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POLI CY

The City of Coral Springs recognizes that job vacancies may occur
which require rekcruitnent efforts in order to fill a vacancy.
This policy estabvlishes that positng of job vacancies in
accordance with admnistrative operating procedures are required
to ensure that equal enploynent opportunity recvruitnments are
consistently attained for all regular status positions.

PROVI SI ONS

1. Designated job posting periods shall have passed prior to
recommendat i ons of enpl oynent bei ng consi dered.

2. Oficial bulletin boards |ocated throughout Gty worksites
shall be utilized for the official sumrary of Job Bulletins.

Personnel nmaintains a |ist of official bulletin board

| ocati ons.

3. Adm ni strative operating procedures as determned by the

Director of Personnel for this policy shall be applicable.
Procedures may be anended by the Directore of personnel from
time to time as appropriate.

ADM NI STRATI VE REPEAL

The provisions contained herein shall supersede and replace all
prior policies and procedures regarding this subject.

PROCEDURE:

1. Wen a job vacancy occurs for a regular status position, an
Enpl oyee Requi sition form nust be conpleted and signed by the
Department Director which requests Personnel to begin a
recruitnent. Any particular enphasis desired of duties for
that job must be indicated on the Enpl oyee Requisition. | f
outside advertising is desired, then advertising sources nust
be listed. The Enpl oyee Requisition should then be forwarded
to Personnel .



Upon concurrence of the recruitment request, Personnel wll
prepare and distribute a notice of the position vacancy
called a "Job Bulletin". Job Bulletins shall be dated and
posted for a mnimum of five (5) consecutive work days.
Recommendati ons for enploynent can be subm tted beginning the
sixth (6th) consecutive work day. The date that a Job
Bulletin is posted shall serve as the beginning of the
of ficial posting period.

Unl ess otherwise indicated by the departnent, job postings
will be advertised wi thout an established d osing Date.

Job Bulletins contain information such as position title,
salary range, closing date (if indicated), hours of work,

work  schedul e, and mninmum requirenents inclusive of
education and experience, anong other things. Qut si de
adverti sing, if applicable, will be coordinated wth

appropriate vendors through Personnel.

Job Bulletins shall be distributed to all departnents and
shall be placed in an easily accessible area in order to
afford equal enpl oynent  opportunities. In addition,
Personnel shall conpile a summary of posted Job Bulletins,
which are muintained in the Personnel Departnent, for
pl acenent on official bulletin boards.

Job Bulletins with established O osing Dates shall be renpved
from postings once the O osing Date has passed.

Applicants who did not apply prior to an advertised d osing
Date shall not be considered as an applicant for that
recruitnent. If a dosing Date has been established and no
applicant is recommended for enploynment from the pool of
applicants who applied prior to a dosing Date, a nenorandum
from the departnent director is necessary to reopen and
therefore re-post the position for another mninmm of five
(5) consecutive work days. A new dosing Date may be
requested. Upon receipt of a director's request to reopen a
position, Personnel shall re-post the position and begin a
new recrui tment process in accordance with these procedures.

Al t hough requests for tenporary or seasonal enployees shall
be coordi nated through Personnel, these types of positions do
not require job postings due to the nature of the enpl oynent
relationships which is intended to be of tenporary or
seasonal duration, and which has no benefits attached.






