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Tips for Internal and Internal Transfer Job Postings 

When creating a job posting on careers.wa.gov for internal candidates only, it’s important to make that fact very clear for interested job seekers. Below are some suggestions to include on internal postings to help decrease the number of ineligible applicants from applying.

1. In the job posting title include text to identify the position as “Internal” or “Internal Transfers Only,” along with the agency name. 

Example: Customer Service Specialist – Department of Enterprise Services Internal Only 

2. Include text at the top of the job posting description field that states the posting is open for internal candidates only. If open to internal transfer candidates only, it is recommended to include the definition of what a transfer candidate is as defined by the master agreements for represented positions:

“A transfer candidate is defined as an employee in permanent status in the same classification as the vacancy within the agency.”

3. Select the appropriate internal job type to appear on the posting:

Agency Internal – Non-Permanent

Agency Internal – Permanent

Agency Internal – Project

Agency Internal Transfer – Non-Permanent

Agency Internal Transfer – Permanent

Agency Internal Transfer – Project

Agency Internal Promotional – Non-Permanent

Agency Internal Promotional – Permanent

Agency Internal Promotional – Project

4. Create a pass/fail question on the posting that asks the candidate whether or not they are a permanent employee of the agency or a transfer candidate. 
Examples

Example of how the Job Type/Employment Type would appear in the job search results:
[image: image1.png]Job Title Department Location Job Type Salary Posted Closing
COMMUNITY CORRECTIONS Dept. of Clark County Agency $3,392.00 - 01/05/16 01/07/16
OFFICER 2 - W. Vancouver Unit Corrections  Vancouver, Internal $4,452.00
381 (WFSE Internal Transfer WA Transfer - mon
Only) Permanent,

Information Technology Dept. of Snohomish Full Time - $4,237.00 - 01/04/16 01/18/16

Specialist 3 Corrections  County — Permanent $5,557.00 mon




Example of how the posting would appear when viewed by a job seeker – in this example, the internal transfer eligibility is defined in the first sentence of the posting:

[image: image3.emf] [image: image2.png]cickenst - COMMUNITY CORRECTIONS OFFICER 2 - W. Vancouver

Salary (D $3,392.00 - $4,452.00 Monthly Location (D Clark County — Vancouver, WA
Job Number SX23-WFSE-010516 Closing 1/7/2016 11:59 PM Pacific
Job Title Department
DESCRIPTION
COMMUNITY CORRECTIONS OFFICER 2 - W. Dept. of
Vancouver Unit 381 (WFSE Internal Transfer Only) Corrections
Description
Information Technology Specialist 3 Dept of Washington State Department of Corrections
Corrections
OFFICE ASSISTANT LEAD Dept. of

Corrections





If there is not a successful internal or internal transfer candidate, the posting can be edited to:

· Remove the ‘Internal/Internal Transfers Only’ from the Job Title.

· Change the Job Type to one of the standards – e.g., Full Time-Permanent.

· Remove the note that appears in the postings descriptions field.

These edits are tracked in the posting Audit Trail. 
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