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Like most public sector agencies in local and federal government, 

the District’s classified selection process is guided by merit system 

principles. One of the purposes and goals of the merit system is 

recruiting qualified individuals and selecting and advancing appli-

cants and employees based on merit and fitness to perform the job.  

Since the District is a public service agency supported by public 

funds and tax payers, the public’s trust and interests are one of our 

most important concerns. Conducting fair and open competitive 

examinations to fill the classified positions is one of the ways to 

ensure the best possible employees/candidates are selected to perform the job and to serve the public. Moreo-

ver, the merit system examination plays an important role to ensure the District meets accreditation standards 

and laws. Hence, all classified jobs are filled through competitive examination procedures. That being said, it 

is crucial for a supervisor and/or hiring manager to understand the benefits of the merit system and how it 

governs the selection and hiring process of new employees in your department.  

ADVANTAGES OF A MERIT SYSTEM:    

Open and fair competitive examinations.  

Ensures employment selection and practices are free from political influences and other non-merit fac-

tors.  

Assures appointments to positions are made only from appropriate employment and eligibility lists.  

Employment transactions are audited for compliance with laws and contract provisions.  

Provides results of the examination and general exam statistics to candidates/employees. 

SELECTION & HIRING PROCESS FOR CLASSIFIED JOBS  

In order for the merit system selection process to work effectively and successfully, here are some ways you 

can make valuable contributions:  
 

Review the job description.  An essential step of the hiring and selection process of a classified position 

for the hiring department is to assess the position. Review the existing job description of the position, and 

be sure to compare it to a list of specific duties actually performed/assigned to the position.    
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Provide feedback.  After assessing the position and the job description, if you find the job description 

does not in general terms describe the position, consider providing feedback so that appropriate amend-

ments can be made. You can also provide suggestions regarding the examination content if you feel a cer-

tain critical knowledge, skill, and/or ability should be tested as part of the exam. During the exam planning 

stage, Personnel Commission staff typically is in communication with the department/division head over 

the vacant position to solicit feedback and suggestions. Therefore, you can provide feedback and sugges-

tions to your department/division head and/or Personnel Commission directly.   

 

Be involved in the examination process.  As a technical expert in your professional area, you can be in-

volved in the examination process by assisting with examination material development and review. You 

can also serve as a rater for various testing and/or interviews in the examination process if you are not a 

direct supervisor over the vacant position being filled.  

 

Prepare and conduct hiring interviews.  After the examination process concludes and the eligible list is 

established, it is time for the hiring department to conduct hiring interviews based on the certification re-

quested. The hiring interview questions should focus on assessing personal fit of the candidates to your de-

partment and to the position. General knowledge, skills, and abilities to perform the job should not be test-

ed again during the hiring interview process. Instead, the hiring department should report such testing 

needs to Personnel Commission during the exam planning stage so that it can be included as part of the ex-

amination process. Moreover, prior to the hiring interviews, be sure to obtain copies of the candidates’ job 

applications from Personnel Commission through your campus’ personnel office.     

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on our 

bulletins: https://www.surveymonkey.com/r/CDKMSMW.  

https://www.surveymonkey.com/r/CDKMSMW

