and prepare reports.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Coursework/training in:  personnel administration procedures and practices.

OR

Experience in interviewing/counseling job seekers or applicants or in evaluating the qualifications of applicants.

