Applicant Materials Screen (AMS)

The hiring administrator must
develop up to five screening
criteria with corresponding
benchmarks, criticality of each
criteria & passing level utilizing the
criteria worksheets and score sheet

Hiring Administrator must
determine if a resume
screen is appropriate or if a
select set of job-specific
questions should be
submitted along with the
criteria & benchmarks

Division HR Office
reviews criteria and
benchmarks,
criticality, passing

level
(If required by
division)

Talent, Recruitment
and Engagement
(TRE) consults with
division HR office as
needed

v

Hiring Administrator
enters applicant
names onto the AMS
Screening Tool

Hiring Administrator
and/or screening
committee evaluates

\ 4 Hiring Administrator must

applicant materials
using the criteria and
benchmarks

Hiring Administrator and/
or screening committee
analyzes results &
consults with division
HR office as needed (i.e.
raising or lowing passing
level)

advance only, and all,
applicants who meet or

> interview stage (hiring
administrators are
encouraged to advance at
least 3 candidates to the
interview stage)

exceed the benchmark to the

Hiring Administrator
should retain a copy of
the completed AMS

Screening Tool and
criteria worksheets with
the recruitment file

»

Hiring Administrator
submits a copy to the |
division (If required by

division).

Close AMS
Process
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