
  

  

  

  

 
   

Typical Steps in the State’s Civil Service Selection Process 
(Extracted from the State Personnel Board Selection Manual) 

Is there an eligible list for 
the classification in which 

the vacancy exists? 

Is an eligible list necessary in 
order to fill vacancy? 

Advertise the vacancy, which may 
include certifying the eligible list. 

Conduct examination 
process to create an 

eligible list. 

Applications received? 
Re-advertise with increased recruitment 

efforts. 

Screen applications to determine which 
candidates meet minimum qualification 

requirements and are eligible for 
appointment. 
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Department determines that 
approval to fill a vacant position in 
a civil service has been secured. 

See Chart entitled, 
Conducting a Civil Service 

Examination Process to 
establish an Eligible List 



  

  

  

 

  

Determine which candidates to 
consider further in the selection 

process. 

Develop job-related hiring interview 
questions and scoring criteria. 

Determine who will serve on hiring 
interview panel. 

Schedule hiring interviews. 

Conduct hiring interviews. 

Determine for which candidates to 
conduct reference checks and 

reviews of previous employment. 

Notify those candidates for whom 
reference checks will be conducted. 

Develop reference check questions 
and evaluation criteria. 
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Are additional assessment 
components (background 
check, medical evaluation, 

psychological screening, drug 
test) required? 

Make appointment decision based 
upon hiring interview and reference 

check results. 

Follow established procedures for 
conducting additional assessment 

components (including extended conditional 
job offer as necessary). 

No 

Yes 

Yes 

Conduct reference check(s) 

Candidate must successfully serve required 
probationary period before attaining permanent 

status in the position. 

Is a probationary period 
required for selected 

candidate? 

Make job offer to candidate; 
establish start date and proceed 

with new employee hiring activities 
per departmental procedures. 

Candidate attains permanent status. 

No 




