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               (RP-3) CANDIDATE SCREENING FORM

 (CLASSIFIED/WAGE)
Position Title: __________________________________________ Position No.:                        
    Supervisor Reviewer(s):  _ __                      ___   
Date: ___________________
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	KNOWLEDGE, SKILLS, AND ABILITIES 

	 Candidate Name


	Educational Requirement


	Required Licenses, Registration or Certification
	Related Job Experience
	Other Related Requirement
	Supervisory or Management Experience, if Required


	Computer Experience, if Required
	Total
	Comments


  Rating Codes:  N/A =   Unrated - KSA not required     0 = Fails to Meet Job Requirements     1 = Meets Job Requirements     2 = Exceeds Job Requirements
                                1 - First Screening (KSA qualitative review) 

  2 - Second Screening (KSA quantitative review)  

Special Note: If you have additional candidates, attach another Candidate Screening Form
Equal Opportunity/Affirmative Action Employer                                                (Revised 5/05ae)                                                                                              

CANDIDATE SCREENING CLASSIFIED/WAGE EMPLOYEES

This form is used to screen applications to determine the best suited candidates for the interviewing process.  The manager or supervisor should obtain all applications and screening forms from the Human Resources Office.

Prior to the screening process, the manager/supervisor and/or reviewers must determine the required knowledge, skills and abilities based upon the position description and job announcement.  Each candidate must be evaluated on the same criteria.  The KSA’s for each element must be specified in the space provided under each criteria  (Example: Educational Requirement - H.S. diploma or GED required/BS preferred).

Column 1 - The space under each KSA element is to be utilized in conducting the initial qualitative assessment.  This paper (application) review will determine the level of qualifications of each applicant based upon an identifiable scoring system.    The reviewer will indicate a number from 0 to 2 for each element to describe the candidate’s qualifications in relationship to the requirements of the position.  The number two (2) represents the highest rating, one (1) represents the lowest rating, 0 represents a lack of the required qualifications, and N/A should be used if an element does not apply to the position.

The scoring will indicate that the following is present:

0
indicates that the candidate fails to meet job requirements.

1
indicates that the candidate meets job requirements.

2
indicates that the candidate exceeds job requirements.

          N/A
indicates that the element is unrated.

The reviewer should add all of the numbers to determine the total score for each candidate, and those with the highest scores should be considered for an employment interview.

When there is a need to continue the rating process, a second screening should be conducted utilizing a quantitative evaluation of the application.  This review will involve the assignment of numerical values to each of the KSA elements.

Column 2 - The space under each KSA element is to be used if a second screening is necessary to determine the candidates for the interviewing process.  The second screening will only be inclusive of the top candidates from the initial screening.  This screening will require the reviewer to carefully evaluate the applications to determine the number of years  applicable to each criteria   (Example: If an applicant has 2 years of college, under Educational Requirement, the reviewer would indicate 14 representing a high school graduate and 2 years of college).  Quantitative measures should be given for each element, and the reviewer should add all of the numbers in Column 2 to determine the total score for the applicant.  The candidates with the highest scores should be scheduled for employment interviews.

Supervisors are responsible for contacting the candidates to schedule the employment interviews, and for notifying the Personnel Analyst of the scheduled appointments.

The reviewer should use the comments section to make notes during the screening process, if necessary.

Upon completion of the screening process, copies of the Candidate Screening Form must be returned to the Human Resources Office.  The Employment Manager or designee will review the Candidate Screening Form for compliance with the Equal Opportunity and Affirmative Action guidelines.  If there are any areas of concern, the reviewer will be contacted immediately to resolve issues prior to the completion of the interviewing process.

Upon the conclusion of the interviewing process, the original Candidate Screening Forms must be submitted to the Human Resources Office with the interview package.  Any questions or concerns must be addressed to the Employment and Records Section of the Human Resources Office.
Human Resources Department


	          700 Park Avenue, Suite 210


                         Norfolk, Virginia 23504


	                              Tel: (757) 823-8160 Fax: (757) 823-2805


 Web: � HYPERLINK "http://www.nsu.edu" ��www.nsu.edu�    








