THE SELECTION SYSTEM: AN OVERVIEW

The Uniform Employment Selection Guide encompasses all regular employee groups unless otherwise

noted.

The selection system or selection procedure is the process or sequence of steps that an applicant goes
through in an attempt to obtain employment in the Contra Costa Community College District. Each step
consists of an evaluation of some aspect of the applicant’s skills, knowledge, abilities or personal
characteristics which are sufficient, or more than sufficient, to successfully perform the job in question.
The selection system, as put forth in this guide, consists of the following major components:

A.

The Applicant Pool

After receiving authorization for a position, the applicant pool is developed by preparing the job
announcement and supplemental job information questionnaire, advertising the position,
responding to applicants and preparing a file on each applicant. The result should be an
applicant pool which is broadly representative of the diversity of the relevant labor market.

Preliminary Evaluation

Generally, the applicant pool includes a large number, so some attempt must be made to
eliminate those applicants who are least qualified for the position. This preliminary evaluation
consists of examining each applicant’s qualifications, in a systematic and structured fashion, then
eliminating the least qualified from further evaluation. This step is sometimes known as “paper
screening” and involves two steps: screening for minimum qualifications and rating the remaining
applications.

Screening Interview

This is a structured personal interview, with a committee, of the most qualified applicants
remaining in the competition. It is designed to further evaluate applicants and recommend the
most qualified applicants for further consideration within the selection process.

Additional Screening Procedures

This component is optional and may be completed either prior to, in conjunction with, or after the
screening interview. It consists of a further examination of the applicants by management, using
written tests or job performance tests (i.e., keyboarding or typing test, teaching demonstration,
etc.).

Hiring Interview

The second interview, or hiring interview, is an in-depth evaluation of the remaining applicants
(finalists) to determine who will be considered for the position.

The Final Phase

The final phase consists of checking job references, summarizing the outcome of the total
selection process and making an offer of employment to an applicant. How complex and how
detailed the selection system will be is basically a management decision made in light of the
nature of the particular position, the number of positions open, the number of expected
applicants, financial and human resources available and the demands of applicable federal and
state laws and guidelines covering equal employment opportunity and employment
discrimination.



