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TITLE RECRUITMENT AND SELECTION 

I. PURPOSE 

The purpose of this regulation is to identie the administrative policies and procedures to be 
followed in the hiring or appointment of City employees. 

11. SCOPE 

The scope of this regulation applies to all City staff positions except the City Manager, 
Municipal Judge, and the Judges Pro Tem of the Municipal Court. It applies to all other 
regular, temporary, seasonal, and part-time positions. 

111. AUTHORITY 

Under the Medford Charter of 1976, Chapter V, Power and Duties of Officers, Section 20, 
City Manager, Subsection (3) Powers and Duties, the City Manager is authorized to make 
appointments of City officers and employees except as the Charter otherwise provides. 

IV. CONTENT OF THIS REGULATION 

This regulation covers the following areas of administrative policy and regulation regarding 
the hiring or appointment of City employees: 

A. Recruitment - including advertising and job posting 
B. Testing and screening ofjob applicants 
C. Eligibility lists, certification, and selection 

V. CONDITIONS NECESSARY TO HIRE AN EMPLOYEE 

Prior to hiring new personnel, these conditions must be in effect: 

A. For a regular fill-time hire, the following must be the case: 

1. Position must be budgeted at the position classification level and type sought. 
Allowance for underfilling by position classification is covered in Section 
VI.B.4. of this regulation. 

2. The position must be vacant or scheduled to become vacant so that one 
budgeted position is not simultaneously filled by two employees. 
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Allowance for a temporary exception to this condition is covered by Section 
VI.C.2. of this regulation. 

3.  The position must not be scheduled for elimination in the near future, such as 
may occur with a change in the budget. If a question exists regarding a 
particular case, the affected department head should contact the City Manager 
for guidance. 

B. For all temporary, seasonal, and part-time positions, the following must be the case: 

1. There must be budgeted specific fbnds at least equal to the costs to be 
incurred. 

2. The budgeted fbnds must be approved for the purpose of staffing the 
position(s). 

3 .  The hiring conditions will not be in conflict with an affected labor agreement. 
For example, some labor agreements stipulate a maximum number of work 
hours per week for a part-time positions. 

VI. PROCEDURES FOR HIREIAPPOINTMENT 

A. The hiringlappointment of City staff will be subject to the following approaches and 
guidelines: 

1. Regular Position Vacancies 

All regular, budgeted position vacancies shall be filled by one of two 
approaches as authorized by the City Manager: 

a. Use of the procedure under Section V1.B. of this regulation 

b. Direct appointment or promotion action by the City Manager. In the 
case of direct promotion, only current, regular employees are eligible; 
and they must meet the qualifications specified for the position 
classification to which promotion is requested. 

2. Temporary, Seasonal, and Part-Time Positions 

All temporary, seasonal, and part-time positions (not subject to representation 
by a recognized employee organization) shall be filled by the procedures 
specified under Section V1.B. of this regulation. 
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c. In the box for the requesting department head approval and comments 
(and only in the case of temporary, seasonal, part-time hires) the 
department head may request that a particular applicant(s) be certified 
by the Personnel Director. However, a brief explanation should also 
appear for these requests (such as "Past Employee--recommended for 
rehire."). The requesting department head may also use this box to ask 
to meet with the Personnel Director to hrther discuss the position 
vacancy and recruitment. 

4. Underfilling 

A vacancy may be underfilled (i.e., filled by a position classification of the 
same general type but with a lower salary range) with prior approval of the 
City Manager. The request to underfill must provide written justification and 
have the approval of the City Manager attached to the requisition. The 
underfilling shall also be noted in the space for requesting department approval 
and comments. Examples of such underfilling would be a request for an 
Engineering Technician I1 to fill an Engineering Technician I11 vacancy or a 
Clerk Typist to fil l  a Secretary vacancy. 

5. Job Posting/Advertising 

All position openings subject to the standard procedure for hiring/appointment 
under V1.B. of this regulation will be posted in City Hall and other designated 
locations and advertised to the public. 

EXCEPTION: In the case of a temporary, seasonal, or part-time 
position opening and if the requesting department head has requested a 
particular person to be certified under VI.B.3.c. of this regulation, the 
Personnel Director is authorized to determine whether or not the 
opening will be subject to posting and public advertising. 

EXCEPTION: In the case of promotionallin-house recruitment only, 
advertising to the public is waived. 

A sample job posting is attached as Exhibit B. 

a. PromotionaVIn-House Openings 

Promotional or in-house position openings will be posted in the 
Personnel Ofice and on bulletin boards in designated areas throughout 
the City for a minimum of four workdays. 
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If insufficient in-house applications are received by the posted 
application deadline, the position opening will either be re-posted in- 
house or be subject to open recruitment at the determination of the 
Personnel Director with the concurrence of the initiating department 
head. 

b. Open Competitive Recruitments 

Job openings which are subject to open competitive recruitment will be 
posted in the Personnel Ofice and on bulletin boards in designated 
areas throughout the City for a minimum of three workdays. 

Copies of the job announcement will be sent to the Oregon State 
Employment Department and to selected local agencies and 
organizations available to assist in the recruitment of women, 
minorities, and the qualified disabled. 

c. Advertising 

All open competitive openings will normally be advertised at least once 
in the Sunday edition of the Medford Mail Tribune. At the Personnel 
Director's discretion, job openings may be advertised in other 
newspaper, professional and trade publications, andlor with 
governmental agencies, businesses, universities, and trade schools. 

d. Notif cation List 

A notification list may be established for positions deemed desirable. 
When the next recruitment for such a position commences, those on 
the list will be mailed a job announcement. 

6. Accepting Applications 

Applications for regular positions will normally be accepted only when there is 
an opening. All persons applying for a position opening, subject to the 
standard procedures of VI.B., must complete a City employment application. 
(A copy is attached as Exhibit C, Form PER1101 .) Employment applications 
will be available only from the Personnel Office. For an application to be 
considered for a position opening, the following conditions must be met: 

a. Form PERJI 0 1 must be received by the posted closing date and time 
appearing on the job announcement. Postmarks for the deadline are 
not acceptable. Faxed applications will not be accepted. - 












