ERIE COUNTY WATER AUTHORITY
HR Policies/Procedures

Re: EMPLOYMENT OPPORTUNITY Policy No.:  92.0
POSTING
Application: Authority Wide Adopted: 10/04/12

Amended: 03/26/13

PURPOSE

To establish guidelines for providing a structured communication and posting process for
the advertisement of employment opportunities at the Authority to the general public, and
to further establish a process by which resumes are submitted to and maintained by the
Authority.

POLICY
It is the policy of the Authority to hire well-qualified individuals by making the general
public aware of vacancies to be filled, and by soliciting and maintaining a database of the

resumes of those qualified individuals seeking Authority employment.

PROCEDURE

1. The Authority shall advertise on its website all vacant titles in the competitive,
non-competitive and exempt classifications for a minimum of one week from date of
posting.

2. For all vacancies occurring in each classification, the Authority shall follow the
process set forth in more detail in the attached chart, which is incorporated as part of this
Policy. In addition, the Authority shall comply with the regulations set forth in New
York State Civil Service Law, where applicable.
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Employment Opportunity Process

acancy Qccurs

Non-Competitive Title

Competitive Title

This group of employees serve at the Pleasure of
the Board of Commissioners and are
Nominated Directly by the Board.

This group of employees are not subject to Civil
Service Examination and is to be automatically
posted on ECWA website

This group of employees are subject to Civil
Service Examination and is to be automatically
posted on ECWA website

v

Vacancy submitted to Secretary to the Authority
for posting on ECWA website

v

v

Review resumes including those already on file
for compliance with minimum qualifications and
job experiences with a Departmental
representative

Review resumes including those already on file
for compliance with minimum qualifications and
job experiences. Compile data and forward to
Commissioners for review

v

v

Hold interviews with candidates who meet the
minimum qualifications and have the related job
experiences being sought with a Departmental
representative and than rank accordingly

Arrange interviews with Commissioners, obtain
employment application

v

| Receive nomination from Commissioners |

v

Review results and obtain authorization to
proceed with physicals and background checks
for the top 2 ranked candidates

v

| Arrange physical and background check |

v

Arrange physical and background check

v

v

1. Physical approved
2. Background check approved
3. Meet qualifications

1. Physical approved
2. Background check approved

h 4

Post vacancy on Reguest list from
Erie County Office

ECWA website
with notation that of Personnel
any appointment #

to this position will

o Canvas all eligible
be provisional and

subject to Civil candidates
Service testing at - v .
a time to be Hold interviews

with Department
representative,
evaluate and re-

determined by the
State of New York

rank

3. Meet qualifications

All three YES NO on any item Al three YES NO on any item
above above

v v

v v

Obtain authorization Report to
to make formal job Commissioners
offer to nominated candidate did not
candidate successfully
* complete the process
and seek ancther
nomination for

Once authorized,

contact candidate, processing

make offer, arrange
start date and
prepare resolution to
hire for Board
approval

v

Once approved
submit PO-1M form
to Erie County Office
of Personnel for
approval

Obtain authorization Move to the next
to make formal job qualified ranked
offer to top candidate candidate

v

Once authorized,
contact candidate,
make offer, arrange
start date and
prepare letter of
appointment for
signature

v

Once approved
submit PO-1M form
to Erie County Office
of Personnel for
approval
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