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ODOT Human Resources
	Transportation Maintenance Standing/Transfer List Application Information





If you would like to be considered for maintenance opportunities within ODOT, it is recommended that you apply for both the Standing List and the Transfer List in addition to applying for separate maintenance recruitments.

What is the Standing List?

When there is a transportation maintenance job opening for a TMS1, TMS2, TMC1 or TMC2, a hiring manager may choose to use a standing list.  It has the names of current ODOT employees, as well as external applicants, who have applied to one or more of the four maintenance job announcements (listed below) and who meet the qualifications for those jobs. The applicants’ skill codes and selected geographic locations are used so that maintenance managers throughout the state may be provided with lists of skilled applicants who are willing to work in their locations. 

To apply for promotional opportunities within the maintenance fields, you should complete ODOT TMS applications for the respective job announcements.  For example, if you are currently a TMS1 and now qualify for a TMS2, you would use this method to place your name on the standing list for TMS2 positions. 
Instructions For the Standing List

A verbal request to be put on the Standing List is not sufficient – you must apply to the specific job announcement number and meet the qualifications to be placed on the Standing List for that classification.  Go to www.odotjobs.com and click on, “Current Highway Maintenance Opportunities for the list of Transportation Maintenance classifications and their respective posting number, or individual announcements.  Applications are available through ODOT and State Employment offices as well as on our website.
OCDT5377 - Transportation Maintenance Specialist 1

OCDT3530 - Transportation Maintenance Specialist 2

OCDT5378 - Transportation Maintenance Coordinator 1

OCDT5379 - Transportation Maintenance Coordinator 2

Read the, “How Do I Qualify” section.  If you feel you meet the qualifications, follow the, “How Do I Apply” instructions and choose the online or paper application.  The Online application will contain all of the required forms and will transfer to us electronically.
To apply with a paper copy, click the link at the end of the announcement and print out a copy of the application.  Make sure you check all of geographical codes for the areas where you would be willing to work.  Fill out and attach the, “Skill Code” and the, “Supplemental Information” pages to your application.   Sign, date and mail or fax it to the address listed on the announcement.
If it is determined that you do meet the qualifications and you pass the pre-employment survey, your name will be in the applicant pool when managers in the geographical locations you listed are filling a vacancy.  (Current ODOT employees are not required to take or re-take the Behavioral Survey each time they apply for a maintenance position).  
NOTE: The hiring manager may decide to use the standing list to fill a vacancy or to request a separate open recruitment.  Even if your name is on the standing list, you must still apply for the separate open recruitment by announcement number in order to be considered for the position.  

Your name will remain on the Standing List(s) for 6 months.  You will need to notify ODOT HR (by mail, email or FAX) if you wish to remain on the list(s) for an additional 6 months. 
After one (1) year you must complete and submit a new application which will include your most recent work history and contact information.  

You may call or FAX us at any time to update your contact information or to remove your name from the standing list.
What is the Transfer List?

This list consists of current, active employees of ODOT who would like to keep working at their current classification but move to a different maintenance location in Oregon.  This is called a lateral transfer.  The Transfer List is NOT used as a promotion list.

Seasonal and limited duration employees may be placed on the Transfer List only for as long as they are current, active employees of ODOT. This list can provide managers additional applicants to interview or they can choose to recruit just from the transfer list alone.

Instructions for the Transfer List

Please refer to the, “Transfer List Guidelines/Form” located at:
http://www.oregon.gov/ODOT/CS/HR/docs/TransferGuidelinesForm.doc   

Please be specific in entering your geographical preferences since destinations such as “Anywhere” or, “Eastern Oregon” will not be accepted as a location option.  List the actual name of the city or cities of your choice.  
When there is a vacancy in their selected locations and classifications, employees on the transfer list are notified to apply.  Or, for Standing List recruitments, the names are sent directly to the hiring manager for consideration.
Once your name has been placed on the transfer list, your transfer record information will be valid for one year.  You may remove your name from the transfer list at any time by contacting ODOT Human Resource Center.
If you have information you would like to change within this time frame, please inform Human Resources so that we may update the transfer list data base accordingly.
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