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SUBJECT: REQUESTING AND RECRUITING FOR PERSONNEL
PURPOSE:

To provide a fair and equitable system to ensure that applicants (both internal and
external) are made aware of current and/or future vacancies within City government.

POLICY:

The Human Resources Department shall establish and maintain, as needed, lists of
qualified candidates to enable departments to fill vacancies in a timely manner.

Departments wishing to fill an opening for a new position or a replacement vacancy
shall complete a Personnel Requisition Form and Justification Form (see attachments),
and forward these forms to the City Manager's Office. The City Manager's Office shall
verify that the position requested has been authorized and approved. They shall then
forward the Personnel Requisition to the appropriate Assistant City Manager or City
Manager for approval. The City Manager's Office will then forward the approved
Personnel Requisition to the Human Resources Department.

The requesting department should indicate on the Personnel Requisition the type of
recruitment desired (e.g.” Open” or “Promotional”) if a current eligibility list does not
exist for the position requested. A promotional recruitment can occur only after taking
into consideration the availability of protected class employees possessing requisite
skills. Any promotional recruitment which fails to attract at least three (3) qualified
candidates may be reopened to outside candidates. The requesting department shall
also indicate on the Personnel Requisition any special conditions of employment such
as shift work, permanency of assignment, or need for second language proficiency.

The City shall make every effort to provide the means by which interested and qualified
applicants shall be made aware of vacancies within City government. This process
shall occur without regard to race, religion, color, national origin, ancestry, age,
disability, medical condition, marital status, sex or sexual orientation. Recruitments shall
be carried out in accordance with merit principles.

The Human Resources Department shall administer and coordinate the recruitment
process and shall contact the requesting department for assistance, as appropriate. An
announcement (bulletin) shall be published and distributed for each vacancy



