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Agency Pools
Tips and Best Practices
Why should I consider using pools?

There are several reasons why it’s a good idea to incorporate pools into your recruiting practices.  Consider the following:

· Improved Time to Hire:  You will have immediate access to readily available job seekers without having to advertise your position, decreasing your time to hire.

· Shared Services:  Increased efficiencies by not duplicating recruitment efforts.

· Job Seeker Convenience:  Job seekers only have to apply once to be considered for various openings in multiple locations.  

· Fresh Applicants: Applications can be set to automatically expire after a specified period of time reducing the number of “stale” or uninterested job seekers in the pool.

· Talent Pipeline: Pools allow recruiters to build and maintain a pipeline of new talent through strategic recruiting initiatives, hiring events, and job fairs.  

Tips for building agency pools

If your agency is implementing pools as part of your recruitment strategy, here are some tips and best practices to help you get the most out of the system.  
Job Posting

· MyHR Page: The job posting and exam plan won’t show up on your MyHR page under Active Postings if the job posting isn’t assigned to you. To access the Exam Plan or Posting, in Insight, go to Jobs tab at the top of your screen and then click on Exam Plan or Postings.


· Class Spec:  Select the lowest job class in the series you intend to fill with this pool.


· Open/Close Dates:  To keep the job posting open continuously, check “Continuous” at the top of the screen, or select a date that you want the position to close in the “Advertise to” field.  If you’ve indicated a closing date, it will appear on the posting to let job seekers know when the posting expires. 


· Job Type:  If you anticipate using this pool for different types of appointments (e.g. permanent, non-permanent, part-time, etc), select “Various job types,” otherwise select the applicable job type.  


· Job Posting Text:  Include the typical duties for the position and the typical qualifications for each job class within the series.  Make sure to mention the pool will be used to fill positions in various locations as they become available.  If job seekers on the eligible list are set to expire after a certain period of time, you may want to let them know when they will need to reapply.   


· Search Location:  Select each of the counties where you intend to fill positions from this pool, so the job seeker will be able to find your posting when searching by location.  If it’s a statewide pool and could potentially be used to fill positions in any county across the state, be sure to select all counties. 

· Location:  This field is not searchable, but it is displayed on your job posting. For pools where you will be filling positions in different locations, select “Multiple Locations Statewide” from the drop-down, otherwise select the applicable location.     

· Salary Range: The salary range is likely to be very broad if you are using the pool to fill positions at different levels within a job class series.  Only the minimum salary is required, so one alternative is to enter the minimum salary of the lowest job class within the series, and leave the maximum salary field blank. Another option in lieu of displaying the salary range would be to check the box that says “Check this box to display salary as,” and select “Depends on Qualifications” or “See Position Description” from the drop-down, and the include the salary for the different levels within the posting.
· Supplemental Questionnaire: It’s a good idea to include a supplemental questionnaire to capture important information such as your job seeker’s work preferences, so you can filter on it later. For example, some might be willing to work in a prison setting, while others may not be comfortable in that type of environment. Create a multi-select response question that allows job seekers to indicate the locations (counties, facilities, liquor stores, etc) they are willing to work.  Supplemental questionnaires can also be used to screen job seekers for minimum qualifications or score them on desired qualifications.  

· Questionnaire Scoring: Your supplemental questionnaire can be setup to tell what job class job seekers are qualified for based on their score. This method is best used for job classes with specific requirements (e.g., Fiscal Analyst 1, 2, 3). Refer to the Insight 203 Online Training Tutorial for more information about scoring. 
Exam Plan

· Maintenance: The system won’t score job seekers until they’ve been moved from “Application Received” to the supplemental questionnaire evaluation step, so it’s important to do this on a regular basis.  Not only will this decrease the chance of job seekers missing out on an opportunity, but it will also make it easier on the recruiter not having to process large volumes of job seekers all at once.  


· Eligible List: The system makes it easy to organize your applicant pool by allowing users to create multiple eligible lists.  Maintaining separate lists for internal and external applicants or each job class might save time and simplify the certification process. Note: an application cannot be one more than one eligible list for an exam plan at a time. You can also set an expiration date for each eligible list or specify the number of days job seekers are active.  An expiration date can be set when creating a new eligible list or by clicking the “edit” link in the “Action” column on an existing eligible list. 


· Filtering:  Applicants on the eligible list can be filtered based on the information they have provided in their profile and how they responded to the supplemental questionnaire.  Apply a filter to find applicants that match your position specific criteria.


· Archiving: Clean up your exam plan by periodically archiving applications that don’t make it onto the eligible list.  Doing this helps keep your exam plan from getting cluttered with applications that did not make it to the eligible list. The applicant’s information is hidden but not deleted, and can still be viewed or even un-archived later if necessary.    
Requisitions

· Assign Position Specific Reqs: After your position specific requisition has been created and approved, assign it to your applicant pool exam plan. Candidates are then able to be referred to that requisition. Unlike job postings, multiple requisitions can be assigned to one exam plan.
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