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POSTING TERMS



Job Posting: an
electronic form created
in Insight and is the
first step in the hiring
process.

Insight: the part of

NeoGov where job

postings are created
and maintained.

Requisition: a form
created in OHC which
initiates the job posting

approval process.

OHC (Online Hiring
Center): the part of
NeoGov where
requisitions are created
and maintained.

PSA (Public Service
Announcement): job

postings that are
available for application

to the public.

Register: contains list

of applicants referred
by DOP.

Internal Posting: job
postings that are only
available for application
to current and former
state employees.
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« Position Number vs. Posting Number

Posting number and position number are not the same.

* The position number applies to the number assigned to the specific position. This
number stays with that position for the life of the position. Position number example:

0608PR0952.

* The posting number is an internal numbering system unique to your facility. It is a
sequential system and starts over the beginning of each Fiscal year.

Posting number example:

ERJL — RJV24ERJ01 GSJC — JSGS240001
MOCC — CMO2400001 Wood YRC — YRC24WDO1
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Justification

A Justification memo 1s
required to get approval

prior to creating a posting.

The two positions that do
not require justifications
include:

Correctional Counselors

Correctional Ofticers

Promotional Posting

A promotional posting will
not be posted on the State’s
internal posting page.

The posting will be printed
to post and distribute within
DCR. Only DCR
employees can apply for
promotional postings.

[t 1s not open to all State
employees.
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* A Spedal Form is required for this approval.

Positions vacant for more

Must be approved to post by the Cabinet Searetary.
than a vear: *  Rotate positions so they do not remain vacant past the one-year mark.

An internal posting runs for 10 days and a PSA runs for 15 days.

Posting is active six months from the CLOSING date. Names can be pulled
from the posting for six months without creating a new posting.

Justifications are good for six months from the approval date; if the position is not filled and
needs to be posted again after six months, a new justification is required.

Special forms are good for one year from the approval date; if the position is not filled and

needs to be posted again after one year, a new special form is required.
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CREATING JOB POSTINGS
IN INSIGHT



State of West Virginia
Department of Homeland Security

Division of Administrative Services
1124 Smith Street
Charleston, WV 25301
{304) 558-2350

JOSEPH C. THORNTON
DIRECTOR

t Level Approval 3.26.24

Te:  Joseph C. Thomton, Director

From: Malena Harding, Assistant Director — Purchasing Section
Date: March 22, 2024

RE: Justification to Post and Hire

Number of Positions Requested: One (1)

Position Number: 0623PR1161

1. Why is the vacant position imperative to the operation of your Agency? (e.g., statutory or
regulatory requirement, court order, service requirements, etc.?)

The purpose of the Procurement Specialist is to execute full-performance level purchasing of a
variety of goods and services for various agencies under the Department of Homeland Security,
as well as the Division of Administrative Services. Under general supervision, will write,
review, publish, evaluate, and award contracts for goods and services within an assigned
timeframe; will monitor and maintain awarded contracts during the term of the contract; will
ensure customer agencies, customer facilities, and vendors are in compliance with the terms
and conditions of all contracts; will implement and write changes to contracts for renewals,
price adjustments, or other terms and conditions; will assist with sourcing purchases for
customer agencies and facilities through market research and will determine proper method of
procurement; will assist in determining the most cost effective and feasible types of goods and
services to reduce/or maintain expenses; will inate delivery of and services with

yTILLET] i




Navigate in your web browser to https://www.neogov.com/

and sign 1n.

To create a job posting, navigate to the Insight section.

NEOGOV [N Insight v = OAUTUMNGARDNER

B =) = yZ
InSig ht DaSh boa rd Unreviewed Apps Open Regs Approved Regs In Req Pipeline Qpen Jobs Jffers Hires in Progress
0 1082 48 9 65 20 b5
Job Postings view all » ] Reset || Q
0 2 b2

Active Draft | t
_ T 2 _ ST S A.pp. Guanw : mp. Dlvm : _m

b
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https://www.neogov.com/

NEOGOV

Insight Dashboard

Job Postings view all »

0

Click the plus sign under your name

at the top right of the page.

= O AUTUMN GARDNER

B = = Z
Unreviewed Apps Open Reqs Approved Reqgs In Req Pip = Open Jobs Offers Hires In Progress
0 1082 48 9 65 20 55
] Reset i Q |
2 52

Draft Inactive
_ T : _ el b e E s 7 _m
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New Posting
+ Draft () arcnivea Accept Online Applications Show Closing Date/Time () conunuous

Flelds marked with an asterisk (*) are required

I:J Create New
* Exam Plan:
O Select existing

Postng/Notes

* Department: ‘ Search

Division: ‘ Search
* Class Spec: ‘ Search
* Job Title:

* Job Number:

‘ or e
* Job List Default Job Listing ~
Sen e




“Draft” and “Show Closing Date/Time” should
always be checked.

“Exam Plan” should alwavs
Craate Mew y
" Exam Plan: (::) Select existing b e ¢ Create NeW’ ,

Posting/Motes

* Department:

Divislon:

* Class Spec:

* Job Title:
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Begin typing the facility name to auto
populate the “Department.”

Posting/Notes

QEIUCIS DHS - Division of Administrative Services (0623)

Iz

Begin typing the job title to
auto populate the “Class Spec.”

\ﬂ REEE A Procurement Specialist (7202)
Procurement Specialist g

\
The “Job Title” will auto populate
based on the “Class Spec.”

Division: Sedrch

* Job Title:

SHOIAYES FALLVYMLSININAY 40 NOISIAIQ



Job Number: same as posting number
(remember posting numbers and
position numbers are different).

Job Type: select Full-Time

Permanent.

Job List: never select Default. Most
positions will be Transfer. If you are
posting a position that you plan to
hire from within DCR, then select
Promotional. Must match Exam

Type.

Exam Type: select the same as
selected in Job List. Must match Job
List.

&
bk Mimhar MACT N
u IUTIVEL _rl‘:"\b.£40uu|d£

oo Typer | Full-Time Permanent

F 1ok et 'I'-q ofar ,-.|-._-
JUN . |Gn\. cl JUlS

amType: | Transfer
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Advertise From: to allow time to go through
all the approval levels, this should be

at least three business days out.

Advertise To: should be 10 days from
Advertise From date. Count the “Advertise
From” date as day one. Leave the default
time of 11:59 pm.

Enable Maximum Number of Applicants: do
not check this box.

Category: select Corrections, or another
applicable category.

Location on Job Posting Display: auto
populates, select the county where your
facility 1s located.

* Advertise From:

" Advertise To:

Enable Maximum Number of Applicants: |_| Check this box to close [ob posting after certain amoun

Location On Job:

* Posting Display

Physical Address

Accounting and Finance
Architecture

Bullding Maintenance
Child Support

Clerical & Data Entry
Cammunity Senirec

Administration

k|

Kanawha County

Kanawha County

Add o5 ~dditinn sl sddrace
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Physical Address: leave blank.

Advertise Remote Employment:

leave blank.
EEO/Census Data: leave blank.

Application Template: leave at
“Default.”

Reapply Period Days: always enter
10.

Physical Address

Advertise Remote Employment:

EEO /Census Data Template

* Application Template:

Reapply Perlod (Days):

* Assigned To:

Add an additional address

==5elect ==

Search

i = — - .
\l) Please note the system will use the Global EEOQ / Census numbers In the EEQ / Census Data settings If no

template Is selected. To view the EEOQ / Census data values, please go to Admin » EEQ / Census Data.

Default =

10
GARDNER, AUTUMN =

SAOIAYES JAILVHLSININGY 40 NOISIAIA



Nature of W ork:
* The job description is entered here, and it
must be specific to the position.
* Do not Populate from Class Spec.
* If a template has been provided by
Lori Lynch or DAS you must use
the template.
¢ The following information must always
be included:
*  Posting Number
*  Position Number
*  Number of Vacancies
*  County/Counties
e If this is a promotional posting add
“Promotional to DCR Only” above job
description.

Examples of Work:
* Do not populate.
* Leave this field blank.

<>

naraciers : bl

<>
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Minimum Qualifications:

Click the Populate from Class Spec button to
auto-populate.

Do not edit or change the auto-populated
information.

Do not add any other information to this section.

Other Information:

Click the Populate from Class Spec button to
auto-populate. (Do not edit or change the
auto-populated information.)

Enter the agency contact information,
including email and mailing address for
submission of applications.

Add instructions to include posting number on
application.

Add this sentence: Please note: Applications of
covered state employees, mailed to DOP or
completed via DOP’s online method, are not
forwarded to the agency.

B i U A: = = = M: e k] » EB <>

Training: Bachelor’s degree from a reglonally accredited college or unlversity.
oR
Substitution: Full-time or equivalent part-time pald experience as described belaw may

stitute for the required training at the rate of one (1) year of experience for 30 credit hours

AND
Experience: Two (2) years of full-ime ar equivalent part-time pald experience In a broad range

OR

TOne year of experience for 15 semester

Characters : 992
B i U At = T = I &2 & v B e~ <>

PG 13 $32.336 - $59.820
Market Rate: 552 707

Email applications te: Paula Dickens at paula J.dickens@ww.gov

Mall to:

Paula Dickens

1124 Smith Street, Sute 2004
Charleston, WV 25301

Please Include posting number DAS2400032 on the application.

Applications of covered state employees, malled to DOP or completed via DOP's anline

method) are not forwarded to the agency.

Characters : 372

SHOIAYES FALLVYMLSININAY 40 NOISIAIQ



B i U A T T o @E O 6B - <

Under general supervision, these positions perform professional, full-performance level work
procuring a varlety of goods and services used In the operation of state agencles and
Institutions. These positions are responsible for interpretation and application of related
policies and procedures and may be required to menitor inventory and/or fixed assets. Work
includes reviewing requisition specifications. administering the competitive bid process,
reviewing bids and awarding purchase orders to the appropriate responsible bidder. Perform
related work as required.




Auto Update: uncheck this box; the salary will pull

from the class spec.

Minimum Salary: do not change.
Maximum Salary: do not change.

Per and Based on: do not change.

Show Salary Breakdown: do not change.
Salary Display: do not change.

Internal Notes:
e Cabinet Secretary approval language (if applicable).

e Ifitis a promotional posting, add “Promotional to
DCR Only.”

* Minimum Salary: ‘ 32.336.00 ‘
A i ‘ 59,820.00 ‘
| Year v|
Based on
" Per:
| 2080.00 v|
A [ Hourty [ paity [ ] we [l
D Semi-Monthiby Moty
=5y l:l Che to show =
B i Q A = = = i & E' « B8 <>
Approved by the Cabl 24
Characters - 43

SAOIAYES JAILVHLSININGY 40 NOISIAIA



Supplemental questions: do not change.

* Supplemental Questions

(@ No

Wl]']' OVCI'tlme be Pald: dO not Change' Wil overtime be paid until job Is filled? D

*Be sure to click SaveX

S30ING3AS FALLVULSININAY 40 NOISIAIA



Detailed Job Posting ‘ Print Job Bulletin

View Class Spec View Exam Plan Supplemental Questions & Auto Screening

Job # Actlve / Total Advertised
DAS2400032 0/0 03/21/24 - 03/30/24 1159 PM

Job Title Procurement Specialist
Closing Date/Time Sat. 03/30/24 11:59 PM Eastern Time

salary $2.694 67 - $4,985.00 Monthly
$32336.00 - $59,820.00 Annually

Job Type Full-Time Permanent
Locatlon Kanawha County, West Virginia

Department DHS - Division of Administrative Services

Nature of Work Benefits Custom Form Fields

Posting DAS2400032
Kanawha County
1Vacancy

Poslition 0623PR0O01S

The purpose of the Procurement Speclalist Is to execute full-performance level purchasing of a varlety of goods and services for varlous agencles under
the Department of Homeland Securlty, as well as the Division of Administrative Services. Under general supervision, writes, reviews, publishes, evaluates
and awards bids for goods and services within an assigned timeframe. Monitors and malntains awarded contract during the term of the contract. Assures
customer agencles, customer facllities, and vendors are In compllance with the terms and conditions of the the contract. Implements and maintains
contract tracking system. Under general supervision, Implements and writes changes to contract for renewal, price adjustments, or changes to other

terms and conditions. Assists with sourcing purchases for customer agencles and facllities through market research and determining method of




COMMON MISTAKES IN
POSTINGS



“Nature of Work™ cannot be taken directly from the Class
Specs and cannot be 1n all CAPS.

Nature of Work Benefits Custom Form Fields

Under general supervision, performs work at the beginning level, in investigating, counseling, and providing continuous supervision for adult The fOﬂOWlng must be
probationers or parolees to assist in their social and personal adjustment. Work involves close contact with potentially dangerous offenders with crimina
backgrounds. Performs related work as required. This position will be working from the Charleston parole office and will be responsible for supervising lnC1U.ded aﬁ:er the nature

offenders in Kanawha, Clay, and Roane counties. This involves completing all assignments to include but not limited to home plan investigation and other

of work description:

Investigative reports, clemency reports, co-operative investigations for other states, post-sentence reports for the Parole Board and other corrections

facilities and violation reports in the region. Other duties as assigned. ° P OStin g Numb er
Posting CPS230059 e Position Number
Position 0608P00002

Vacancy 1 ¢ Numb Cr Of

Kanawha, Jackson, Roane counties Va can Ci es

* County

SHOIAYES FALLVYMLSININAY 40 NOISIAIQ



Correctional Officers: CO1 — CO3 positions are always Posting: CAC2400021

Positions: 0608P00102, 0O608P00138
Vacancles: 2

posted together. For example, when creating a CO1

posting, include the language “Alternate posting to Greenbrier County

(posting #) CO2 and (posting #) CO3, and then proceed

. : : Alternate to posting CAC2400022 CO2, and CAC2400023 CO3
to create a CO2 posting and a CO3 posting using the PosHne - l

same language.

Correctional Counselors: have the option of posting as a Posting: J5G5240020
Positions: 0608FRJ07/19, 0608PJ0720, O60BRIOT21

Vacancles: 3
posting, if you have decided to also create an alternate CC2 Fayette County

CC1 and a CC2. For example, when creating a CC1

posting, include the language “Alternate posting to (posting

#) CC2.” Alternate to posting J5G5240021 for CC 2.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



Examples of Work: ’

Characters : 0

/




* Other Information: select auto-
populate, then add the following:

» Wording from the auto populate.
» Email and mailing information.

> “Please include posting
number on application.”

> Please note: Applications of covered state
employees mailed to DOP or completed via
DOP’s online method, are not forwarded.

Other Information:

PG 12 $30502 - $56,428

Market Rate: $49718
Division of Corrections: Probationary period 1yr

Applications to be sent via email to kaitlin.e watson@wv gov
Or mailed to

Kaitlin Watson

1339 Plaza East

Charleston, WV 25301 \[ L

Please include posting number CPS230059 on application. \[

Please note: Applications of covered state employees mailed to DOP or completed via DOP’s online method, are not forwarded to the agency.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



The “Auto-Update” box is checked by default
but must be unchecked.

Salary Information

Auto-Update: D Automatically update salary range Information from Class Specification.

" Minimum Salary:

Maximum Salary:

== Select == v

Based on

208000 v

* hours per year

. [:] Hourly [:] Dally [:] Weekly [:] Biweekly

[:] Seml-Monthly Monthly ¥ Annually

" Per;

) show Salary Breakdown

Salary Display: [:] Check this box to show salary as

‘ == Select == v

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



COMMON MISTAKES IN POSTINGS (INSIGHT)

01 02 03

Job Postings
should never be
set to open on a
weekend or a
non-business day.

Changes to Job Job Postings

Postings require a should be neat and

new Job Posting free of typos.
PDF.

SHOIAYMES HALLVYULSININAY 40 NOISIAIA
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JOB POSTINGS
CHECKLIST

[0 Department

[0 Dates

[0 Opening date 3 business days out

[0 Closing date 10 days from Opening date

[0 Loation

0 Nature of work:

* Description of posting that matches job title
* Job Posting #

* Position #

* County

* Number of Vacancies

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



JOB POSTINGS
CHECKLIST

[1 Examples of Work — leave blank

[1 Minimum Qualifications — auto-populated

[0 Other Information — auto-populate market rate, then add the following:

* Contact information (email and mailing address)
* Spedal language:
* Please include posting number on application.

* Please note: Applications of covered state employees, mailed to DOP or completed via DOP's online
method. are not forwarded to WVDCR.

[1 Salary Information — uncheck box

[1 Internal Notes:

* Cabinet Secretary approval language (if applicable)
e Ifitis a promotional posting, add “Promotional to DCR Only”

SHOIAYES FALLVILSININAY 40 NOISIAIA



CREATING
REQUISITIONS IN OHC



NEOGOV @ OHC v

After a job posting has been created, the next
step 1s to create a requisition to accompany the
job posting.

To create a requisition,
navigate to the OHC section.

) AUTUMN GARDNER -

SHOIAYES FALLVYMLSININAY 40 NOISIAIQ



Click the “+” under your name at the top
right of the page.

AUTUMN GARDNER v

NEOGOV @ oHC v

Dashboard Jobs v Reports + ®
Requisition

(=)

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



Requisition #: job posting

number.

Department/Division: facility.

Class Spec: job title.

Hirning Manager: person
responsible for register/job
posting.

Number of Vacandes: same as
number of positions.

Requisition Details

° Fields are required.

Requisition # " Depanment/Division

[ osaavon Q[ erciommee—0)
* Class Spec O Working Title

‘ Procurement Specialist (7202) (%) Q ‘

Desired Start Date * Hiring Manager

Job Type List Type
‘ - Make selection - W ‘ ‘ - Make selection - v ‘
Position (1) Number of Vacancies

Find & position Q ‘ 1

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



P (Bition Number(S): the * Position Number(g)

Section

number assigned to position.

P osting/ Requisition Number:

Full-Time Equivalent

job posting number. |

Enter the a)unty or munties: * Posting/Requisition Number

* Enter the county or counties in which the vacancy is located.

matches counties listed on job | orsasoooss

posting.

‘ Kanawha County

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



Requestor’s Phone: facility phone

number.

Requestor’s Name: name of o st e v s
person responsible for register/job | ..
posting.

* Requestor's Phone * Requestor's Name

Primary Interviewer’s Name:
name of person responsible for
reglster/J Ob pOStlng. * Primary Interviewer or Applicant Contact Person's Name * Primary Interviewer's or Applicant Contact Person's phone number

Melisza Vance 304.558-2350

304.558.2350 Melissa Vance

Primary Interviewer’s Phone
Number: facility phone number.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



Is this a Supervisory/Managerial Position? If yes, list the number of employees supervised and
their job class titles. If no, please put M/A.




Position Details
New Position?
O ¥es ® No

Approved by Cabinet Secretary 412024,




NEOGQV e OHC v

Create Requisition

Scroll to the top of the page and select
Save & Continue to Next Step

n AUTUMN GARDNER -~

‘ < Cancel Save & Close

‘I Save & Continue to Next Step ’
——

1. CREATE

2, APPROVALS \:} 3. ATTACHMENTS

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



DAS Department
v

* Approval Group

DHS - DAS/DJCS - DEPARTMENT ® v ‘

Next, add your 3 levels

of approval.

* Approvers

Search Approvers " — DAS Cabinet
| abine

* Approval Group \/
; —

* Approvers

| DOP Class & Comp
APprwaIGrcu;}\/
Add Approval Step :
oo om0 © " |

* Approvers

‘ Search Approvers ':{ ‘
Add Approval Step

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



Scroll to the top of the page and select
Save & Continue to Next Step

Create Requisition [ xane

—
Save & Close ‘I Save & Continue to Next Step ’

1. CREATE

2. APPROVALS .+ 3, ATTACHMENTS

SHOIAYMES FALLVYULSININAY 40 NOISIAIA
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Upload Attachments:

* Job Bulletin from
Insight

* Justification to Post (if

applicable)
* Special Form (if
applicable)

Create Requisition

1.CREATE

2. APPROVALS 3. ATTACHMENTS

Add Attachments

fr

Job Bulletin - RI24WRJ51....

""@

®

Drag and drop file here, or click here to upload

Justification - 0608P00T1...

Save & Submit

l % Cancel H Save & Close \

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



REQUISITION
CHECKLIST

[0 Requisition # matches posting

SHOIAYES HALLV YA LSININAY 40 NOISIAIA

O Title matches
[0 Vacndes # matches 44
[0 Confirm the position is VACANT

[0 Counties match posting

[0 Opening date should be 3 business days out

[1 Status is dassified for all positions except EMD which are Exempt




O Is this a
Supervisory/ Managerial
Position?

If Yes - list the number of
employees supervised and
their job dass titles.

If No —shouldsay N/A

REQUISITION
CHECKLIST

Cabinet Seaetary approval
language (if applicable).

If it is a promotional

posting, add “Promotional
to DCR Only.”

0O Approval levels:

Department (Melissa
Vance, Autumn Gardner)

Cabinet (Sharon Hayes,
Lia Dyer)

DOP Class & Comp
(selet DOP Approver, not
an individual’s name)

O Attachments:

SHOIAYES FALLVILSININAY 40 NOISIAIA

Job bulletin T

Justification to post (if
applicable)

Spedial form (if applicable)



COMMON MISTAKES IN
REQUISITIONS



Approvers:

* (DAS) Department Level — select both:
Melissa Vance
Autumn Gardner

* (DAS) Cabinet Level — select both:
Sharon Hayes
Lia Dyer

* DOP Level — only select DOP APPROVER

INIWNAYV 40 NOISIAIA
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Attachments:
* Job Bulletin from Insight
* Justification to Post (if applicable)
* Special Form (if applicable)



REQUESTING PUBLIC
SERVICE ANNOUNCEMENTS
(PSA)



All PSAs must be requested through DAS.

When requesting a PSA, please make sure to include the
following:

* Subject Line - Request PSA (Job Posting & Job Title)

e Send email to DASHR (@wv.gov



DIVISION OF ADMINISTRATIVE SERVICES

TRUE OR FALSE



All postings require a justification prior to
posting.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA
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Correctional Officer and Correctional Counselor
positions do not require a justification to post.

VU LSININAY 4O NOISIAIA

SHOIAYAES HAIL
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Special Forms are required once a position has
been vacant for 6 months.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA
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A Special Form 1s required when a position has
been vacant for 12 months.

INIWNAYV 40 NOISIAIA
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Promotional Postings are not listed on DOP’s
internal website.

SHOIAYMES FALLVULSININAY 40 NOISIAIA
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Promotional Postings are only advertised at
DCR locations.

LVYULSININAY 40 NOISIAIA
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Correctional Counselors have the option of

posting as a CC1 and/or CC2.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA
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Correctional Counselors have the option of
posting as a CC1 and/or CC2. Include the
wording “Alternate posting to (posting #) CC2.”



When posting a CO 1 position, always include
the wording: “Alternate posting to (posting #)
CO 2 and (posting #) CO 3 under the Other

Information section.

VALSININAY 40 NOISIAIA



When posting a CO 1 position, always
include the wording: “Alternate posting to
(posting #) CO 2 and (posting #) CO 3

under the “Nature of Work” section.




The Job Bulletin must be attached to all
requisitions except Correctional Officer and
Correctional Counselor postings.

S HALLV ILSININAY 40 NOISIAIA



Job Bulletins must be attached to all
requisitions.

LVYULSININAY 40 NOISIAIA
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The Supervisory/Managerial Position section
must be filled out only if the position requires
supervision of other employees.

True

LVYULSININAY 40 NOISIAIA

SHOIAYES FAI
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[f the position does not supervise, you
must enter N/A.

LVYULSININAY 40 NOISIAIA
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When selecting the hiring manager, all
managers who populate on the search list

should be included.

True

LVYULSININAY 40 NOISIAIA
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You will only select the person responsible

for the job posting.
@
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APPLICATIONS AND REGISTERS



ACCESSING REGISTERS



In OHC...

Q, DAS2400034

NEOGOV e oHC v

enter “Posting Number”
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Requisition Detail l — H — l —r
Y nt ncel Req
Procurement Specialist (DAS2400034 PSA) [

Requisition Information Approvals Hire Workflow

Candidates There is 1 note




/ Scroll down to the list of names

® Referred v H 2 Actions v

e J[w][a)

Master Referred Banded Action
Profile Rank Rank Date
Q

0 Amin, Peter Mamdouh Rasmy Q (304)988-6014 1 CPI2400007 PSA 05/17/2024 . Active
0 Abdul-Alim, Talib Ibn Q (304)989-0630 1 CPI2400007 PSA 05/17/2024 £ Active
0 Ormellas, Emest W. Q 6815870378 1 CPI2400007 PSA 05/17/2024 . Active
0 Winter, Russell S Q 304-776-6911 1 CPI2400007 PSA 05/17/2024 - Active
|:| Dorsey, Zachary Alan rQ'\ 3046198246 1 CPI2400007 PSA 05/17/2024 - Active
0 Cornelius, David A o 304-205-3267 1 CPI2400007 PSA 05/17/2024 - Active

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



Now go back to
your Candidates
page in OHC,
and again, select
all names.

® Referred

~ ” Z Actions

9 record(s) are selected.

<
=]

< ]

< ]

< ]

<]

<]

< |

< ]

< ]

< ]

Martin, Richard M

Mundy, Sean C

Gagliardi, Michael John

Hatfield, Austin L

COUTURE, JEFFREY B.

Kennedy, Megan Lee

Plants, Allison Marie

Carpenter, Melinda W

Fogarty, Rachael Marie

(304) 951-1033

(304)-833-0481

716 990 6965

3049326419

3032499569

(304) 6011228

(304) 561-8555

304-644-4855

404-784-8952

~ | ltems per page

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

04/19/2024

04/19/2024

04/15/2024

04/19/2024

04/19/2024

04/19/2024

04/19/2024

04/19/2024

04/15/2024

More

v JLmJ{a ]

Clear Selection

SHOIAYMES FALLVYULSININAY 40 NOISIAIA

BEE=L I Active

BECU=L I Active

BECNELE Active

BEENCLE Active

BETEE Active

BECU=L I Active

BEE=L I Active

BECU=L I Active

BECNELE Active

Showing 1-9 of 9 items




Requisition Detail
' Procurement Specialist (DAS2400034 PSA) (i)

Requisition Information Approvals Hire Workflow Candidates History



A new page
will open 1n
your browser.

OHC - Requisition Candidates

undefined?columns=k

Referred List Report

Requisition Information

Divi

Job Type
N/A N/A

Desirert

" N/A

VRCT Hiring
-LISSA VANCE MELISS

Right clic

“and select

Name of

application
Ni&

agency email address

ial Hiring Rate Salary

Department

DHS - Di

Search images with

Send to your devices

Create OR Code for this page

Translate to English

Open in reading mode | NEW

View page source

Inspect

Ctri+U

Relaunch to update

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



@ Save As

&« 5 v 4 B> ™isPC » Documents > Applications

Organize * New folder

M Desktop Mame g Date modified

+ Downloads

*

*

No items match your search.
B Documents o
*
-+

Pictures

B 10.26.2022
B OCR Orientation

. Training
B Unemployment

@& OneDrive

' Network

File name: ister - DAS2400034 PSA

Save as type: {Adnbe Acrobat Document
A Hide Folders
MELISSA VANCE

Position Number(s)
0623PR1161

Full-Time Equivalent
N/A

Shift

Requestor's Name

Melissa Van

Name of hiring/interviewing manage;
application

N/A

Pages

Layout

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



ACCESSING APPLICATIONS



® Referred ~ ” 2 Actions ~ More v H i H Q l

9 record(s) are selected. Clear Selection

Now go

SHOIAYMES FALLVYULSININAY 40 NOISIAIA

b o a8 Master Referred Banded S
a C k t O Profile Rank Rank
Martin, Richard M o (304) 9511033 1 DAS2400034 PSA 04/19/2024 - Active
y O u r Mundy, Sean C o (304)-833-0481 2 DAS2400034 PSA 04/19/2024 - Active
o Gagliardi, Michael John 0 716 990 6965 DAS2400034 PSA 04/19/2024 - Active
C an dl dat e S Hatfield, Austin L 3049326419 DASZ2400034 PSA 04/19/2024 Active
° COUTURE, JEFFREY B. 3032499559 DAS2400034 PSA 0419/2024 Active
age 1n
p Kennedy, Megan Lee (304) 6011228 DAS2400034 PSA 04/19/2024 Active
O H C and Plants, Allison Marie (304) 561-8555 DAS2400034 PSA 04/19/2024 Active
5
. Carpenter, Melinda W 304-644-4855 DAS2400034 PSA 04/19/2024 Active
a galn , Fogarty, Rachael Marie 404-784-8952 DAS2400034 PSA 04/19/2024 PECUELE Active
1 10 ~ | ltems per page Showing 1-9 of 9 items

select all

Nnarnes.



Under the “Actions” tab, select Print Apps

l @ Referred

v H 2 Actions

> ]

9 record(s) are selected. Reject

< ]

< ]

< ]

< ]

< ]

< ]

< |

<]

Move to Interview
Move to Offered

Martin, Ric Move to Hire

Print Apps

Mundy, Se

Gagliardi, Michael John

Hatfield, Austin L

COUTURE, JEFFREY B.

Kennedy, Megan Lee

Plants, Allison Marie

Carpenter, Melinda W

Fogarty, Rachael Marie

(304) 9511033

[304)-833-0481

716 990 6965

3049326419

3032499559

[304) 6011228

(304) 561-8555

304-644-4855

404-754-8952

10 v | ltems per page

Referred
Rank

Action
Exam #
Date

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 PSA

DAS2400034 P3A

DAS2400034 PSA

DAS2400034 PSA

04/19/2024

04/19/2024

04/19/2024

04/19/2024

04/19/2024

04/19/2024

04/19/2024

04/19/2024

04/19/2024

l More

v [[m]la]

Clear Selection

BECUGHN Active
PECUGCHN Active
BEEELE Active
BETEL Active
Referred [alagvs
Referred alails
Referred Ralails
CECUCHN Active

BECUCLE Active

Showing 1-9 of 9 items
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Select “Create

Print Applications Cancel m

You've selected 9 applications to print.

Print Options

() Print Applications Now
Limited to a maximum of 25 applications.
Preview and print applications directly from your

browser.

Create PDF with Applications

. @
PD I : th \2 A PDF will be generated and you will be notified
i V 1 via email when it is ready to download.

Applications™

N—

Chen select

L

Continue

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



Print Applications

Preparing PDF...

Your applications are preparing for print.
If more than 100 applications are selected, multiple PDFs
will be generated.
You will receive an email with a link to download the PDF
when processing is complete.

Remember, you can always view, download, and print your
applications for up to 30 days.




Once the applications are finished
Print Applicatior processing, the Job Number will appear ~ Follow this link to go to

here when your applications are ready to view the applications. 2 |

Job # 7 View. I Start Time n

DA524000SA Procurement Specialist -DHS - Division of ... 9 Applications Only 05/30/202410:47 AM 05/30/202410:47 AM View
8911Cas Correctional Officer 1 1 Applications Only 05/23/2024 03:06 PM 05/23/2024 03:06 PM View
DJCS240026 PSA Criminal Justice Specialist 1- Division of A_. 23 Applications Only 05/13/2024 11:05 AM 05M13/2024 11:06 AM View
9202Cas Accounting Technician 3 36 Applications Only 05M13/202410:59 AM 05/13/2024 10:59 AM View
9206Cas Accountant/Auditor 2 8 Applications Only 05/06/2024 03:19 PM 05/06/2024 03:19 PM View
89057as Probation and Parole Officer 1 85 Applications Only 03/22/2024 0946 AM 03/22/2024 09:47 AM View
7984DSas Human Resources Generalist1- DHS - Ka.. 12 Applications Only 0314/2024 11:27 AM 0314/2024 11:27 AM View
7202Vas Procurement Specialist - DHS - Kanawha .. 30 Applications Only 03/05/2024 08:45 AM 03/05/2024 08:45 AM View

1 Showing 1-8 of 8 items
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P Save As

&« = ~v 4 B T™isPC > Documents > Applications

Orga Mew folder
P8 Desktop Name . Date modified pe ) L
¥+ Downloads
E Decuments
Pictures

No items match your search.

EMPLOYMENT APPLICATION

WEST VIRGINIA

1900 Kanawha Blvd. East Building 3 Suite 500
Charleston, West Virginia 25305

(304) 558-3950

Received: 4/17/24 4:32
PM
For Official Use Only:

QUAL:

R Orientation

. Training Y . http: //www.personnel.wv.gov DNQ: -

u can now save and print th - o

B Unemployme O Cca O Save a prl c 4 PSA PROCUREMENT SPECIALIST -DHS - DIVISION OF OTraining
DMINISTRATIVE SERVICES - KANAWHA COUNTY oOther:

applications for your Job T

10N OF ADMINISTRATIVE SERVICES - DAS2400034 PSA

%" Network P ) Stln g ROCYAL EECRIITY RHERas
. |

Fip/Postal Code) EMAIL ADDRESS
Vest Virginia 25311

mbcarpenter517

File name: | Applications - DAS2400034)

Save as type: | Adobe Acrobat Document MINDRIVER'S LICENSE: LEGAL RIGHT TO WORK IN THE UNITED STATES?

tate: WY L] o Mo

n?
A Hide Folders e

ARE YOU WILLING TO RELOCATE?
OYes ®No OMaybe

WHAT TYPE OF JOB ARE YOU LOOKING FOR?
Regular

TYPES OF WORK YOU WILL ACCEPT:

Full Time

SHIFTS YOU WILL ACCEPT:

Day,Evening,Night

OBJECTIV
Highly mativ

PREFERENCES

ted professional, looking to step out of the familiar in order to make a difference within state employment.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA



CODING REGISTERS



In OHC...

Q, DAS2400034

NEOGOV e oHC v

enter “Posting Number”

SHOIAYMES FALLVYULSININAY 40 NOISIAIA
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Scroll down to the list of names and
select the first name to code.

® Referred v H & Actions v ‘ | More i |' 11{ I Q I

Mast .1 Referred Banded Action
) Notices
Pr.ile Rank Rank Date
1

0 Amin, Peter Mamdouh Rasmy 3] (304)988-6014 CPI2400007 PSA 05/17/2024 - Active
(] Abdul-Alim, Talib Ibn 12) (304)989-0630 1 CPI2400007 PSA 05/17/2024 - Active
0 Ornellas, Ernest W. e} 6815870378 1 CPI2400007 PSA 05/17/2024 " Active
0 Winter, Russell S Qo 304-776-691 1 CPI2400007 PSA 05/17/2024 = Active
] Dorsey, Zachary Alan Q 3046198246 1 CPI2400007 PSA 05/17/2024 . Active
0 Cornelius, David A Q 304-205-3267 1 CPI2400007 PSA 05/17/2024 - Active
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Amin, Peter ‘ & Print II Cancel
Person ID: 52959976 GG
. ° b

Application

O =
P4 General Information

Contact Information

Eh 2913 chesterfield AVE apt9 & peter_pop_2006@yahoo.com & (304)988-6014 primary

Charleston, WV 25304
us

Personal Information

Have proof of your legal right to work in the US? Driver's License
Yes Yes
WV, Class C

Highest level of education
Bachelor's Degree




Reject
Amin, Peter Mamdouh Rasmy (Person ID : 52959976)

Reject Details

* required fields are marked with asterisk

" Inactivation Reason

FR-Falled 1o reply to written Ingu... ®

@)

Commen ts

Called and left VM on 4/1/2024

Emailed on 4/4/2024

—~

S/

<

To Reject a Candidate,
enter the appropriate
Contact Code and
document any required
information.

SHOIAYMES FALLVYULSININAY 40 NOISIAIA
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Offered: offer cannot be
coded on register before
the posting closing date

DNR: did not report for a

scheduled interview;

EMPD: permanently
employed within this
division in an equal or

higher pay grade

C: considered/given due
consideration based on
application

OW: declined/refused job

FR: failed to reply to
written inquiry or phone
message;

CONTACT CODES

DE: deceased

EMP: hired from another
requisition for this job title
within this division. DO
NOT USE for temporary
employees

MO: moved from given
address (Send returned
envelope to our oftice by
email or fax)

SHOIAYMES HALLVYLSINIWNAVY 40 NOISIAIA




CONTACT CODES CONTINUED...

NA: not available/applicant
indicated they were not
available for this vacancy

NIS: not Interested in

Salary/applicant indicated they
were not interested in the
salary

NS: not suitable/DCR
ONLY /tailed the Corrections
Selection Inventory (CSI)
exam/Agility Exam or does
not have the required driver’s

license;

NC: not contacted/applicants

not contacted and they have
not been given due
consideration based on their
application

NS: not suitable/failed
background check

O: other -

; ALL
applicants selected as "other'
without prior approval from
DOP Register’s staft will be

counted as "considered"

'

NI: not Interested/applicant
indicated they were not
interested in this vacancy

INS: not suitable/failed drug

screening

IH: internal hires
; applicants that appear
on the referred list but were
processed as reinstatement,
transfer, or promotion and not
actually hired from the register

SHOIAYMES HALLVYLSINIWNAVY 40 NOISIAIA




MISCELLANEOUS

Before requesting additional names, you must work and
code your previous register.

Additional Names — use the link to the form provided by DOP:
https://docs.google.com/forms/d/e/1FAIpQLSdyIvuzQ WEMvf
dDxUV8t1 HUxS8EA46HuD6TT8]-eLDMVP-IyFA/viewform

LVYULSININAY 40 NOISIAIA
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https://docs.google.com/forms/d/e/1FAIpQLSdyIvuzQWEMvfdDxUV8f1HUx8EA46HuD6TT8J-eLDMVP-lyFA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdyIvuzQWEMvfdDxUV8f1HUx8EA46HuD6TT8J-eLDMVP-lyFA/viewform

The NEOGOV Perform App

Don't have access to a computer on a regular basis? Don't worry. Here is another way to
access and sign your EPAs, create Journal entries, and view other information in Perform:
The NEOGOV Perform App.

Download the app by scanning this QR Code or searching NEOGOV In the App store and
log in with your username and password.
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CONTACT US

Please reach out via chat or
email to

melissa.d.vance@wv.gov

or

autumn.r.gardner(@wv.gov

SHOIAYES FALLVILSININAY 40 NOISIAIA


mailto:melissa.d.vance@wv.gov
mailto:Autumn.r.gardner@wv.gov

QUESTIONS OR
COMMENTS?
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