
Responsible/Process Prior to Posting the Job Announcement Develop and Publish the Job Announcement

HR2.10E-A Recruiting – V2.0 DAS HRIS As-Is Process Model

Agency
HR
For

“Delegated”
Agencies

Or

DAS HRSD
Recruitment

For 
“Non-

Delegated”
Agencies

Other lists required by 
collective bargaining 

agreement for agency 

Secondary Recall 
List

(SEIU and 
AFSCME only)

Manager

Applicant

Start
Analysis has 

been 
completed to 
support need 
to fill a vacant 

position for 
operational 

and workload 
needs

Review and/or 
update position 

description 
(PD) 

Complete 
Recruitment 

Request 
Form 

Obtain 
Appointing 
Authority 
approval

Approved?

End

Pull all 
Mandatory 

Lists in 
accordance 
with OAR, 

State Policy
or 

Collective 
Bargaining 
Agreement 

No

DAS 
Recruitment 
will provide 
the services 

for 
recruitment 

efforts in 
coordination 
with agency 

and 
Governor’s 

Office

Executive 
Recruitment 

position?
(Agency Director, Elected 

Officers of Board or 
Commission)

No

Statewide 
Reemployment 

Layoff List

Agency Layoff List

Injured Worker 
List

Qualified 
individuals on 
any mandatory 

lists?

Was job 
offered to a 

qualified 
priority list 
individual?

Optional lists may be pulled in 
addition to mandatory lists (i.e. 

HIRE, Transfer etc.)

Develop job 
announcement

No

Review 
announcement, 

supplemental tools 
and advertising 

strategy with 
timeline 

requirements

Announcement 
finalized, 

publish to State 
Jobs Page 

(Teamsite) and 
other 

publications as 
identified. 

Review announcement 
and decision is made 

whether to apply

Submit application via 
hard copy, fax, or 

electronically

Prior to close date, review 
application status to 

determine whether to 
extend announcement

HR2.20E-A
Interview

Enter 
disposition 
codes into 

APPL/CERT 
(J280). 

Complete 
necessary 
actions to 

return 
individual 

back to work

Yes

Yes

Does 
announcement 

need to be 
extended?

Update State Jobs 
Page (Teamsite) 

and other 
publications with 
new close date

Yes

Supplemental 
information may be 

requested from applicant. 
If information requested,  

grade and record in 
APPL/CERT (JAPI)

Create announcement 
record in APPL/CERT 

(JANI)

End

Agency may need to 
pull Transfer list in 
accordance with 

Collective Bargaining 
Agreement

No

Enter disposition 
codes into APPL/

CERT (J280)

Record disposition 
codes on 

Certificate of 
Eligibles list; sign 
and forward to HR

File in official 
recruitment folder 

for required 
retention period

End

Receive 
vacant 
position 

information 
(Request to 
Fill/Hire, PD 

and 
Organization 

Chart)

Is
Job 

Classification 
change 

required?

HR1.40E-A
Position 

Classification

Yes

No

End

Work with 
hiring 

manager to 
discuss 

appointment 
options

Yes

Set up 
meeting 

with 
individuals 

No

Review updated 
position 

description for 
impact to job 

class

Pull Certificate of 
Eligibles List from 

APPL/CERT 
system (JLST). 
Forward list to 
hiring manager

Recruitment 
closed; evaluate/

grade applications. 
Applications 
processed in 
APPL/CERT 

(JAPI) Application 
and 

Examination 
Notice sent to 

applicant

Receive and 
review 

notification 
results

Applications 
received, date 

stamped

Yes

Inputs
OAR 105-040;  ORS 240.306;State Policy; Collective Bargaining 
Contracts; ADA of 2008, Titles I&V; ORS 408.230 and 408.235
Recruitment Request Form 
Position Description
Organizational Chart for agency
Application Form (PD100, PD300IS, etc.) and attachments (resumes, 
cover letter, references, DD214, etc.)
Request for Certification (PD134)
Executive Service Applicant Information Form
Job Announcement

Outputs
Application and Examination Notice
Certificate of Eligibles
Job Announcement

Customers
Managers/Supervisors
Applicants
Advertising Broker
Agency HR
DAS Recruitment
Governor’s Office

Systems/Interfaces
Applicant/Certification (APPL/CERT)
Position Personnel Data Base (PPDB)
S.O.L.A.R. (Strategic Online 
Application & Recruitment System) 
State Jobs Page; Teamsite; Working in 
Oregon
APPL/CERT Electronic Certificate 
Download System via Internet

Reports
Monthly, Annual APPL/CERT System Reports 
(EEO, Affirmative Action, etc.)
Certificate of Eligibles

Start preliminary interview 
planning:

Develop interview questions 
( may need to be reviewed 
by HR);
Select interview panel;
Determine location, dates 
and times
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