CHAPTER Il (EMPLOYMENT)

PR-205 Certification and Selection

A.

Certification of candidates. Certification of candidates refers to the register of
candidates who meet minimum qualifications of candidates sent by the Human
Resources Department to a requesting agency seeking to fill a vacancy.

Duration of certification. The period during which action may be taken on a hiring
list shall expire six months after announcement closed unless specifically
extended or abolished by the Chief Human Resources Officer.

Selective certification. The Yuma County Human Resources Department may
make a selective certification of candidates to a department/office when the
vacancy is for a position requiring job related specialized qualifications.

Selection.

1. A department/office may fill the position by selecting candidates from the
registers in the order of priority as specified in PR-204(J).

2. If the department/office selects from the open competitive register, it must
interview a minimum of three candidates, if available, before making a
selection, except as provided in paragraph 3 below. For multiple vacancies,
the department/office must interview one additional candidate for each
additional vacancy.

3. The department/office may select the single candidate from the register
without conducting three interviews upon written request of the appointing
authority and prior written approval of the Chief Human Resources Officer.

4. All interviews may be conducted in person unless a candidate resides 50
or more miles from the interview site in which case the interview may be
conducted by telephone or technological means.

5. The appointing authority shall check employment references.

6. Yuma County Human Resources Department shall complete a criminal
background check, motor vehicle record check and/or education verification,
if required.

7. The Yuma County Human Resources Department must be consulted
before an appointing authority hires an applicant with a criminal history.

8. The office of the Yuma County Attorney must be consulted before an
appointing authority rescinds a conditional offer of employment.

9. All offers of employment above the entry rate must be approved by the Chief
Human Resources Officer or designee, before an offer of employment is
made, based on relevant experience and education as required in the
minimum qualifications.

Confidentiality of records. The Yuma County Human Resources Department and
appointing authority shall maintain the confidentiality of all evaluation procedures
and records pertinent to selection and evaluation procedure programs.
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F. Complaints. Applicants who have complaints about the procedures used in the
selection process shall forward those complaints to the Yuma County Human
Resources Department.
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