Resume/Application Review Process

Purpose:
The intent of the following policy is to ensure that applicant resumes/applications are processed in a manner that is systematic, fair, within equal opportunity and affirmative action guidelines and results in identifying the most qualified applicants who meet the job description requirements to be interviewed for the position vacancy.

Policy:
Each resume/application shall be considered in light of the minimum educational and associated requirements for the advertised position; the applicants experience and relevant skills; completeness and presentation of documents submitted; anticipated ability to pass a background screening and any other relevant criteria established by the hiring manager prior to selecting applicants for interview without regard to the applicant’s or employee’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.  
Procedure and/or Process:
Once all the resumes/applications anticipated are received the manager or their designees should review the material against criteria previously established to determine which applicants are not deemed suitable to interview for the current vacancy.

The remaining applicants should then be ranked for possible consideration.

New resumes and applications may be evaluated and ranked for the position until it is filled.

If available, a minimum of three to five qualified applicants should be contacted and evaluated against the following criteria as applicable:

1. Is the applicant willing to agree to?

a) Arrest history background check






b) Being fingerprinted





 

c) Driving history check







d) Personal reference check







e) Previous employment check






f) Contact with current employer

           
 



g) Urinalysis (Drug Free Workplace)
            




h) Obtaining school transcripts, if applicable

2. Does the applicant possess?

a) A valid Florida Driver’s License






b) A valid Work Permit if not a US Citizen




c) Current auto insurance






d) Reliable transportation

3. Is the applicant?                                                                                                                       

a)  Willing to do in-home services





b)  Willing to travel







c)  Willing to be on-call






d)  Available for needed shift/work hours/staff mtgs.

4. Salary or hourly rate expected

5. Potential start date

Based on the responses provided applicants remaining interested and of interest should be considered candidates for the position and given a time for a face-to-face interview.
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