


quality.

manipulation and error checks.

e Minor errors and delays increase suspicion and can foster complaints
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— Applications, written test, and interview ratings were scanned for a

Police Officer recruitment. Ndata were manually entered during

the process and notices were issued one week after each hurdle

(N=1200).

— Scores from a promotional assessment center were checked and

printed during the integration session on the last day of the process;

the eligible list was posted four days later.

— 4700 Firefighter applications were scanned into the applicant

tracking system in three days.

— Supplemental questionnaires for 150 Custodian candidates were

Typical Police Officer

— Job analysis forms have been prepared in just a few hours by

written examination.

electronic cut and paste from the job specification and previous

announcements.




— Other Benefits of Technology
——

e [mproves department & candidate satisfaction with timeliness.

(S IT1ade O a proressSiorar arta mimovauve OrdalinZator (get

whiz effect).

* Reduces the chances of grievances being filed or sustained.

nnall
| L AYZ B |

e Podircac criinnort narc
IT\NOCUUuUvLULUY JUl \ WA Ol J




» Dual head Scantron * 9 X 12 envelopes save application
» Scannable Applications from wear and tear.
 Detailed instructions  Carefully check each app if batch

Mitigating Risk Help

 Detailed appllcant mstructlons
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Place a scanner at your TI’OH'[.

desk, let applicants confirm
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FIREFIGHTER  City of Oakland
TRAINEE | Jdmisraive Sices ey

| nstructions for Completing the
SIGMA Application for Employment Form

To apply for Firefighter Trainee, you must complete both sides of the SIGMA Application for Employment
form. It is your responsibility to complete the form accurately. To ensure that your application is properly
completed, please carefully read the following information.

1. Usea# 2 pencil only to complete the SSIGMA Application for Employment form. The computer cannot
read other pencil or pen marks.

2. Please do not fold or staple the form or it may not be scannable.

3. Answer each block. Start by writing in each letter and/or number in the appropriate blank boxes as
indicated on the form. For example, your first and last name, socia security number, today’s date, home
phone, adternate phone (day phone), address, race and sex. Be sure to leave a space between your address
and apartment number or letter. If you have along or hyphenated name, there may not be enough spaces on
the block for your name; in that case, use only the spaces provided. Y our name will be entered to the
maximum spaces allowed.

4, Darken each bubble that corresponds with the letter or number you wrote in the box for that column. Do
not make any stray marks. If you leave a space blank, such as between address and apartment, do not
darken any bubblesin that column.

5. Complete both sides of the scannable form.

6. Double-check the form to make sure you have tilled in all the boxes and bubbles correctly. Also, check to
see that you have not darkened more than one bubble in each column.

7. Erase changes or errors completely.
8. Sign the form where it says “ Applicant’s Signature.”

If you are not sure how to till out the form, . FIRSTNAME |
please ask the Employment and - |:> | RN
Classification staff for assistance. The -
application form will be scanned by a
'machine automaticaly transferring the |
information into the computer. If the
information is incorrect or incomplete, you
may not be able to progress in the selection
process and/or you may not receive ‘
1important notices  regarding the
examination. Shown is a sample of how to
complete the first sections of the SIGMA ‘
Application for Employment form. Due to |
the volume of applications to be;
processed, the City of Oakland cannot take
responsibility for correcting or repairing
damaged or incomplete application forms;
submitted by applicants. ‘
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candidates is much smaller.

ALTERNATE PHONE

can be completed prior to a job offer, when the pool of
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entered into Microsoft Publisher, along with the “slugs™ 1o
bubble-in the appropriate boxes. To print the information on

This is a stock application from Scanning Systems,
Al title of the examination, the closing date, and the job code were
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W) The candidate enters only essential information; name, address,
fwj| phone numbers, and demographic data. A complete application

()| the application, blank forms were run through a laser jet printer.
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&Whgn scannable applications are received, consider issuing test admit slips. At}
door, proctors check for admit slip and ID and quickly seat applicants. During

test instructions, proctors quietly check ID and collect slips to verify final
headcount. Using this system, 500 candidates can be seated in 30 minutes,
minimizing lONg lines and disruptions.

Thisisan official test notice from the City of Oakland Administrative
Services Agency, Employment & Classification Division. This will be
your only official notice to appear at the Written Examination.

Name (print)

Socia Security Number:

City of Oakland
Police Officer Trainee

Written Examination
Sunday, October 27

Oakland Convention Center

In the rear of the Marriott Hotel
Broadway and 10th Street in Oakland

Important Reminders

. Bring thisadmission ticket and your picture identification to
get into test Site.
No one will be admitted after the test instructions begin.
No food or drink is alowed in hall.
Parking is available in the Convention Center Garage.
If you take BART, exit at the 12th St. City Center Station.
Plan to stay about 4.5 hours; feel free to dress casually.

If your last Report to
. . P - Z 7.00 a.m- *
begins with: * the site at
= H-O 12:00 noon csiea
. A-G  5:00 p.m. ‘

You were randomly assigned this test session. Sorry, but due
to the number of people taking the test, we cannot change
your scheduled time.




6. How many years of professional

experience do you have shampooing ' k ificati or-traintng-and-exp
carpets? S ' Ner
A.0-lyears A/t iole iceq i Aainst-each T& E-reduiremer

B. 2-3years with the help of your SMEs,
C. 4-5years ] _ ) )
» Create package with multiple-choice questions and standard
In your previous employment how scannable answer sheet.

often did you clean ceilings, walls, + Determine weights for each response (e.g., “A” is one year and is
doors and windows? T B S e e e o

S_' \')/'Vggff."yy » Enter weights into computer (in Sigma this is called weighted
C. Quarterly response scoring).
D'Yearly Carr corripreted suppierrerital ariswer srieels darig aeteriIriminie a
point
«—You may wish to revise scoring weights after the preliminary item

Since candidates are screened by
their own responses, fewer

NN AN A A S ATt

glrievalites IUbUIL

analysis
» Extra work up front is worth it with large applicant pools.




- == = Procedure
From your database creaie adellmlted text TlleWIth ES name, Tirst

“List files type.”

» Use Excel’s Text Import Wizard to define the fields (columns) in your
text file.

2 type your confldentlallty agreement
cred 1 * Go Page Setup and select Sheet in box that says “Rows to repeat at top.

v doml " « Highlight the cells in the spreadsheet and use Format, :
,.Ou canhre:n omly Sor place I|nes around each cell.

applicants-before-exportingto

Excel a lding appointmen




By signing below, | agree not to discuss the oral examination including the identity of assessors, questions asked,
or any other pertinent information until all candidates have been interviewed. | further understand that violation of

this agreement will result in immediate removal from the selection process.

o
2

565-11-6127 |
384955294 |

565-11-6127
565-11-6127




acond w

place any formulas in your spreadsheet with the

menu. Choose the option to paste Values. This will re
values that resulted from the formula, typically the sum or average of the ratings. Delete all columns but

the SSN and final score.

When not checking-in candidates, have support stalt enter data Into laptop computel




niara a

assignment number dimension weightsif needed

Assessor

1 _ _ 77
B A | 19 lonnson [receie sooe2eed 4 | 3 [ 3 [afafalals]alalals]| 302
e C | 25 [roomicueivicror |ssessors] 4 | 3 | 4 [ 35| als]alalalals] 3020 E
| D | 423 |mcossonfrooo sssaraud 7 [ e[ e[ 7[7]e6[6|7]7]6]6] 7] 65 |
4 foauan Jwwo  searrerd 4 | 2| 3| a4 2] al3]5| 3] a5 | 358 P
leaRrA  [won  [stoataces 3 | 4 | 6 | 5| 3| 46| 5] als] 6| 5| 467 B
o7 |campos | Aracon
8
7

1.
2
mcoeson|ienny |s7esosed 2 | 2 | 2| 3| 2| 2] 2|3]2]2]3]3] 233 |

28 |caLLAn JearciA se2do6308 5 | 5 | 4 | 5| 5| 5] 5| 5] 5] 5] 5] 6] 500
Bara |iazrak lsss7sood 1| 1| 1| 12| alalalalala]a] 117 —
oves | caRDNER|s7o25400d 1 | 0 | o | 2] 2| 1]of2]1]1]o]1] 09
soHnson [RiGHTMIRES48613711 3 | 3 | 3 | 3| 3| 3] 3| 3] 3| 3] 4l 3]| 300 [N
| 4| s|afals]alals]|a] 38
TRABAKOOLOMN _ J615682549 6 | 6 | 6 | 7 | 6 | 6| 6| 7| 6| 6] 6| 7| 625 ES
327 _|verncAk |wencesiAsTidsaszd 3 | 1l 2| 3] 3] aja]3]3 1]l 3] 208 R

3
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ars contac RA stems; Sigma use
for samples of compatible forms.

* For SigmalV users, use the Scanbook software to define the form
that you will be using.

« Customize your form by placing your logo and the rating

alilaa¥alYa ala alaWV V/alda EHalda a a¥YalWa a ala a a¥Yala a a¥Vallla
U U CEAA'AVIAVIRVIAY ] U Ul A U \J1CA

4 A
*ﬁ- (4]

H?equi{ements rating for three panelists
- Scannableating forms * The completed forms are §canned into a portable scanner connected
.. toalaptop computer running the Scanbook software.
e Scanbookormdefipiton — -~ —~+ "~~~ *~~ -~ ¢ -~ -~~~ ~~~~ -~~~ =
caftware » The text file that results is imported into Excel. Formulas and

SUITLvvalc

headings are added, then the completed spreadsheet is uploaded into

— Portable scanner (2250) ) :
the applicant tracking system.

e | aptop with Excel
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. ||CITY OF OAKLAND

PoLICE OFFICER TRAINEE

DOCIHCRLTCODDT
SOOIz
AT DTD
I IZTIEZRDO
IDICTTDDED

Orals
Rating

CIEIEICIED
EEREREREDETE
CTTDTDTTDD
PEIEEERIEBAEET
QEZZOECIEIOE
5 Exceptionally Well-Qualified

Candidate 1D

4 Clearly Qualified
Sheet 3 Qualified Range
72 Marginally Qualified | |
/1 Clearly Unqualified 1 2 3 5
| ASSESSOR 1 bakrows O S| O
Oral Communication/Comprehension oz oz C
ratings Problem Solving & Decision Making cizc cjz o
Dealing with People/Empathy o lzo - C |
Composure/Tolerance ol ociz o
‘ ASSESSO:\)Z hlank row o) - = -] = -
Oral Communication/Comprehension - | - C | ZC ‘
ratings Problem Solving & Decision Making ol ol o
/ Dealing with People/Empathy - ‘ - ‘ - -
Composure/Tolerance ol o'~ o
- ASSESSOR3 wakiws O S 1S O
Oral Communication/Comprehension o—=n~ O
ratings Problem Solving & Decision Making DDD‘:D
Dealing with People/Empathy ol O E - O
Composure/Tolerance o O O | -
biankrowt:}i olo 00 O
A=11, B=12, C=13, D=14 E=15 Board Number (1stdigi) i-> o |c | o' o | =
F=21, G=22, H=23, I=24 J=25 | Board Number 2nddigi) > olc o | o O | =
¥ Are ratings correctly transferred from individual sheets? oje o o D -
/s candida}te mfmber coded correctly (essential?) olo o |
o Is board identification caded correctly {essential!) i ‘
v Have interrater differences of >1 point been discussed? |2 o;c O | -
¥—Are comments consistent-with ratings awarded? '
0|0 0O|lC Of




—Laptops at Assessment Genters
——

-

b\

Procedure

« Create a model spreadsheet for one person. Rating
dimensions (KSAS) are rows, exercises, assessor initials,

alll 1a O dirrer U Al € O1U
ho Adimeancion weiah aYa lMaYa aYa B faYdaa
Ci U \/\/ v Ao vy o 10 UHC A
PDETOW) altd aodppire-Crie OSITTO C OusS dadla darid

 When it is perfect, copy the spreadsheet so you have one
Requirements for each candidate.

sLaptop computer  When the test is over, you can copy the spreadsheets,
“paste special” to remove the formulas, and create an

*Excel or Lotus 1-2-3
*Portable printer

~7




candidat and ratings weighted averages

Joe Candidate

In-Basket Average | Dimen | Weighted
IV |DW] BB | RD | X | AA| Raling | Weight | Average

5[ 2] 2] 4] 25 | 1030 | 205 |

averages for final

Jeil ot

|3

2

Format adapted from Dennis Joiner & ASSociates.




~ Standardize Scores in Excel
<—>_

Procedure

andomly assign candidates to pane

A - ala alallia a alaga A a \Viailfala alayayaraya
\ AU CA A TUAOA J A, TAY, W y w A

» Double and triple-check everything!
» Sort spreadsheet by panel.
* Insert blank rows under each panel.

. Enter formula for T Score usrng board mean & SD
__I,_- - & » Example: =(((14-$H$55)/$H$56)"10)+50

- E '..__ [ TN Ula 7 0
! e

nnr

CAabinn: AN ~ ~
waulivull. Hll CIIUI ||| ulic I'Ad

ing choose “values” only. Replaces formulas with numbers.
affects all standard scores for tha » Delete all rqws and columns bu'r S\ anq T-Score.
board! * Import to Sigma4 or TRAC and issue notices.
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—Internet Options Phone Notification Systems

e On-line screening tests « Call for interview appointment
« Applicant outreach & training * Phone for current status on eligible list
e Score notification « Telephone screening
~ Issues | Ssues
e Applicant access to Net « Confidentiality/security
e Accuracy of data * PINs or access codes
« Confidentiality/security * Implementation costs




