Arkansas Department of Military
Cabinet Secretary - Brigadier General Olen Chad Bridges,
The Adjutant General

Policy Title: State Hiring Process and Procedures

Policy Number: 19

Authority: Ark. Code Ann. §12-61-106, Department of Transformation and Shared Services,
Office of Personnel Management, Policy Title: Advertising a Job and Filling a Position, Policy
Number: 8

Effective Date: July 1, 2023

. PURPOSE:

This policy establishes guidelines for the Arkansas Department of Military (DOTM) personnel
and Arkansas National Guard personnel involved in the state hiring process on the correct
procedures of requesting, advertising, benchmarking, scheduling interviews, and the selection
process.

Il. POLICY:

The Department of Military-Human Resources Department (DOTM-HR) is responsible for
managing and assisting in all phases of the state hiring process. For all state positions, the
following instructions are to be followed based on the Department’'s ARCareers Success

Factors Portal. Before initiating a request for a position be advertised and filled, verify with the
DOTM HR to ensure funding and budgetary guidelines and availability are met.

lll. ADVERTISING VACANT POSITIONS:

To advertise a vacant position the "Hiring Official" must send the following documents to their
Human Resource Analyst to forward to DOTM-HR. Only after DOTM-HR reviews and approves
the request, will the position be approved for adverting. The mandatory documents include:

e DOTM Position Request Form.

e Benchmark Criteria. Please note benchmarking is to be utilized if you have ten (10)
or more applicants that meet the Minimum Qualifications for the position
advertised.

e Copy of the Current State Employee Organization Chart.
e Interview Panel Form.
e Copy of Interview Questions.

e Functional Job Description Form.
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o KSA Knowledge, Skills and Abilities Score Sheet Completed with Weights.
IV. BENCHMARKING:

A Benchmarking Sheet should always be established prior to receiving the applicant log. It
should contain the criteria for A, B, and C groups. The use of benchmarking is only necessary
when you have ten (10) or more applicants.

V. RECEIVING YOUR APPLICANT LOG OF MINIMUMALLY QUALIFIED APPLICANTS:

DOTM HR Analyst will e-mail the applicant link from ARCareers Success Factor Portal
(candidates that meet minimum qualifications) to the Hiring Official.

VI. INTERVIEW PANEL.:

A (diverse) hiring panel is required for all state posted positions. Hiring panels will consist of
two (2) qualified State or Federal employees (preferably both), and all need to be the same
grade or higher of the position for which applicants are to be interviewed. Check with the
selected panel for availability before scheduling any interviews to ensure that all panelists will
be able to attend each interview date and time. There are no substitutions allowed for panel
members once the interviews have begun. Interviews must be rescheduled if a panel member
is unavailable. Please send DOTM HR a copy of any updated interview questions prior to the
first interview.

VIl. ADEQUATE INTERVIEW LIST:

An adequate interview list will consist of a minimum of five (5) applicants, however if during the
scheduling process, one or more of the applicants declines the interview, leaving you with two
(2) or less, contact the DOTM HR for further guidance.

VIIl. ATTEMPT TO CONTACT:

Each applicant selected for interview should be contacted by phone or email, and the hiring
manager should make no less than three (3) attempts to schedule an interview. An applicant
call log must be used to log all attempts to contact the applicant. The call log will be filed as a
part of the applicants hiring packet. If email is used to contact applicants, copies of emails will
be filed as part of the applicants hiring packet.

IX. ATTEMPT TO CONTACT:

Each interview packet should consist of the following:

e A copy of the applicant’s active driver's license and social security card
o Reference Consent/Release Authorization Form
o Employee Disclosure forms F3-F8
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e Statement of Understanding (APERS Contributory Provisions)
o AR State Vehicle Safety Program

e Background Check Form

o Veteran's Preference Policy

e Signed Functional Job Description Form

X. KNOWLEDGE SKILLS AND ABILITIES (KSA) SCORE SHEET:

The KSA is an electronic document in which you enter the weighted areas of your questions
onto the spreadsheet that tabulates your final score. To develop your (KSA) Knowledge, Skills
and Ability score sheets, refer to your interview questions and to the Department of
Transformation and Shared Services job specification. Your questions must reflect the KSA of
the position you are advertising. Refer to your instruction sheet for assistance. You will create
one (1) score sheet for each interviewer and one (1) combined with "total average" of all
interviewers scores who participated in the interview. Each interview panel member must sign
their own separate score sheet and all signatures should be on the combined total score
sheet. All sheets must be sent to HR Analyst for review and processing to be entered into the
ARCareers Portal.
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SUCCESS FACTORS PORTAL

UPLOADING HIRE PACKET THROUGH AR SUCCESS FACTORS PORTAL
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Il This action will bring up the Job Requisitions Dashboard below.
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IV.  To view the applicant’s details, click on their nae and the screen below will open to view application.
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V. Viewing Candidates Application |
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Use the shortcut button to sce the appllcatuén resume, or past information.
Use the second row of short cuts to see the cover letter, resume, applicant’s profile, and to emall or take

action on them. (see below) and
" BEmal [ Take A

ter @ frosume L0 View Profile (624) & A¥plication URL

729581457 [ noematiftesteom (g Cover Len

Reaume | Hstorkcal Besalts
e |

Optional: Use the comment sections to record notes

v Comments + Add

Thera are no items in this section

Optional: If you want to set up an interviewer team for this person, locate the Interviewers section and click on

set up and invite the interviewer team.
Sat up Interviewars

vV Interviewers

* Name Interview Date
#
i
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VI.  Use the Candidate Ranking to score the applicant. This can help you compare your applicant list.
: Canclidats Ranking
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VIL  Ifthe hiring manager is interested in interviewing them, there are several ways to contact them and or make

notes
* You can contact them directly by calling them

»  You can email them using
o Outlook
o by using the system email process
s Locate the Correspondence section and click on Send Email (see diagram below)

W Comaspondence = Send Emall

Sended: System Systam F1 Do ULa 2920
Thank your lor appiyinig to State of Akansas (1) Type- Email

Portal will open in an email template (diagram below).
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VII.  Use the Template dropdown to select the most appropriate template
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X.

Tempilat ,
i Candidate - Declination After Interview 2 ]

|- Select a temptate - . 'e
A: Candidate - External Online Offer Cover
! Subest B: Candidate - Internal Online Qffer Cover |
* C: Candidate - PDF Offer Cover
Message Candidate - Career Site Password Reset {r

Candidate - Declination After Interview
Candidate - Declination No Interview

Candidate - Forwarded As Applicant

Candidate - Interal Career Site Password Reset
Candidate « Interview Schedule

Candidate - Invite to Apply

Candidate - Job Alert Notffication

Candidate - Merge Notfication

Candidate - Recruiting Manual Candidate Creation Notification oy
Candidate - Requisition Clozed

Candidate - Thank You for Applying (External)

Candidate - Thank You for Applying (Internal) o
Candidate - Withdrawn o1
Email Job to Friena

Hiring Manager - Candidate to Review Tkt

anrroes in vanr rarser norsnit Thank vai far enneidarinn e a< a natal

From here you can edit all fields, attach the background check form.

e State of Aransas - Intenview Datals
* Meshige = ==
2w Bm e FULE L 4 @ 3w
b S.u['lj! E I
Daar [[CANDIDATE_FIRST_NAME]] .

Your intenvde I8 schadulad for << Day of tWaak Month, Calandar Day>> at <<Timex> You vl ba
meeting with the foliowing leadars andier siaf

<< Namg ard Tite 2»

<< Name ard Title »»

Qur Location

< Lozation Address 23

See Map Below

e ingart Geogle Map 22

«¢ Insart bulding/parking instructions>» w o
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to the Preview mode.

Click on Next in the lower right e
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From here you can cancel the email, click on the Back button to continuing editing or click on I'm Done to
send the email.

If you click on 1'm Done it will send you back to the Candidate’s list for the selectee Talent Pipeline view.
However, if you go back into the applicant and look in the Correspondence section you will see the email
listed. (see diagram below)

vV Gomaspendence B sendEmai B8

Sander System System 1
Thank you for appiying o State
5

of Arkans:
i
Dase 0130020
Tyme Enian
Senger You [5
Slate of Arkarsd - Interview
Detads
8]
Date. 08152000
Tyae Emat

From here you can schedule a Teams video meeting to correspond to the email once they accepted. Or use the
email as a face-to-face meeting depending on the situation.
s Orget with HR for contact and schedule interviews.
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Xl.  Once you confirm or want to move forward with the interview - move the applicant to the Interview stage

by either
1. Dragand Drop - hover over the three-line next to the applicant’s name on the right. Click to hold (it

makes a + sign) and drag to/ManaQ’éi Review.

o
o
>~

L Nm‘/

= 8 xmgenLee prive

Anew popup window will appear

Select first or second interview and click on Apply Update.
2. In the Application section, use the Candidate Status dropdown and select Manager Review.

Vv Application

Hiring Selection [
Qualified - Not Selected

No Show - Interview

| Manager Review

Click on Save to save the status change.

Apglication Dare

For the applicants that you are n?t interested in, change the status using the same method as above.

0 0 | 0 0 0 | 0 |

Autor |

Did Not Meet Requirements ln:em@wf‘d - Not Selected  Qualified - Not Selected  No Show - Interview

+ Candidate Status Interview Ve I

Interview |
| Hiring Selection
Qualfiod - Not Selected

appiication Date No Show - Interview J

Use:
o “Qualified = Not Selected” for applicants that you do not want to interview
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XL,

Drag and Drop to “Interviewed — Not Selected” for applicants that you have interviewed

however, will not be hired for the position

Move the applicant to the Hiring Selection for the person you want to hire for the position.
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