
Hiring Documentation, Salary Placement Memo & Justification including checklist
	

	Hiring Supervisor:  
	Date: 



	Telephone #:
	Division:




POSITION INFORMATION:  [Hiring Supervisor must complete yellow highlighted sections]
	Position Title:


	Pay Range:  



	PERM #:


	OL #: 21800-

	Location: 



CANDIDATE INFORMATION:
	Name:  


	Current Hourly Rate: 



	Address: 



	Judicial or State Employee?

     (  YES       (  NO 

If yes, with what Judicial Entity or state Agency? 

Current Job Classification?

Position Status?

[PERM, TERM, TEMP]


	Employee ID or SS#:  

	If not State Employee Current Job Title: 



	Recruitment Dates:


PROPOSED INFORMATION:
	Percentage of Increase: 


	Dollar Amount of Increase: 


	Proposed Hrly Rate: $


	Proposed Compa-ratio:  
(Proposed hrly rate ( by midpoint of payband.)
	Pay Range Minimum:

Range 100%: 
	Start Date:  February 4, 2012



CANDIDATE INFORMATION:

	Selected Candidate’s Educational Background:
Does the candidate meet the minimum educational qualifications of the position? 
( YES       X NO   [If no, contact HR to discuss options]


	Selected Candidate’s Experience:
Does the candidate meet the minimum experience qualifications of the position? 

( YES       X NO  [If no, contact HR to discuss options]


	Additional Skills, Knowledge and Abilities of Selected Candidate Relevant to Position:



	Salary Comparison & Placement Recommended for Selected Candidate Based on Education & Experience:
[Minimum of pay range is entry level, midpoint is full performance, above midpoint is mastery of position]

	Name
	Hourly Rate

	
	

	
	

	
	


INTERVIEW NOTES:

	List of individuals participating in interview panel:  (A panel must have 3 or more participants & must remain the same for all interviews.)



	List of individuals interviewed:  (Include date & time)



	Please attach a copy of interview questions and notes for every candidate interviewed.

	To be completed by Hiring Supervisor:

The following documents must be submitted with Hiring Packet for recommended hire.
· AOC Hiring Documentation, Salary Placement Memo & Justification including this Checklist.

· Include additional documents candidates may have submitted during interview such as: resume. Reference letters, etc.

· Is the selected candidate a family member, domestic partner or household member of a Judicial Branch employer or Judge?  If yes, explain:__________________________________________________________
· Copy of Interview Questions and all interview notes.  (All candidates should be asked the same questions). 

· Scoring Criteria if applicable.
· 3 Professional References (recommend using template provided) *Professional reference must be a supervisor or manager who can vouch for the employees work performance. Additional work references may be used in lieu of a supervisor if the employee has less than three workplaces or is unable to contact a supervisor from a specific workplace. Two co-workers may equal one professional reference.
· Copy of Thank you letters to those not selected.  Attached to front of individual applications.  Do not send out non-selection letters until hire packet is officially approved and the selected candidate has accepted offer letter prepared by HRD. If internal candidate is selected, and internal candidates have applied ensure offer is discreet and internal non-selected candidates are provided notice (e-mail, phone or mail) promptly.  (Recommend using rejection letter template provided; if unsure please call HRD).

· Before interviewing B or C ranked candidates interview all A ranked candidates or discuss with HRD for additional options.  

· Exception to the above ~ Internal candidates should be extended an offer of an interview regardless of ranking.

	To be completed by HRD:
The below items are required to process and complete a hiring request.  

Interviews:

1.  Were all in-house candidates interviewed?  ( Yes    ( No    ( N/A  ~  If no ~ why not? ___________________________________________________________________________________
2. Were at least 5 people interviewed?  ( Yes    ( No    ( N/A  ~  If no ~ why not? N/A = less than 5 applied or accepted interviews, etc.  ___________________________________________________________________________________
3. Are all interview notes and questions attached?  ( Yes    ( No  

4. Were all candidates asked the same interview questions? ( Yes    ( No.  Were all interview questions job related?  ( Yes    ( No  ~  If no to either why not? ________________________________________

5. Did any of the interview questions ask for personal information (age, religion, etc.)?  ( Yes    ( No 

6. Were the same 3 panel members at each interview?  ( Yes    ( No   

References:

7. Were 3 employment references contacted for the top candidate(s) (regardless of in-house)?   ( Yes    ( No

Hire Justification/Paperwork:

8. Does the candidate meet the education & experience as advertised?  ( Yes    ( No  if no ~ is exception requested/approved?  ( Yes    ( No
HRB Provided Documents and/or Information:

9. Attach copy of job description and job posting(s).
10. Is the candidate a family member, domestic partner or household member of a Judicial Branch employer or Judge?  If yes, explain:__________________________________________________________
Completed by:  ______________________________________________________________________


Telephone Reference Check 
(Minimum of 3 employment references required for selected candidate.) *Professional reference must be a supervisor or manager who can vouch for the employees work performance listed on the APPLICATION FOR EMPLOYMENT for which the applicant checked “YES” to the question: MAY WE CONTACT THIS EMPLOYER?”. Additional work references may be used in lieu of a supervisor if the employee has less than three workplaces or is unable to contact a supervisor from a specific workplace. Two co-workers may equal one professional reference. Please call AOC HRD with questions or should you need assistance.
Applicant’s Name: 

Past Employer

 Current Employer



Reference Name:
       Reference’s Title: 

Reference’s Relationship to Applicant & Employer: 
Applicant’s Employment Start Date: 



           End Date:

Applicant’s Title & Duties: 
Overall Performance: 

Strong Points: 
Weak Points: 
Reason for Leaving: 
This job requires regular interaction with judges and other court personnel.  Do you believe this applicant can perform successfully in this type of work environment and represent the Judiciary in a professional manner? 
How would you describe this applicant’s work ethic in terms of:

· Follow through? 
· Dependability?            

· Engagement, Productivity, & Commitment to achieving organizations goals? 
How would you describe this applicant in terms of:

Attention to Detail?
Ability to perform work independently? 
Being a team player, ability to work with others?
Attendance & Punctuality? 

Would reference recommend candidate for the position?            Yes            No
   

If not, why?
Additional job related questions:
Reference Done By:



Date: 
Send Rejection Letters Promptly after your selected candidate accepts the position. You may send the communication by E-mail or regular mail. If there are other internal candidates notify them as soon as possible and ensure your selected candidate uses discretion allowing you time to contact them before notifying others. 
	APPLICANT INTERVIEWED BUT NOT SELECTED:

Date

Name/Address 

Dear Ms. Smith:
 
We want to thank you for your consideration of the Judicial Branch as an employer and your interview for the <<XXX>> position with the <<Division/Program>> in <<Santa Fe>>, New Mexico. Unfortunately, you were not chosen for the position. 

 
We hope you will continue to look at the Job Opportunities on the Administrative Office of the Courts website at http://www.nmcourts.gov/jobs/jobselectpage.php and wish you the very best in your future employment endeavors.

 
Please feel free to contact me at (555)-555-5555 if you have any questions. 

 
Sincerely,

Name/Title

cc:  Recruitment File


	APPLICANT NOT INTERVIEWED AND NOT SELECTED:

Date

Name/Address 

Dear Ms. Smith:
 
 SEQ CHAPTER \h \r 1Thank you for your interest in the<<XXX>> position with the <<Divison/Program>> in <<Las Cruces>>, NM.  

We regret to inform you that another candidate has been selected to fill this vacancy.  Please know that this in no way is a reflection of your documented knowledge and experience.  We were very fortunate to have had a large number of qualified and excellent candidates apply.

Thank you for your consideration of the Judicial Branch as an employer and we wish you the best in your future employment endeavors.  

 

Sincerely,

Name/Title

cc:  Recruitment File


If you receive calls from candidates you can verbally tell them what is in the letter.  If they ask you why refrain from giving to many details, call HR if you have questions.  
CONSIDERATIONS IN MAKING SALARY DECISIONS
PERFORMANCE:  The selected candidate should be paid based upon anticipated job performance commensurate with his/her years of applicable experience, or demonstrated performance within the Judicial Branch; and his/her job skills and competencies as identified by the hiring supervisor, manager, and judge.

SALARY PLACEMENT:  The selected candidate’s appropriate placement within the salary pay range should reflect consideration of internal court pay equity, division budgetary limitations, external market competitiveness and the business needs of the Judicial Branch.

Appropriate placement is a value, established or anticipated, of a selected candidate’s contribution relative to the value of the full scope of duties and responsibilities of the job.  (Compa Ratio is proposed hourly rate divided by 100% compa ratio.)

No candidate/employee will be paid at a salary below the minimum or above the maximum of a salary pay range unless provided for in the New Mexico Judicial Branch Personnel Rules.  Reference NMJBPR 3.03, regarding PAY.  
APPROVALS:  The AOC Human Resources Director, Fiscal Division Director and Magistrate Court Division, Directors will review all hires prior to any employment offer.  The final decision is made by the Administrative Authority, the AOC Director.

No verbal job offers should be made without final approvals. 
DOCUMENTATION OF SALARY REQUESTS:  Each salary request should be documented on the Hiring Documentation & Salary Placement Form, and supported by associated documentation in the Hiring Package.
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Hiring Supervisor must complete yellow highlighted sections
Additional sheets may be attached if necessary.
Attachments: Candidate application/resume, transcripts, licensure (if applicable).

cc: AOC Human Resources Recruitment File ONLY


