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Office of Court Administration
	Directions for Screening Applications:
Step 1:  Minimum Qualifications:  The Human Resources will screen all applications for minimum qualifications.  The minimum qualifications include the education and experience.  Applications not meeting minimum qualifications will not be referred to the hiring supervisor.  

Step 2-4  Essential Job Functions & Preferred Qualifications  


2.  Rating:  When reviewing the application for the essential job functions and the preferred qualifications, please rate each section using a scale of 0 to 4.

· If unable to determine if the applicant possesses the documented ability to perform an essential job function or the applicant has no documented ability, the item should be rated at 0.

· Applicant possesses superior documented ability to perform an essential job function; the item should be rated at 4.

· All other documented abilities should fall between these two scores.


3.  Weights:  In addition, assign a weight to the essential functions and preferred qualifications using a value of 1, 2, 3, or 4 for the weights, with 1 having the least weight.


4.  Total Score:  Multiply applicant rating by the job function weight to get the total. Next add all totals for the applicant to get the “total score.”  

Deliver all completed paperwork to the Human Resources Officer at the end of the screening process.  The selection file will include all applications received for consideration, the screening matrix, the interview questions, and the reference checks.
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