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PERSONNEL SELECTION ANALYST

DESCRIPTION:  This is complex professional work developing selection devices and making contributions to policy development in the Recruitment and Selection Division.  Under limited supervision, employees in this class work independently in performing difficult and complex assignments involved with adapting general formatted selection devices to specific cases.  Assignments are normally given in general terms with employees utilizing wide latitude in work organization.  Selection methods developed will affect positions filled at all levels of responsibility/authority and in many classified agencies of 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.)

Drafts, reviews, and revises selection devices to assist agencies and encourage use of valid, job related ratings.

Determines appropriate selection device type and format according to professional and regulatory requirements.

Assembles sets of background statements and item pools using job analysis and items or selection information from our own resources or from other jurisdiction which are linked to knowledge, ability, and skill requirements by subject matter experts.

Collects data to provide independent documentation of work performed in order to verify information provided by subject matter experts and agency representatives.

Conducts meetings with incumbents, supervisors, agency representatives and Selection Specialists to identify the level and nature of the job, job tasks, requirements of skill, knowledge, ability, personnel characteristics, experience, and/or education.

Explains selection devices procedures and principles to Personnel and agency staff members.

Writes correspondence to provide or elicit information related to selection policies, procedures, projects, operations, and materials.

Documents job analysis information and selection device development to provide evidence of content validity for selection devices through a complete audit trail for each selection project.

Designs new forms and formats for selection devices and score sheets to meet special selection needs by adapting previous formats or materials in the selection literature or by developing new ones to fit situations and data involved.

Reviews professional publications and other resources so that current principles and requirements may be complied with and ramifications explained to recruitment, personnel, and agency staff members.

PERSONNEL SELECTION ANALYST (continued)

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

Knowledge of:  Uniform Federal Guidelines on Employment Selection; professional standards which apply to testing; sources of information on selection formats and measures; principles of job analysis; sources of information to determine content, duties, and terminology of jobs; sources of information to determine content and requirements of education and training programs; interviewing techniques.

Ability to:  communicate orally and in writing with individuals at various levels of organization; comprehend, interpret, and follow professional and technical guidelines; understand and interpret statistical, summary, and raw data.

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

Knowledge of:  testing and measurement terminology, methods, and statistics; principles and practices of government or business personnel management or organization structure.

Ability to:  read and comprehend technical materials and government regulations; follow standard formats and suggested guidelines in developing or writing technical materials or reports; perform mathematical and statistical computations and interpret the results;

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.)

Major coursework in administration or in personnel management, or in educational/psychological tests and measurements, or statistics;

OR

two years work experience with responsibility for development of content valid selection procedures;

OR

an equivalent combination of education and work experience.

