DATE [ SSUE REVI STON PAGE
6/1/98 2 D2-120.7.2

ADMINISTRATIVE SUBJECT

POLICIES AND PROCEDURES MANUAL APPO NTMENTS

SUB- TOPT C
CLASSI FI ED SERVI CE, Conti nued

PROMOTI QN, Conti nued

SELECTI ON, Conti nued
If nore than one (1) qualified enployee is under consideration at the sane tine,

the nost qualified will be sel ected.

When two (2) or nore enpl oyees possess equal qualifications, the enpl oyee who
appears to be able to contribute nost toward achi eving the goals of the

admi nistrative unit will be selected.

Prior to the appointnent and after selection of the applicant by the hiring
adm ni strative officer or supervisor, the Human Resources Office will make the job
offer. Administrative officers should not negotiate salaries with an applicant at

any tine.

Care should be taken by administrative officers and Hunan Resources to ensure

continuity of enploynent of an applicant so as not to affect any enpl oyee benefits.




