To:     
LHD Directors and Personnel staff:


Sent: 
Monday, March 24, 2008 11:51 AM
Subject:   
Advertisements with Multiple Positions or Prior Applicants

I have attached a memo to clarify and explain advertising procedures for open positions.  If you have questions, give us a call or email.
3/24/08

Information Update for Local Health Departments,

In order to ensure the applicants of the health departments receive a fair chance at being qualified and placed on the registers for currently recruited positions, below you will find some policies to be reiterated.

When advertising for a position, please determine the position to be filled and send us a Position Description (PD).  For instance, in recruiting for a Community Outreach Worker if you would like to see if any qualify for Sr. Community Outreach Worker please make a decision to recruit for one or the other.  If you advertise for both positions, it appears to the applicant that two positions are open.  This should be an advantage to the agency as it will cut down the cost of your advertisement fee as well as not giving false hope to the applicants.  If you have the need to advertise for multiple positions simultaneously, please contact your LHP administrator before advertising. 

If a need arises for an advertisement of two classifications, but only one position is open the advertisement should read as follows:

HELP WANTED

Preferred Position: One Sr. Community Outreach Worker OR



Other Position: One Community Outreach Worker

 

This type of ad needs to be used on a limited basis and with LHP’s approval.  We 

want to assist the LHDs in saving advertisement monies, but without the chance 


of misleading prospective applicants.  It also prevents adding double work for


 LHP.























If you have an applicant that was on a prior register for a position that was 


advertised earlier and wants to be qualified based on a current advertisement  


of a different position please check the date of the application.  If the date on 


application is over 3 months old, request that the applicant re-sign and re-date


the application for consideration for a new position and have applicant add any



employment updates before you submit a copy of advertisement.  If an applicant


desires to apply for a different position within 3 months of the original application 


date, the applicant may call the local health department and request to add that


position to their application.  Please record date, time, and initial on the 



application.  If updates are needed on application, the applicant must make those


changes.   






















Your assistance in these matters will greatly benefit LHP and the LHDs in


 the processing of applications.




















Sincerely,






















Ron Horseman
