Job Posting Guidelines

Purpose:
The intent of the following policy is to ensure that individuals are amply notified of opportunities to work for CDS or in the case of current employees are amply notified of transfer and/or promotional opportunities.

Policy:
All position vacancies within CDS shall be advertised in a manner consistent with current equal opportunity standards.  Recruitment efforts shall be based on an applicant’s or employee’s qualification without regard to the applicant’s race, color, national origin, sex, sexual orientation, gender identification, transgender, age, disability, military/veteran status, marital status, pregnancy, genetic information, religion or any other protected category. In rare circumstances where a vacancy must be filled quickly to achieve operational goals the advertising process may be initially waved to hire a temporary employee.  However once the situation is stabilized and CDS intends to maintain the position, it shall be properly advertised.
Procedure and/or Process:

All position advertising shall be coordinated through the Human Resources Department.

The Program Director/Supervisor may write or type the advertisement on a Purchase Order Requisition form and forward it to the Human Resources Department or request the Human Resources Department develop the ad.

Ads should be constructed in a manner that is judicious and to the point referencing the position, EOE/AA designation and Drug Free Workplace Testing requirements and any other information deemed relevant.

The Director/Supervisor shall identify whether the ad should run as an internal CDS ad believing that there are qualified in-house candidates or that the ad should be advertised in public venues as well.

Position Advertisements should be posted for a minimum of eight calendar days at each program site.  The Human Resources Department will distribute the ads by email to each site Director for posting in an area where it can be viewed by the staff and public as applicable.

External ads in publications typically run on a Sunday and Monday unless the advertising venue has other requirements.  Managers must coordinate with the Human Resources Department regarding publication deadlines depending on the venue preferred for advertising.
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