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Appointment to Senior Level Positions

Date:

ST February 14, 2006

Joseph S. Martz, Secretary of Administration

By Direction Of:

This directive updates procedures for processing
and obtaining approval for senior level appoint-
ments.

1. PURPOSE. To ensure that uniformly high standards of qualifications, motivation, and character are
used by all agencies in the appointment of candidates to senior level positions. This process integrates the
Governor's overall concern for the quality of management with concern for the quality of managers and
provides for equity in the selection process.

2. SCOPE. Applies to all departments, independent administrative boards and commissions, and other
agencies under the Governor's jurisdiction.

3. POLICY.

a. The Office of the Governor shall review and approve all appointments, promotions, and transfers for
Non-Civil Service senior level positions and shall be consulted on Civil Service senior level positions listed in
this directive.

b. Civil Service and Non-Civil Service "Acting" actions will be exempt from the senior level approval
process, with the exception of Press, Legislative, Policy, and Deputy Secretary positions.

c. Any senior level action which requires an exception to the pay rules should be submitted in accor-
dance with Management Directive 520.9, Appointments Above the Minimum and Management Directive 505.7,
Personnel Rules.

d. To ensure equitable treatment of minorities and females during the selection process, information
must be provided on all candidates who applied or were referred who meet the experience and training
requirements of the senior level position.

4. DEFINITIONS.
a. Non-Civil Service senior level positions. Senior Management Service (SMS), executive and spe-
cial assistants, all personnel staff of agency heads, legislative liaisons, policy liaisons, press secretaries,

community relations representatives, all other professionals in agency press and legislative offices, and all
other Non-Civil Service positions, pay range 9 and above.
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b. Civil Service senior level positions. Chief Information Technology Managers; Administrative and
Management Services Directors; agency Human Resource Directors, Equal Opportunity Managers/Special-
ists; agency Budget and Fiscal Officers; and DOT County Maintenance Managers.

5. PROCEDURES. The following are procedures for hiring senior level personnel.
Procedure 1. Recruitment for senior level Non-Civil Service positions.

a. Agency Human Resource Director and Equal Opportunity Manager/Specialist.

(1) Reviews the Equal Employment Opportunity Plan to identify the equal employment opportunity
goals for senior level positions.

(2) Incorporates these needs into a recruitment plan.
b. Agency Human Resource Director.
(1) Prepares recruitment plan, including:
(a) Plan of action.
(b) Job description.
(c) Minimum experience and training requirements.
(d) Equal employment opportunity goals.
(e) Any special selection criteria.
(f) Copy of advertisement, if applicable.
(2) Forwards the completed recruitment plan to the Bureau of State Employment (BSE).
(3) Submits a Non-Civil Service Vacancy Template.
c. Bureau of State Employment. Approves or disapproves the recruitment plan and notifies the agency.
d. Agency Human Resource Director.
(1) Coordinates the recruitment process.
(2) Forwards resumes and Personal Data Sheets to BSE identifying candidates, prior to interviewing.
e. Bureau of State Employment. Refers qualified candidates to the agency for interview.
f. Agency Human Resource Director.
(1) Coordinates interviews of all candidates referred by BSE.

(2) Performs background verification checks on finalists. (See Management Directive 515.15, Identi-
fication, Employment, and Education Verification Checks.)

(3) Prior to final selection, transmits results of interviews to BSE via e-mail.
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(4) Submits selected candidate, through electronic Senior Level process, to the Deputy Secretary for
Human Resources and Management, Office of Administration (OA) for electronic routing and approval.

g. Deputy Secretary for Human Resources and Management, OA. Upon completion of electronic
senior level approval, the Deputy Secretary, OA prepares written notification to the agency.

i. Agency Human Resource Director. Enters an approval action into SAP and enters the Bureau of
State Employment # on infotype screen 0016.

Procedure 2. Hiring or promoting into Non-Civil Service senior level positions where there is only
one candidate.

a. Agency. Submits the candidate, through electronic senior level approval process, to the Deputy
Secretary for Human Resources and Management, OA, with resume, Form STD-300 (Rev 05/05), Personal
Data Sheet, and a cover letter requesting action.

b. Deputy Secretary for Human Resources and Management, OA.

(1) Reviews the request and activates the electronic senior level approval process.

(2) Upon completion of the electronic senior level approval, the Deputy Secretary for Human
Resources, OA, prepares written notification to the agency.

c. Agency Human Resource Director. Enters approved action into SAP and enters code SL (senior
level) on infotype screen 0016 in the Bureau of State Employment # field.
Procedure 3. Selecting senior level Civil Service positions.

a. Equal Opportunity Manager/Specialist. Reviews selection process to ensure equity and nondis-
crimination.

b. Agency Head. Submits applicant's resume and Personal Data Sheet to the Deputy Secretary for
Human Resources and Management, OA, with the appropriate comments and recommendations.

c. Deputy Secretary for Human Resources and Management, OA.
(1) Initiates the electronic senior level request process to finalize approvals at all levels.
(2) Submits an electronic naotification of the Governor's Office concurrence to the agency.

(3) The Secretary of the Office of Administration sends a letter of approval to the agency Human
Resource Director.

d. Agency Human Resource Director. Enters approved action into SAP.

This directive replaces, in its entirety, Management
Directive 515.16 dated October 30, 2002 .
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