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Recruiter Tips
The following are tips to help you enter in the state of Washington specific data while using the NEOGOV Insight Enterprise system. 
Be sure to check the Layoff and GGTP lists for eligible candidates, and apply Veterans’ Preference accordingly.

Requisition 

· Division – use of divisions is by agency. You may not have one to select.

· Hiring Manager – select the HM if your agency has granted the HM role, otherwise select yourself or other per your agency process.

· Skills Section is limited to 55 characters – need to list only core skills (for internal use only).

· Date Human Resources received request to start hiring process – start date of Time to Hire report. Field is required, but can be edited if needed.

· No Approvals – use of approval process is by agency.

· Job Class Specifications - When creating a requisition, you will need to select a job specification. Limited information will be pre-populated.  For Washington General Service classified positions, use the existing job class title.  For WMS and Exempt positions (under OFM and those not under OFM jurisdiction) refer to the table below.
	WMS 01 – WMS04
	Use for WMS Band 1-4 positions.

	WMS MD
	Use for WMS MD positions.

	At-Will 00
	“Exempt” positions such as Confidential Secretaries, Administrative Assts. at State Treasurer or Office of Financial Management, or Assistant Attorney General at the Attorney General’s Office identified with a “B” or “EX” class code.

	At-Will 01 

(through 05)
	“Exempt” positions within OSHRD jurisdiction such as:  Director, Asst. Director or Deputies identified with a “B” class code.

	At-Will 06 (MD)
	“Exempt” medical positions within the jurisdiction of OSHRD such as:  Medical Director identified with a “B” class code.

	HECB000   

	“Exempt” positions outside OSHRD jurisdiction at the Higher Education Coordinating Board (e.g., Associate Director, Policy Analyst, Executive Asst.).

	PRT000

	“Exempt” positions outside OSHRD jurisdiction at the State Printer (e.g., Press Supervisor, Bindery Worker).

	JUD000

	“Exempt” positions outside OSHRD jurisdiction at the Administrator for the Courts (Law Clerk, Chief Deputy Clerk, Judicial Asst).

	MFS000

	“Exempt” positions outside OSHRD jurisdiction at the Marine-Ferry System (e.g., Shipwright, Pipefitter, Chief Engineer, Chief Mate, Ticket Taker).

	TC111
	“Exempt” positions outside OSHRD jurisdiction at the Washington State Patrol (Trooper Cadet).

	LEG000
	“Exempt” positions outside OSHRD jurisdiction with the House and Senate (E.g., Staff Counsel, Legislative Asst., Information System Analyst). 

	
	


Posting

· Draft box is automatically checked when you create a posting. You must uncheck the Draft box and then click ‘Add’ or ‘Save’ at the bottom of the Posting page when you are ready to release the posting. The Posting will then immediately appear on careers.wa.gov (unless the Advertise From date is a future date).
· Job List  - select “Default Job Posting”

· To support the Governor’s directive for one place to find state jobs we are not using Promotional Jobs or Transfer Jobs sites.  If you do select one of these it will not show anywhere

· Description – if copying and pasting in information from Word, use the Paste icon (clip board with a W) to paste.
· Auto-Update – is automatically not checked. Do not check this option.
· The automatic salary update is not being used in the system since there are multiple salary schedules.

· Salary Per – select from the dropdown options the salary that you entered into the Minimum Salary and Maximum Salary fields (e.g., Monthly, Hourly, etc).

· Show Salary Breakdown – select the breakdown you wish to appear on the Posting. It’s recommended that you only select one or two.
· The state’s breakdown is based on 2088.00 hours per year.

· Questions – develop questions and scoring outside of the system prior to entering.

· Questions – Check the ‘confidential’ box if you do not want the questions and their responses appearing on the application to the Insight or OHC user.

Eligible List

Eligible List table includes the applicants’ responses to Agency-Wide questions to aid in determining Veteran’s Preference points and supplemental certification in eligible goal areas for candidates who meet the competencies requirements. 
The responses will appear in columns on the Eligible List as shown here:
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Onthespot, Johnny. Add 08/24/13

Crockett, Sonny Add 08/24113
Mouse, Minnie M Add 08/24/13

Munzie, Mazzy 08/24113

‘Shortcake, Strawberry 08/24/13
Auderer, Jack the Cat 08/24113

Bono. Sony. 08124113




The columns that are populated by the applicant response are indicated with an asterisk. The field will appear blank if a response is not selected by the applicant.

Perm Employee* is linked to the only required Agency-Wide question – 

Do you currently hold permanent status as a classified employee within the Washington General Service or Washington Management Service? 

· Yes

· No

Agency Employed* populates with the selected agency’s HRMS four digit code and is mapped to the following question (note: exempt agencies, boards or commissions may not have a HRMS code and will appear with leading zero’s) -- 

If you are a permanent state employee, which agency are you permanently employed with?

· Dropdown selection 

Vets Pref %* is linked to the veteran’s self declaration question – 

If you are a US Veteran and would like to apply for Veteran's Preference points, indicate whether you are entitled to either an additional 5 or 10 percent added onto your passing score. You may be required to provide a copy of your discharge paper DD214, NGB Form 22 or other military record. 

Eligible applicants may use Veteran's Preference when applying with the state of Washington in accordance with RCW 41.04.010, 41.04.007, 41.04.005, and 73.16.010. For additional information on Veteran's Preference and guidance on how to determine if you are eligible for 5% or 10%, click here
· Yes, I qualify for an additional 5% onto my passing examination score. (5)

· Yes, I qualify for an additional 10% onto my passing examination score. (10)

· Yes, I qualify but I have already used my additional percentage to gain state employment. (Used)

· No, I do not qualify. (No)

Vietnam Era Vet* is linked to –

Are you a Vietnam Era Veteran?

· Yes

· No

Disabled Vet* is linked to –

Are you entitled to compensation under laws administered by the U.S. Department of Veterans Affairs for disability?

· Yes, I have a service disability rated at 30 percent or more. (30)
· Yes, I have a service disability rated at 10 or 20 percent as determined by the U.S. Department of Veterans Affairs which has resulted in a serious employment handicap and I can provide a letter from the USDVA confirming this status. (10_or_20)
· Yes, I was discharged or released from active duty for a disability incurred or aggravated in the line of duty. (Yes)
· No, I am not entitled to compensation as stated. (No)

Person w/ Disability* is linked to – 

Are you a person with a disability?

· Yes

· No

Age 40 or Older* is linked to – 

Are you 40 years of age or older?

· Yes

· No

Hire/PA Processing

· Approvals – use of the hire approval process is by agency.

· Answer Date on the Personnel Action/Hire Form is the end date for the Time to Hire.  A Time to Hire report has been created for your use.
Both reports are used for the HR Management report for the state.
Scoring Factors
· Calculate Final Score - for ranked recruitments, be sure to check include questions, responses with points, scoring factor, and the Supplemental Questionnaire scored Evaluation Step.
Reference the specific User Guides for guidance on business processes within the system, including; Certification, Veteran’s Preference, running the Layoff List report, and searching for GGTP candidates.
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