as

et

as

-
-

<
1]



City of Chicago
Richard M. Daley, Mayor

Department of Human Resources

Homero Tristan
Commissioner

City Hall, Room 1100

121 North LaSalle Street
Chicago, Itlinois 60602-1209
(312) 744-4966 (Voice)
(312) 744-1521 (FAX)

(312) 744-5035 (TTY)

http://www.cityofchicago.org

Administration

City Hall, Room 1100
(312) 744-4962 (Voice)
(312) 744-4371 (FAX)

Employment Services
City Hall, Room 1100
(312) 744-4976 (Voice)
(312) 744-4510 (FAX)

Information Services

City Hall, Room 1100

(312) 744-4954 (Voice)
"7 744-2563 (FAX)

Extiployee Assistance Program
(312) 747-0399 (Voice)
(312) 747-8970 (FAX)

Labor Relations

DePaul Center, Suite 330
333 South State Street
Chicago, lllinois 60604-3973
(312) 747-8975 (Voice)
(312) 747-8971 (FAX)

Strategic Services

DePaut Center, Suite 520
333 South State Street
Chicago, llinois 60604-3975
(312) 747-7277 (Voice)
(312) 747-0405 (FAX)

MEMORANDUM

TO: Noelle Brennan
Nogll Brennan & Associates, Ltd.

oméro Tristan, Commissioner

Department of Human Resources
DATE: July 11, 2008

RE: DHR COMPLIANCE WITH HIRING PLAN

DHR continues to make improvements in the areas of implementation and
compliance with the City’s Hiring Plan. Below, we provide a summary of
many of the accomplishments related to those improvements.

1. City employees involved in all hiring processes, other than the Exempt
Position Hiring Process are certifying that no political reasons or factors
were considered in the employment action. (I1.3)

The Shakman Certification has been revised and placed on the DHR
intranet website.

2. DHR’s recruitement efforts are aimed to hire the best qualified and most
diverse employees. DHR ensures that all applicants have equal
employment opportunities. In furtherance of this goal we filed quarterly
reports to City Council on diversity (11.4)

Quarterly reports were sent 4/08 and 7/08
Report #1- Diversity composition of City’s Hires
Report #2- Diversity Composition of Current Workforce

3. Quarterly reports of non-exempt hires were posted on the City’s intranet
website (I11.6)

Non-Exempt hires for the first quarter were posted in 4/08 and for the
second quarter in 7/08. This report lists the number of hires/promotions,
by department and ward where the hired/promoted person resides.

4. Take appropriate steps to post and advertise open positions in a manner
designed to maximize the pool of applicants (IL.7)




Open positions are posted on the City’s CAREERS site as well as in accordance with
applicable bargaining agreements (CBAs) where applicable. In addition, open positions are
posted at universities, professional associations, and military recruiting sites, or other
appropriate locations for specific position.

In addition, to date, 85,000 individuals interested in employment with the City have
completed profiles and are receiving an invitation to apply when a position matching their
interest is posted. The number of applications the City has received in the first half of 2008
is 34% higher than the same period last year while the number of requested vacancies is
essentially the same.

. Report inappropriate contacts from departments to Hiring Process Compliance Manager

(HPCM) and Monitor (1I.8)
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. Report contacts by elected officials to HPCM/Monitor (I1.10)

One inappropriate contact has been reported since January 1, 2008.

DHR is working with outside consultants to review existing job titles to determine minimum
qualifications, testing protocols and appropriateness of job descriptions. (III)

Approximately 1,544 active job descriptions exist at the City. DHR (in conjunction with
consultants) reviewed 914, representing 60% of the active titles. Of those, many have been
modified to reflect the recommendations. DHR will post the minimum qualifications, testing
protocols and job descriptions on the City’s CAREERS website and other sites where open
City jobs are regularly posted. A standard process (using outside consultants) has been
established to evaluate the descriptions each and every time a requisition is created. There
are approximately 90 additional titles that the City plans to hire into in 2008 that will be
completed. In addition, 216 of the 1,544 titles have no incumbents and are not expected to be
hired this year, and only 1,062 titles have been hired into in the last 5 years. DHR anticipates
completing the review of all 1,544 active job title in short order, but will provide a definite
deadline in the coming weeks

Every job announcement contains minimum qualifications, testing protocols and job duties
and is posted on the City’s website and any other sites where City jobs are regularly posted.
The list of jobs that require tests is 75% complete (100% for all scheduled hires for 2008)
and is available to Recruiters. Approximately 300 titles should have a test. All jobs on this
list that are posted will include language on the job posting indicating that a test is required
and that the candidate can request their test results from the Department of Human
Resources. The Testing Manager is continuing to update and add to list. Projected
completion date is Dec. 30™ 2008. (IIT)
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DHR has been reorganized to include but not limited to the following positions: Recruiters,
Recruiting Analysts, Testing Manager, Testing Administrators. Each title has the
responsibilities set forth in the Accord. (III)

New titles for private secretary/personal assistant and new job descriptions.

Job title was created for use under the private secretary provision. The title is Personal
Assistant. The procedures for utilizing this provision were communicated to all Department
Heads in 6/07, 12/07 and in 3/08. All placements under the Private Secretary provision are
tracked and approved by DHR. (VI)

Hiring departments are submitting requisitions to OBM and DHR. The requisitions, created
in CHIPPs automatically open a requisition in CAREERS identifying (among other items)
the position and number of vacancies to be filled on a daily basis. Requisitions for all
vacancies regardless of hiring process are submitted in CAREERS. (XL1)

DHR works on a continued basis with the hiring departments to create job postings that
include job duties, minimum qualifications, screening and hiring criteria, and application
evaluation procedures.

In March, 2008 automated screening in the CAREERS system was implemented. The
screening criteria developed in conjunction with the hiring department is loaded into the
position application and is used to pre-sort applicants by match to the screening criteria. In
June, the City implemented a formal intake session using systematic procedures to create
screening criteria, process expectations, and posting places for the job posting. Neither the
hiring department nor the recruiter may unilaterally create screening criteria. If the screening
criteria identified at the intake session is not already in the pre-defined library for that title,
the new screening criteria must go through a formal approval process to ensure
appropriateness for the position and be entered into the library by a content librarian before it

may be used in the hiring process. (X1.2)

All “Notices of Position” (except Sr. Manager positions) are posted for at least 14 days on
the City’s CAREERS site. (XI.3)

On June 1, the City moved the final group of applicants to the on-line application process
After completing union negotiations, all bidders were required to use the on-line application
process. At this time all applications for the general hiring and senior manager processes are
received electronically within the posting period. (X1.4)

Each application contains dis-qualification questions based on the minimum qualifications
for the position. Upon electronic submission of an application, candidates who do not meet
the minimum qualifications, based on their responses to those questions, receive an e-mail
notifying that they are not qualified. Candidates who do meet the minimum qualifications
based on their responses to the questions receive an e-mail confirming the receipt of their
application. (XI.5)




16.

17.

18.

19.

o
o

21.

22.

23.

24.

P AL pPUSIULINLIG VYL

Proof from the CATA system that a recommended, internal candidate meets the attendance
and disciplinary criteria is required in the Master Hire Folder that must be approved by DHR
prior to extending an offer. The attendance and disciplinary criteria was originally posted on
the City’s internet Site. It was recently moved to the intranet site where the other hiring
forms, policies, and procedures are posted. (X1.7)

Pre-Qualified Pools will be activated this month (July) in conjunction with the roll-out of
Interview Assessment Forms and Consensus Meetings.

The DHR has established minimum, predefined, threshold passing scores for all tests
administered since March, 2008. A systematic process is in place to evaluate tests and
establish thresholds for passing each time a position requiring a test is requisitioned.

The positions for which interviews are not required prior to hire are posted and updated on
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Based upon the application of predetermined screening criteria, a list of best qualified
applicants/bidders is created by the DHR, unless otherwise required by applicable CBA rules.
If there are no screening criteria, the a randomized list is created of all applicants/bidders
who meet the minimum qualifications. (XI.A.1)

For nositions where testing is rpnnirpd DHR determines the number of nhn]innnfe/hid{‘]m‘e
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that shall proceed to the testing phase based on the number of vacancies to be filled. Instead
of a random list, DHR creates a list based on best match to the screening criteria, required by
applicable CBA. If there are no screening criteria, the a randomized list is created of all
applicants/bidders who meet the minimum qualifications. (XI.A.2)

DHR has developed a systematic process for designing, selecting and approving tests and
testing protocols each time a non-interview position requiring a test is requisitioned. Since
March, 2008 DHR has evaluated, selected and approved tests and testing protocols for 74
titles. (XI.A.3)

A DHR Testing Administrator has proctored 108 tests since March, 2008. The only tests that
have not been proctored by the testing group are: Manager of Revenue Collections, Assistant
Payroll Administrator, Asst Dir of Public Health Nursing, Assistant Administrator II, Junior
Attorney, & Business Consultant. Where DHR has proctored exams, the proctor has
completed a Hire Certification Form. Where DHR has not proctored the exam, the
department has designated a proctor who has signed the Hire Certification Form as the Test
Administrator. (XI1.A.4)

DHR has not put any applicant who did not pass a required test on the list to hire for the
applied for position. (XI.A.5)

In most cases, CBAs require the City to repost and test each time a title is requisitioned.
Where the City has used an existing eligibility list for subsequent requisitions, the position
has always been offered to the next person on the eligibility list. (XI.A.6)
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For positions using a numerically scored test, the DHR always prepares a list in rank order of
those applicants/bidders who pass the test. (XI.A.7)

Applicants have always been allowed to request their test scores in a written communication
to the Commissioner. This is now included in the posting. DHR will continue to make test
scores available. (XI.A.9)

Pre-Qualified Pools will be activated this month. (XL.A.10)

The list of positions for which interviews are required prior to hire is posted and updated on
the City's website. (X1.B)

Based on the application of pre-determined scoring criteria the CAREERS system
automatically generates a list of minimally qualified candidates for every job posted. The
recruiter then verifies the minimum qualifications by reviewing their resume and
application materials. If the recruiter finds that the applicant does not meet the minimum
qualifications, they are rejected, creating a list of minimally qualified candidates. (XI.B.1)

The CAREERS system sorts candidates based on their match to screening criteria
determined at the intake session. The recruiter then verifies the strength of the match based
on a review of the resume and application materials of the top tier of applicants. DHR
includes the most qualified applicants/bidders on the interview list based on the
applicant/bidders match to screening criteria, unless otherwise required by CBA rules, or
unless the list of all minimally qualified applicants/bidders has been created in random
order. Hiring departments contact each of the candidates on the interview list and schedule
the interview, document contact attempts if the candidate cannot be reached, or document
that the candidate declined to interview on the interview list.

The hiring department completes an interview notification form and sends it to the DHR
recruiter who forwards it to Compliance and the Federal Monitor at least 5 days prior to the
first scheduled interview. According to a Monitor representative, the Monitor has failed to
receive 5 day notification only 4 or 5 times in the past 3-4 months. DHR has put additional

safeguards in place to achieve 100% compliance. The compliance rate with this provision
1o S0Q0L Ao AfF T/AING anm a wanil addennn ol a acdaldiaload £an W11 foa il a_.a ___1













