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______________________________________________	

NOTICE OF MEETING

Notice is hereby given that the Salt Lake City Civil Service Commission
 will hold a meeting at 2:30 p.m. on Thursday, November 20, 2014
at 451 South State Street, Room 118, Salt Lake City, Utah


AGENDA
	
1. Approve minutes from October 16, 2014 regular meeting
2. Approved minutes from conference call on November 7, 2014
3. Police Department Personnel Changes for October 2014 – November 2014
4. Request to Remove Name from Crime Scene Technician I Eligibility Register
5. Request to Remove Name from the Victim Advocate Hourly Eligibility Register
6. Request to Remove Names from the Police Information Specialist I Eligibility Register
7. Request to Approve the Accountant II Eligibility Register
8. Request to Approve the Accountant I Eligibility Register
9. Request to Approve the Evidence Technician I Eligibility Register
10. Request to Approve the Police Officer – Utah POST Certified Continual Hire Process
11. Request to Approve the Police Specialist - Hourly Continual Hire Process
12. Request to Approve the Office Technician - Hourly Continual Hire Process

The Commission may vote to close the proceedings at any time to discuss matters confidential in nature.    People with disabilities may make requests for reasonable accommodations no later than 48 hours in advance in order to attend this regular meeting of the Civil Service Commission.   Accommodations may include alternate formats, interpreters and other auxiliary aids.   This is an accessible facility.   For questions, requests or additional information, please contact Patty Baker at (801) 535-7900; TDD (801) 535-7218.




Notice Posted: November 19, 2014 by Patty Baker
3rd Floor, City & County Building, 451 South State Street, Salt Lake City, Utah
and The Utah Public Notice website: http://PMN.Utah.Gov 	
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 Agenda Item #1
   		        Submitted by:  Patty Baker 

  For Information Only     For Discussion    Action Needed     Materials Attached

	
Issue/Item:

 (
M
inutes from 
October 16
, 2014 regular meeting
)







Explanation:

 (
Approve minutes from 
October 16
, 2014 regular meeting
)





Action Requested:

 (
Approve minutes
)








Minutes from the regularly scheduled meeting held on October 16, 2014 at 2:30 p.m. in room 118 of the City & County Building, 451 South State Street, Salt Lake City, Utah.

Commission members present:
Tina Hose,			Commissioner
Elena Dicus			Commission Chair
Julio Garcia			Commissioner
Patty Baker			Secretary

Others present:
LaMar Ewell			Police Department
Candace Roberts		HR Consultant, Police Department
Jennifer Sykes                                 HR Consultant, Fire Department   
Shellie Dietrich			Police Department


Elect a new Chairperson
The Commission rotates the position of Chairperson every four months.  On a motion from Commissioner Garcia, seconded by Commissioner Dicus, Commissioner Tina Hose was elected chair.  The vote was unanimous.

Update Minutes from October 16, 2014
Commissioner Hose asked if the stats for the officer new hires from the September 18, 2014 regular meeting could be added to the minutes.   Here is the breakdown:  22 white males, 2 Asian/Pacific Islander male, and 1 Hispanic/Latino Male.  On a motion from Commissioner Hose, seconded by Commissioner Dicus the updated minutes from the October 16, 2014 regular meeting were approved with the changes noted. The vote was unanimous.

Approve Minutes from Leonard Iverson Deliberation on 10/02/2014
On a motion from Commissioner Garcia and seconded by Commissioner Hose the minutes from the Leonard Iverson Deliberation were approved.  The vote was unanimous.

Police Department Personnel Changes for September 2014 - October 2014
Information item only
New Hires:
09/21/2014		Crystal Davis		Police Information Specialist
09/21/2014		Jessica Steed		Police Information Specialist

Request to Approve Accountant II Process as a Continual Hire
The Police Department is seeking to create an eligibility register for a period of one year. The Police Department does not have a current list for this position.  On a motion from Commissioner Garcia, seconded by Commissioner Hose the Accountant II Process as a Continual Hire was approved for a one-year period.  The vote was unanimous.





SALT LAKE CITY POLICE DEPARTMENT
Accountant II
Continual Hire Process
OCTOBER 2014



[bookmark: OLE_LINK1][bookmark: OLE_LINK2]I.	SUMMARY:

Incumbent performs general to highly complex professional accountant work assignments, including specialized or general analysis in one or more accounting functions, including: Accounts Receivable, Accounts Payable, Payroll, Cost Accounting, Asset Management, Capital Expenditures or General Accounting. Reviews and analyzes journal vouchers, accounting classifications and other accounting/financial statements, records and reports. Prepares balance sheets, making adjustments and closing entries; prepares financial reports, statements, inventory, receipts and disbursements; computes and distributes labor, material and overhead costs; reviews, audits and maintains journal entries and accounting ledgers; reconciles and analyzes cost account ledgers. 

Following general instructions and with discretion as to work details, performs accounting tasks of a difficult nature requiring knowledge of accounting principles and practices. Interprets accounting data, analyzes reports and recommends action to be taken. May assist in the development and installation of accounting systems, cost accounting methods, procedures and controls. Requires two to four years of related work experience.

II.	ELIGIBILITY REQUIREMENTS:

Eligible applicants must meet the following minimum requirements:

1. Graduation from an accredited four-year college or university with a degree in Accounting plus related work experience, as stipulated for each level noted above. Education and work experience may be substituted one for the other on a year-for-year basis.

2. Ability to apply professional judgment in the application of standard and advanced accounting techniques and principles, make accurate mathematical calculations, and operate a 10-key calculator.

3. May require knowledge of the specific laws, ordinances and regulations governing financial operation of the City and experience in municipal accounting/auditing.

4. Basic typing skills and knowledge of personal computer operation, including proficiency with office software applications such as MS Word and Excel.

5. Ability to communicate effectively with others, both orally and in writing.

6. Ability to understand and follow oral and/or written policies, procedures and instructions.

7. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines.

8. Must be bondable at standard rates.

III.	APPLICATION:

To apply for this position, interested candidates must complete an online application at www.slcgov.com.  

IV.	ACCOMODATIONS:

Candidates may request reasonable disability-based accommodation for any part of the selection process.  Requests accompanied by medical documentation must be submitted to Candace Roberts at least ten (10) business days prior to the selection process date.    

V.	SELECTION PROCESS:

In the event there are more than 10 applicants that meet the minimum qualifications for the position, the department will review each applicants resume to evaluate their work history and skill set to limit the pool to a manageable size.

The process will consist of a Management Exercise and Interview.  

Management Exercise									20%
Candidates will be asked to complete a job related scenario using a computer.  

The Management Exercise will measure the following behavior dimensions:  Written Communication Skills and Job Knowledge.

Interview										80%
Candidates will respond to behaviorally based interview questions.

The Interview will measure the following behavior dimensions: Previous Experience/Work History, Independent Judgment, Interpersonal Skills, Planning and Organizational Skills, and Verbal Communication Skills.

VI.	METHOD OF SCORING AND RANKING:

Each dimension will be rated separately on a 1-to-5 scale, with 1 being the lowest score and 5 being the highest score.  Raters may also use half points in their rating score.  Rating may also include a checklist of total points possible.  Scores will be totaled from the "raw" ratings. The scores will be statistically analyzed, weighted appropriately, and converted to a percentage.

Candidates will be ranked according to their final score and placed on the Accountant II eligibility register.

VII.	PROPOSED SCHEDULE OF EVENTS:

Process to Civil Service for Approval		October 16, 2014
Announcement Period 				TBD
Application Deadline				TBD
Selection Process				TBD
Eligibility Register to Civil Service		TBD

Questions regarding the process may be directed to Candace Roberts at (801) 799-3819.

Request to Approve the Accountant I Process as a Continual Hire for a one year period
The Police Department is seeking to create an eligibility register for a one year period. On a motion from Commissioner Hose, seconded by Commissioner Garcia the motion to approve the Accountant I Process as a continual hire was approved for a one year period.    The vote was unanimous.

SALT LAKE CITY POLICE DEPARTMENT
Accountant I
Continual Hire Process
        OCTOBER 2014



I.	SUMMARY:

Incumbent performs any combination of duties listed ranging from routine and repetitive accounting support duties to basic accounting work in one or more areas, including: accounts payable, accounts receivable, capital expenditures, asset management, contract payments, cost accounting, payroll or collections. Following established procedures, performs detailed accounting assignments requiring a basic knowledge of accounting theory and principles. Incumbents typically work under closer or general supervision. Work is subject to general review under the direction of senior finance or accounting staff.

II.	ELIGIBILITY REQUIREMENTS:

Eligible applicants must meet the following minimum requirements:

1. Graduation from an accredited college with an Associate’s degree in business management, accounting or related field, plus zero to three years related work experience.  Education and work experience may be substituted one for the other on a year-for-year basis.

2. Knowledge of general accounting principles, financial recordkeeping and reporting systems

3. Ability to apply the principles, theories and concepts of accounting to a specific system, make accurate mathematical calculations, and operate a 10-key calculator.

4. Basic typing skills and knowledge of personal computer operation, including proficiency with office software applications such as MS Word and Excel.

5. Ability to communicate effectively with others, both orally and in writing.

6. Ability to understand and follow oral and/or written policies, procedures and instructions.

7. Ability to perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines.

8. Must be bondable at standard rates.

III.	APPLICATION:

To apply for this position, interested candidates must complete an online application at www.slcgov.com.  

IV.	ACCOMODATIONS:

Candidates may request reasonable disability-based accommodation for any part of the selection process.  Requests accompanied by medical documentation must be submitted to Candace Roberts at least ten (10) business days prior to the selection process date.    

V.	SELECTION PROCESS:

In the event there are more than 10 applicants that meet the minimum qualifications for the position, the department will review each applicants resume to evaluate their work history and skill set to limit the pool to a manageable size.

The process will consist of an Interview.  

Interview										100%
Candidates will respond to behaviorally based interview questions.

The Interview will measure the following behavior dimensions: Previous Experience/Work History, Independent Judgment, Interpersonal Skills, Planning and Organizational Skills, and Verbal Communication Skills.

VI.	METHOD OF SCORING AND RANKING:

Each dimension will be rated separately on a 1-to-5 scale, with 1 being the lowest score and 5 being the highest score.  Raters may also use half points in their rating score.  Rating may also include a checklist of total points possible.  Scores will be totaled from the "raw" ratings. The scores will be statistically analyzed, weighted appropriately, and converted to a percentage.

Candidates will be ranked according to their final score and placed on the Accountant I eligibility register.

VII.	PROPOSED SCHEDULE OF EVENTS:

Process to Civil Service for Approval		October 16, 2014
Announcement Period 				TBD
Application Deadline				TBD
Selection Process				TBD
Eligibility Register to Civil Service		TBD

Questions regarding the process may be directed to Candace Roberts at (801) 799-3819.

Fire Department Personnel Changes
Information Only

Promotions
9/23/2014	Robert “Rusty” McMicken	Assistant Chief
9/23/2014	Richard Stratton		Battalion Chief
10/13/2014	Mike Stevens			Fire Captain
Separation from Employment
9/26/20104	Kim Matthews			Office Facilitator II

Approval & Certification of Battalion Chief Eligibility Register
The Battalion Chief Eligibility list expired on September 26, 2014. The Fire Department has completed the Promotional Process for Battalion Chief and is asking the Commission to approve the list.
On a motion from Commissioner Garcia, seconded by Commissioner Hose the Register was approved for a two year period.

Battalion Chief Eligibility Register
  Valid for two years (October 16, 2014 – October 15, 2016)
	1.
	Les Goodwin

	2.
	Michael Fox

	3.
	Chris Milne

	4.
	Richard Boden

	5.
	Bruce Healey

	6.
	Marc Morger

	7.
	Nick Glagola



Approval of Office Facilitator I Continual Hire Process
The Fire Department is seeking to create an eligibility register for a period of one year. The Fire Department does not have a current list for this position.

One a motion from Commissioner Garcia, seconded by Commissioner Hose the process was approved for a one year period. 
SALT LAKE CITY FIRE DEPARTMENT
Office Facilitator I
Continual Hire Process


I.	SUMMARY:

With minimal supervision, this position provides administrative and secretarial support to division or work unit.  Researches topics and policies and practices as needed to facilitate operational goals.  Advises team leaders and others on developments that are important to or may impact division.  Prepares payroll, collects data, exchanges information, answers phone, greets and screens visitors.   Relieves management of administrative routine by handling such items as minor purchasing, inventory, petty cash, travel, and meeting arrangements and schedules.

II.	ELIGIBILITY REQUIREMENTS:

Qualified applicants must meet the following minimum eligibility requirements:

1. Graduation from high school or equivalent and four years’ experience related to project management and office support, including one year experience in research or accounting/bookkeeping, data collection, analysis and presentation prepared on spreadsheet software. Successful completion of post-high school study in related subjects may be substituted for experience on a year-for-year basis.  

2. Ability to plan and organize work, relate well with all internal and external customers, and function as an effective team member. 

3. Demonstrated proficiency in use of computers to prepare letters, reports and spreadsheet analysis, and the ability to operate standard and specified technical office equipment.  

4. Ability to accurately schedule appointments, develop and maintain complex filing systems, and keep orderly records.

5. Ability to maintain positive and effective working relationships and communicate effectively, orally and in writing, with Department management, supervisors, professional peers, other employees, and the general public.

III.	 APPLICATION PROCESS:

To apply for this position, interested candidates must complete an online application on the City’s website at www.slcgov.com/jobs.  If a candidate does not have computer access, he/she may go to SLC Human Resources located in the City and County Building at 451 South State Street, Suite 115, Salt Lake City, for assistance.  Applications turned in after the designated deadline will not be accepted.


IV.	ACCOMODATIONS:

Candidates may request reasonable disability-based accommodation for any part of the selection process.  Requests accompanied by medical documentation must be submitted to Jennifer Sykes at least ten (10) business days prior to the selection process date.    

V.	SELECTION PROCESS:

Supplemental Form										
A Knowledge, Skills and Abilities supplemental form will be emailed to all applicants that meet the minimum qualifications of the job.  This supplemental form will ask for additional information regarding specific skills, training, and experience.  Candidates will be provided an opportunity to complete and return the form by a deadline.  The additional information will be reviewed and evaluated to narrow the pool of applicants to a more manageable number. The Supplemental Form will measure the candidate’s related experience and/or training.

Performance Test										40%
Candidates will utilize a computer to demonstrate his/her writing and computer skills.  The Performance Test will measure the candidate’s administrative/technical competency, problem solving, and written communication skills.

Oral Interview 											60%
This will be a panel interview comprised of behaviorally based questions.  The Oral Interview will measure the candidate’s interpersonal skills, planning and organizing, experience and knowledge, teamwork, and verbal communication skills. 

VI.	METHOD OF SCORING AND RANKING:	

An applicant’s final score will be obtained by adding the numerically scored portions of the selection process.  Each behavior dimension will be rated separately on a 1-5 rating scale with 1 being the lowest and 5 being the highest.  Scores will be totaled from the “raw” ratings, weighted appropriately, and converted to a percentage.

In addition, a preference eligible veteran or preference eligible spouse shall receive additional points consistent with Utah law.  

VII.	SELECTION PROCESS TIMELINE:

Process to Civil Service for Approval:				October 16, 2014
Application Period:						October 17 – October 31, 2014
Application Deadline						October 31, 2014
Supplemental Form Deadline					TBA
Selection Process						TBA
List to Civil Service for Approval					TBA

VIII.	GENERAL INFORMATION:

Questions regarding the process may be directed to HR Consultant, Jennifer Sykes (801-799-4109).

Meeting adjourned.


____________________________________________	_______________________________________
Commission Chair					Commission Secretary
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 Agenda Item #2
   		                Submitted by:  Candace Roberts 

  For Information Only     For Discussion    Action Needed     Materials Attached

	
Issue/Item:

 (
A conference call was held on Friday, November 7, 2014 to address the r
equest to 
approve the r
einstatement of Candee Allred to the position of GRAMA Coordinator/Paralegal.
)







Explanation:

 (
GRAMA Coordinator/Paralegal, Candee Allred, resigned from her position on September 13, 2014 to pursue another position.  Candee has since asked Chief Burbank to be reinstated to her former position.  Chief Burbank would like to recommend the Commission’s approval to reinstate Candee.  
As per rule 2-6-3, an employee who resigns may request reinstatement within twelve (12) months of resignation.
)





Action Requested:

 (
Approve the Reinstatement of Candee Allred to her former position as the police department’s GRAMA Coordinator/Paralegal.
)








Minutes from the Conference Call held Friday, November 7, 2014 at 3:00 p.m. in Room 118 of the City & County Building.

Present:
Tina Hose			Commission Chair
Elena Dicus			Commissioner
Julio Garcia			Commissioner
Candace Roberts		HR Consultant / Police
Krista Dunn			Police

GRAMA Coordinator/Paralegal, Candee Allred, resigned from her position on September 13, 2014 to pursue another position.  Candee has since asked Chief Burbank to be reinstated to her former position.  Chief Burbank would like to recommend the Commission’s approval to reinstate Candee.  

Commissioner Garcia made a motion to approve the reinstatement of Ms. Allred  to her former position as the Police Department’s GRAMA Coordinator / Paralegal.   Commissioner Dicus seconded the motion.  The vote was unanimous.

Call adjourned.



________________________________________	_______________________________________
Commission Chair					Secretary
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 Agenda Item #3
   			     Submitted by:  Candace Roberts

      For Information Only       For Discussion      Action Needed      Materials Attached


Issue/Item:

 (
Police Department Personnel Changes f
or October 2014 – November 2014
)



Explanation:

 (
A list of the police department’s personnel changes are below for your review.
Retirement:
11/01/2014
Dan Wendelboth
Police Officer III
Resignation:
10/22/2014
Austin Campbell
Police Officer I
)












 (
Information item only
)Action Requested:	
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Agenda Item #4
   		                Submitted by:  Candace Roberts

      For Information Only       For Discussion     Action Needed      Materials Attached


Issue/Item:
 (
Request to Remove Name from Crime Scene Te
chnician I Eligibility Register
)



Explanation:

 (
The below applicant failed the background investigation:
Clayton Berdloff (#1) 
)







 (
Approve the removal of Clayton Berdloff’s name from the Crime Scene Technician I Eligibility Register.
)Action Requested:
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   Agenda Item #5
   			       Submitted by:  Candace Roberts

      For Information Only       For Discussion     Action Needed      Materials Attached


Issue/Item:
 (
Request to Remove Name from the Victim Advoc
ate Hourly Eligibility Register
)




Explanation:

 (
The below applicant is no longer interested in the position:
Jessica Steed (#2)
)





Action Requested:

 (
Approve the removal of Jessica Steed’s name from the Victim Advocate Hourly Eligibility Register.
)
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Agenda Item #6
   			    Submitted by:  Candace Roberts

      For Information Only       For Discussion     Action Needed      Materials Attached


Issue/Item:

 (
Request to Remove Names from the Police Information Sp
ecialist I Eligibility Register
)




Explanation:

 (
The below applicants are no longer interested in the position:
Stacie Paras (#1)
Scott Wendelboth (#7)
The below applicants failed to respond to a notice from the department within five business days:
Quincey Roberts-Muniz (#4)
Jacob Newell (#5)
Kiley Eslinger (#6)
Wayne Pikula (#9)
)














Action Requested:	
 (
Approve the removal of the above names from the Police Information Specialist I Eligibility Register.
)
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Agenda Item #7
   			   Submitted by:  Candace Roberts

      For Information Only       For Discussion      Action Needed       Materials Attached


Issue/Item:
 (
Request to Approve the Acc
ountant II Eligibility Register
)




Explanation:

 (
The list is attached for your review.
)






 (
Approve the Accountant II Eligibility Register for a one-year period.
)Action Requested:
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Salt Lake City Police Department
ACCOUNTANT II
ELIGIBILITY REGISTER

(Valid from November 20, 2014 – November 19, 2015) 

	Rank
	Name

	1
	David Pond

	2
	Holly Simon

	3
	Julia Callister

	4
	Tyler Hicken

	5
	Eric Stromberg

	6
	Wade Hanks

	7
	Stacie Cryder

	8
	Robert Eberhard
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Agenda Item #8
   			    Submitted by:  Candace Roberts

      For Information Only       For Discussion      Action Needed       Materials Attached


Issue/Item:
 (
Request to Approve the Ac
countant I Eligibility Register
)




Explanation:

 (
The list is attached for your review.
)







 (
Approve the Accountant I Eligibility Register for a one-year period.
)Action Requested:
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Salt Lake City Police Department
ACCOUNTANT I
ELIGIBILITY REGISTER
(Valid from November 20, 2014 – November 19, 2015) 

	Rank
	Name

	1
	Allie Webb

	2
	Olga Kozina

	3
	Wade Hanks

	4
	Stacie Cryder

	5
	Samantha Haile

	6
	Rachel Stone

	7
	Julia Callister

	8
	Dawn Rinaldi
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Agenda Item #9
   			   Submitted by:  Candace Roberts

      For Information Only       For Discussion      Action Needed       Materials Attached


Issue/Item:
 (
Request to Approve the Evidence Te
chnician I Eligibility Register
)




Explanation:

 (
The list is attached for your review.
)







 (
Approve the Evidence Technician I Eligibility Register for a one-year period.
)Action Requested:
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Salt Lake City Police Department
EVIDENCE TECHNICIAN I
ELIGIBILITY REGISTER
(Valid from November 20, 2014 – November 19, 2015) 

	Rank
	Name
	Date Name Expires on Register

	1
	Eva Whitaker
	11/19/2015

	2
	Seth Marcantonio
	12/18/2014

	3
	Amandeep Kaur
	12/18/2014

	4
	Larry Lewis
	11/19/2015

	5
	Callye Cleverly
	11/19/2015

	6
	Brandy Barker
	11/19/2015

	7
	Michelle Knight
	12/18/2014

	8
	Michael Wise
	12/18/2014

	9
	Ginevera Johansen
	11/19/2015

	10
	Lisa Anderson
	12/18/2014

	11
	Kathy Parker
	12/18/2014

	12
	Christopher Wooten
	11/19/2015

	13
	Katherine Parkinson
	12/18/2014

	14
	Jason Markey
	12/18/2014

	15
	Suzzane Martinez
	11/19/2015

	16
	Judith Bryan 
	12/18/2014

	17
	James Alarid
	11/19/2015

	18
	Kristine Wilson
	12/18/2014

	19
	Michael McFalls
	12/18/2014

	20
	Maura Pink
	12/18/2014

	21
	Alicia Cone
	12/18/2014

	22
	Travis Cupello
	12/18/2014

	23
	Brad Fuhriman
	12/18/2014

	24
	Michelle Brazier
	11/19/2015

	25
	Veronica Scarth
	11/19/2015

	26
	Leila Oller
	12/18/2014

	27
	Kurt Fisher
	11/19/2015

	28
	Trevor Hoenes
	12/18/2014
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Agenda Item #10
   			  Submitted by:  Candace Roberts

      For Information Only       For Discussion      Action Needed       Materials Attached


Issue/Item:
 (
Request to Approve the Police Officer – Utah POST Certified Continual Hire Process.
)




Explanation:

 (
The department would like to conduct a recruitment process in search of current Police Officers with a minimum of one (1) full year of experience working in this capacity and be Utah Peace Officer Standards and Training (POST) certified. Candidates who are selected for the position will be required to complete an abbreviated 8 week in-house Police Academy.
Applicants will be required to complete an online application and attach
 a copy of their Utah Peace Officer Standards and Training certificate and a letter of recommendation from a criminal justice professional.  
The process will consist of two phases.  
Phase I: Physical Agility Test and Written Communication Exercise.
Phase II: Oral Board Interview, Background Investigation, Computer Voice Stress Analysis, Psychological Examination and Evaluation, Interview, and Medical Examination and Drug Screen.
Further details about the Police Officer – Utah POST Certified Continual Hire Process are attached for your review.
)




















 (
Approve the Police Officer – Utah POST Certified Continual Hire Process.
)Action Requested:

	


[image: SLCPD Logo]SALT LAKE CITY POLICE DEPARTMENT
Police Officer – Utah POST Certified 
Continual Hire Process
NOVEMBER 2014



I.	SUMMARY:

Performs a wide variety of police functions, including but not limited to:  Crime suppression, crime prevention, protection of personal liberties, regulation of non-criminal conduct, and provision of services.  Police Officers are given specific work instructions by superior officers on new assignments, but work independently in performing regularly assigned duties.

II.	ELIGIBILITY REQUIREMENTS:

Eligible applicants must meet the following minimum requirements:

1. Must be a current Police Officer with a minimum of one (1) full year of experience working in this capacity and be Utah Peace Officer Standards and Training (POST) certified. 
2. Graduation from high school or possession of GED certificate.
3. Must be a U.S. Citizen on/by the date of the first examination.
4. Must be at least 21 years of age on/by the date of the first examination.
5. Successful completion of Civil Service examination process which may include a physical agility test, written communication exercise, oral board interview, background investigation, computer voice stress analysis, physical examination and evaluation, interview, and medical examination and drug screen. 
6. Ability to successfully complete an abbreviated 8 week in-house Police Academy. 
7. Considerable human relations and communications skills.
8. Ability to work independently, make critical decisions, and use initiative and common sense.
9. Must have valid Utah Driver License or the ability to obtain one within 30 days of employment.

III.	APPLICATION:

To apply for this position, interested candidates must complete and submit an online application on the City’s website at www.slcgov.com/jobs.  Candidates must attach their Utah Peace Officer Standards and Training certificate and a letter of recommendation from a criminal justice professional.  An individual in a law enforcement, judicial, or federal position may write the applicant a letter of recommendation.  If a candidate does not have computer access, he/she may go to SLC Human Resources located in the City and County Building at 451 South State Street, Suite 115, Salt Lake City, for assistance.  Applications, Utah Peace Officer Standards and Training certificates, or recommendation letters turned in after the designated application deadline will not be accepted. 


IV.	ACCOMODATIONS:

Candidates may request reasonable disability-based accommodation for any part of the selection process.  Requests accompanied by medical documentation must be submitted to Candace Roberts at least ten (10) business days prior to the selection process date.   
 
V.	SELECTION PROCESS:

The testing and selection process for this position consists of the following phases:

PHASE I:

PHYSICAL AGILITY TEST (Pass/Fail)
On the day of the Physical Agility Test, candidates will be required to present photo identification (i.e. driver license, passport, or military I.D. card) and DD-214 (if applicable) to check-in at the examination site.  Identification must display date of birth.  The Physical Agility Test will consist of the following four exercises: push-ups, sit-ups, vertical jump, and a mile and a half (1.5) run.  Examination results from any other jurisdictions may not be substituted.  Candidates reaching this phase will be notified of the event date, time, and location.  

WRITTEN COMMUNICATION EXERCISE (Hurdle)						50%
Candidates passing the Physical Agility Test will be invited to complete a Written Communication Exercise and will utilize a computer to demonstrate his/her writing and computer skills.  
The Written Communication Exercise will measure the following behavior dimension: Written Communication Skills. 

PHASE II:

ORAL BOARD INTERVIEW								50%
The top ranked candidates after the written communication exercise will be required to participate in an Oral Board Interview.  Candidates will be asked a series of behaviorally based interview questions.

The Oral Board Interview will measure the following behavior dimensions: Job Knowledge/Experience, Problem Analysis and Decision Making, Interpersonal Effectiveness, and Verbal Communication Skills.

PRESENT POLICE OFFICER – UTAH POST CERTIFIED ELIGIBILITY REGISTER TO THE CIVIL SERVICE COMMISSION 

BACKGROUND INVESTIGATION (Pass/Fail)
The top candidates from the eligibility register will be required to undergo a Background Investigation.  The investigation may include, but is not limited to, the following: employment history, Internal Affairs history, driving history, drug history, arrest and conviction record, financial responsibility, and interviews with family members, neighbors, supervisors, co-workers, and friends.

COMPUTER VOICE STRESS ANALYSIS (CVSA) (Pass/Fail) 
The top candidates passing the background investigation will be required to complete a Computer Voice Stress Analysis evaluation.  This instrument is used for truth verification, which measures “micro tremors” in the voice, then provides the examiner a visual chart, which is interpreted as deceptive or non-deceptive.  The examination uses only a microphone and no wires are attached to the subject.   

PSYCHOLOGICAL EXAMINATION AND EVALUATION (Pass/Fail)
After receiving a conditional offer of employment the top candidates passing the Background Investigation and Computer Voice Stress Analysis and will be required to complete and pass a thorough Psychological Examination and Evaluation.  It is important to note that the examination is not designated to measure mental health.  
 
INTERVIEW (Pass/Fail)
The top candidates from the eligibility register who have successfully completed a Background Investigation, Computer Voice Stress Analysis, and Psychological Examination and Evaluation will be contacted by phone and invited in for an interview with the Police Chief.

MEDICAL EXAMINATION AND DRUG SCREEN (Pass/Fail) 
After receiving a conditional offer of employment candidates must successfully complete and pass a thorough medical examination, including a drug screen.  Physicians who perform the medical examination consider the severity of any problem in making the pass/fail decision.

VI.	METHOD OF SCORING AND RANKING:

Each dimension will be rated separately on a 1-to-5 scale, with 1 being the lowest score and 5 being the highest score.  Raters may also use half points in their rating score.  Rating may also include a checklist of total points possible.  Scores will be totaled from the "raw" ratings. The scores will be statistically analyzed, weighted appropriately, and converted to a percentage.

Candidates will be ranked according to their final score and placed on the Police Officer – Utah POST Certified eligibility register.

VII.	PROPOSED SCHEDULE OF EVENTS:

Process to Civil Service for Approval			November 20, 2014
Announcement Period 					TBD
Application Deadline					TBD
Selection Process					TBD
Eligibility Register to Civil Service			TBD

Questions regarding the process may be directed to Candace Roberts at (801) 799-3819.










[image: ]				CIVIL SERVICE COMMISSION
						Thursday, November 20, 2014    2:30 p.m.
Agenda Item #11
   		              Submitted by:  Candace Roberts

      For Information Only       For Discussion      Action Needed       Materials Attached


Issue/Item:

 (
Request to Approve the Police Specialist - Hourly Continual Hire Process
)




Explanation:

 (
The department would like to conduct a recruitment process in search of additional Police Specialist – Hourly employees.  The attached process was originally approved by the commission on August 22, 2013.  There are no changes to the process other then the department would like to have it approved as a continual hire process.
The process is attached for your review. 
)










 (
Approve the Police Specialist - Hourly 
Continual Hire Process
)Action Requested:
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Police Specialist Hourly Selection Process
AUGUST 2013


I.	SUMMARY:

Under the general direction of the Police Department’s Administrative Services Bureau Deputy Chief, incumbent  greets and assists members of the general public, customers, visitors and public officials who are seeking assistance and/or general public safety information.  Responds to calls. Directs, coordinates, and transfers inquiries and requests, as needed, on behalf of the City’s Police, Fire & 911 Communications agencies.

This is a non-benefitted, part-time position limited to work less than 20 hours per week.

II.	ELIGIBILITY REQUIREMENTS:

Eligible applicants must meet the following minimum requirements:

MINIMUM QUALIFICATIONS:

1. Must possess a High School Diploma or G.E.D.

2. Ability to understand, follow and give clear directions and instructions.

3. Knowledge of public safety operations, department systems. policies and  procedures.
 
4. Ability to deal with high risk, stressful and potentially volatile situations and culturally diverse people.
 
DESIRED QUALIFICATIONS: 

Preference may be given to individuals with former Police Officer work experience.

III.	APPLICATION:

To apply for this position, interested candidates must complete an online application at www.slcgov.com.  All applications must be received no later than 11:59 p.m. on September 1, 2013.  If a candidate does not have computer access, he/she may go to SLC Human Resources located in the City and County Building at 451 South State Street, Suite 115, Salt Lake City, for assistance.  Applications turned in after the designated application deadline will not be accepted.



IV.	ACCOMODATIONS:

Candidates may request reasonable disability-based accommodation for any part of the selection process.  Requests accompanied by medical documentation must be submitted to Candace Roberts at least ten (10) business days prior to the selection process date.    

V.	SELECTION PROCESS:

Management Interview

The management interview will be used to measure specific job-related dimensions.  The interview will be comprised of standardized, behaviorally based questions.

Management Interview		  100%

VI.	PERFORMANCE DIMENSIONS:

The Management Interview will measure multiple behavior dimensions that may include, but are not limited to, the following: 

Communication Skills 				Planning & Organizational Skills
Problem Solving & Decision Making		Commitment to Organizational Values	
Interpersonal Effectiveness			Work History/Experience		
	
VII.	METHOD OF SCORING AND RANKING:

Each behavior dimension will be rated separately on a 1-to-5 scale, with 1 being the lowest score and 5 being the highest score.  Scores will be totaled from the "raw" ratings. The scores will be statistically analyzed, weighted appropriately, and converted to a percentage.

Candidates will be ranked according to their final score and placed on the Police Specialist Hourly eligibility register.

VIII.	PROPOSED SCHEDULE OF EVENTS:

Process to Civil Service for Approval			November 20, 2014
Announcement Period 					TBD
Application Deadline					TBD
Selection Process					TBD
Eligibility Register to Civil Service			TBD

Questions regarding the process may be directed to Candace Roberts at (801) 799-3819.
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Issue/Item:
 (
Request to Approve the Office Technician - Hourly Continual Hire Process.
)




Explanation:

 (
The department would like to conduct a recruitment process in search of additional Office Technician – Hourly employees.  
The process is attached for your review. 
)









 (
Approve the Office Technician - Hourly Continual Hire Process.
)Action Requested:
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Office Technician – Hourly Selection Process
                   Continual Hire



I.	SUMMARY:

Under the general supervision of a section supervisor or office manager, provides clerical staff support and basic technical assistance to a specialized function within a division.  This is specialized clerical work requiring basic skills in filing, word processing, data entry, typing, and customer assistance.

II.	ELIGIBILITY REQUIREMENTS:

Qualified applicants must meet the following minimum eligibility requirements:

1. High school graduation or equivalent, plus two years’ work experience in a related technical position.  Experience and training must include data entry and retrieval from a computer terminal and the use of personal computers to do word processing and/or spreadsheets.   Education and experience may be substituted one for the other on a year-for-year basis.

2. Ability to type 40 wpm net and/or proficiency in the use of computers for filing system, word processing and/or spreadsheets, depending on departmental requirements.

3. Ability to operate various standard office equipment and other specified technical equipment.

4. Demonstrated ability to follow instructions and comply with established policy and procedures.  Working knowledge of specialized field stipulated by division.

5. Ability to relate with persons from diverse socio-economic and racial/ethnic backgrounds.

6. Must have good written and verbal communication skills.

7. Ability and means to travel between office and other worksites or locations when necessary to collect or distribute information.

III.	 APPLICATION PROCESS:

To apply for this position, interested candidates must complete an online application on the City’s website at www.slcgov.com/jobs.  If a candidate does not have computer access, he/she may go to SLC Human Resources located in the City and County Building at 451 South State Street, Suite 115, Salt Lake City, for assistance.  Applications turned in after the designated deadline will not be accepted.

IV.	ACCOMODATIONS:

Candidates may request reasonable disability-based accommodation for any part of the selection process.  Requests accompanied by medical documentation must be submitted to Candace Roberts at least ten (10) business days prior to the selection process date.    

V.	SELECTION PROCESS:

Supplemental Questionnaire									10%
A supplemental questionnaire will be mailed to all applicants that meet the minimum qualifications of the job.  This supplemental questionnaire will ask for additional information regarding specific skills, training, and experience.  Candidates will be provided an opportunity to complete and return the questionnaire by a deadline.  The additional information will be reviewed and evaluated to narrow the pool of applicants to a more manageable number. We will consider adverse impact in determining the natural break.  Top-ranked candidates will be contacted and may be given an opportunity to compete in all proceeding stages of the selection process. 

The Supplemental Questionnaire will measure the candidate’s related experience and/or training.

Performance Test										30%
Candidates will utilize a computer to demonstrate his/her writing and computer skills.

The Performance Test will measure the candidate’s administrative/technical competency and written communication skills.

Oral Interview 											60%
This will be a panel interview comprised of behaviorally based questions.  

The Oral Interview will measure the candidate’s interpersonal skills, organizational skills, and verbal communication skills.  

VI.	METHOD OF SCORING AND RANKING:	

An applicant’s final score will be obtained by adding the numerically scored portions of the selection process.

Each behavior dimension will be rated separately on a 1-5 rating scale with 1 being the lowest and 5 being the highest.  Scores will be totaled from the “raw” ratings, weighted appropriately, and converted to a percentage.

In addition, a preference eligible veteran or preference eligible spouse shall receive additional points consistent with Utah law.  

VII.	SELECTION PROCESS TIMELINE:

Process to Civil Service for Approval:				November 20, 2014
Application Period:							TBD
Selection Process:							TBD
Present Eligibility Register to Civil Service Commission:	TBD

VIII.	GENERAL INFORMATION:

Questions regarding the process may be directed to HR Consultant, Candace Roberts (801.799.3819).
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