Recruitment
Toolkit
BUREAU OF HUMAN RESOURCES

The services provided by the Workforce Recruitment & Training team in the
Bureau of Human Resources (BHR) are designed to be efficient, timely, and
assist you in finding the most qualified and diverse candidates for your bureau.
This toolkit offers support in the recruitment and selection process as you
make the important decision of hiring a new employee to join your team.

City of Portland Core Values

Anti-Racism | Equity | Transparency | Communication |
Collaboration | Fiscal Responsibility
These values, competencies, and associated behaviors guide our actions as we serve the
community and engage our workforce. They serve as facets of everything we do and every
decision we make in the City. To learn more about the City's core values, please click here.

Recruitment & Selection Process
Let’s start with an overview of the Recruitment and Selection Process.

** Please note, there are slight differences in the recruitment process for represented and non-represented
classifications. This flowchart is to illustrate the general flow of the recruitment lifecycle. See Pre-Recruitment
appendice on page 11.
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Pre-Recruitment Process
The pre-recruitment process sets up the entire recruitment for success. In these three steps, we
ensure the vacancy has been identified and approved to fill, create an enticing and transparent job
announcement, and develop an equitable outreach plan and recruitment plan.
For the Pre-Recruitment FAQ, click here.
Step 1: Identify Vacancy, Evaluate Need, Attain Approval, and Submit Requisition
• Currently, we are utilizing the Priority Tracker as an approval step for Finance & Equity prior to
submitting a requisition. Going forward in 2021, this will be a required workforce planning step,
and may look slightly different in procedure
• Many bureaus have a specific pre-recruitment and approval process, so please ensure you partner
with your Operating Bureau Personnel Administrator (OBPA) and Human Resources Business
Partner (HRBP). These partners can assist in completing bureau-specific approvals needed to
move forward with a recruitment request. Check out our Priority Tracker Checklist

Step 2: Develop a Job Overview for Job Announcement
As the hiring manager, you should think about what makes a successful candidate and what will help the
candidate succeed. The job announcement is the opportunity to attract quality candidates and market the
position. Consider this when developing the job announcement and what you want it to reflect.
The Recruiter will schedule an intake meeting to assist you in developing the job overview and minimum
qualifications. To prepare for the meeting, please bring:

A description of what the job entails, including any specific projects
The required and desired core competencies for the job in your own words
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Step 3: Develop Recruitment Plan
Your Recruiter will provide tools to give you a better understanding of the demographics of the
current workforce, including the percentages of women, people of color, people with disabilities, and
other underrepresented communities in each job group.
The goal is to create a recruitment plan that attracts qualified candidates, with a focus on ensuring
women, people of color, people with disabilities, and other underrepresented communities are
included in the applicant pool.
You will approve the outreach plan and be able to add additional outreach you deem appropriate for
the position.
The timeline will outline the time frame for each step in the recruitment and selection process and be
included in the job announcement. It is your responsibility to keep the candidates up to date on any
changes to the timeline.
Pre-Recruitment Appendices
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Recruitment Process
Once the job announcement has been created and approved, the recruitment is ready to be opened for
applications. Your Recruiter will ensure the approved outreach plan is implemented. Your partnership
is essential in sharing details of the opportunity with prospective applicants. To ensure a positive
candidate experience, keep the candidates up to date with any changes to the published timeline.
Step 4: Post Position and Implement Recruitment Plan
Once the recruitment opens, the recruitment plan will be activated and all outreach will be posted within
three business days. The job announcement will be posted on the City's job board at
www.portlandoregon.gov/jobs.
The Recruiter will provide a weekly update of recruitment activity and effectiveness of outreach based on
applicants' aggregate demographic data.
A review of the demographic data is helpful when deciding whether to extend the recruitment or engage in
additional targeted outreach.
We typically recommend extending a recruitment period due to the low number of applications received.
Additional targeted outreach is requested when the demographic pool is not diverse or doesn't represent the
communities that are underrepresented and marginalized.

Step 5: Review Applicants and Create Eligible List
When the recruitment closes, the candidates are reviewed in one of two ways: Subject Matter
Expert (SME) Review or Bureau of Human Resources Review (BHR). Eligible lists are created
electronically in NEOGOV. The list includes applicants who met the minimum qualifications. Eligible
List Best Practices
SME Review: The bureau selects the SME reviewer(s). Bureau SME(s) review candidates based on the
minimum qualifications only.
SME can be the hiring manager, team members, or experts from the field (within the City or External).
Do not review for “most qualified,” as that is completed during the selection process when you
determine whom to interview. This is done for two reasons: 1) to avoid preemptively narrowing the
field, and 2) to avoid hiring biases that can begin to come into play based on names, dates, etc.
Your review should be completed within three to five business days of the job closing date.
BHR Review: Workforce Recruitment & Training reviews candidates based on the minimum qualifications.
The Recruiter will ask you to review the applications of candidates who failed their review.
This optional review, known as the “No Pass Review” (NPR), should be completed within 1 – 2 business
days after it has been sent to you.

Recruitment FAQ
Recruitment Appendices
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Selection Process & Finalize Recruitment
Begin Selection Process
Step 6: Conduct Candidate Interviews:
** Refer to your bureau-specific hiring guidance (if applicable) for specific
selection requirements.**
You will receive an email with your eligible list, a link to your referral (electronic form to hire
candidate), and the NEOGOV** step-by-step guide.
Bureau-identified SME(s) will review all of the candidates' application materials and identify who
will be invited for the interview . To ensure an equitable selection process, you should interview all
candidates whom you feel are most qualified for the position.
Once you have your list of candidates to interview, connect with your HRBP to discuss how the
interviews should take place and how many interviews are appropriate before selecting a
candidate to fill a vacancy. See Selection Appendices for interview type options.
Please be aware there may be Amercians with Disabilities Act (ADA) accommodation requests
and veterans who must be given preference.

The HRBP will connect with you if a candidate you have chosen to interview has a
reasonable accommodation request based on disability, pregnancy, and/or religion.
All verified veterans are required to be invited to the first interview. Once interviewed, your
HRBP will apply any additional veterans' preference points when they receive your
interview scores.
It is essential that your interview questions have clear scoring instructions that will allow your
panelists to equitably score each candidate; please consult with your HRBP for assistance. Interview
scores should be based on the knowledge, skills, and abilities of the candidate. Provide your HRBP
with the interview scores after each interview step.

Step 7: Making an Offer and Finalizing the Recruitment:
You've almost made it! The last step of the recruitment and selection process is just as important as
the first. It matters how we treat our candidates! Ensuring that we are transparent in reaching out in a
timely manner, speaking one-on-one with internal candidates, and providing feedback if requested is
essential to maintaining a positive candidate experience.
**NEOGOV is the City of Portland Applicant Tracking System
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Once you have selected a candidate, you are ready to partner with your OBPA to develop an offer
according to bureau procedures.
Connect with your HRBP if your offer is contingent on passing the background check, driver's
license, or any other position/bureau-specific requirements.
Connect with your HRBP to request a pay equity review, as applicable, and develop an offer in
accordance with the pay equity review result.
Please reach out to BHR Classification Compensation Team for additional questions about pay
equity review.
Develop a well-rounded onboarding and training plan to ensure the success of the new employee and
facilitate their integration into the team.
Ensure that all candidates who were not selected are notified in a timely manner. Please refer to the
NEOGOV Function Resources Guide.
Selection FAQ
Selection Appendices

8

Accommodations
Reasonable Accommodations
As an equal employment opportunity employer, the City of Portland is committed to providing
reasonable accommodations upon request for job applicants and candidates.
Under federal and state law, an applicant or employee must have at least one of three qualifying
conditions in order to request and receive a reasonable accommodation:
Disability, as defined by the Americans with Disabilities Act (ADA) as amended.
Pregnancy, childbirth, or a related medical condition (including lactation).
Observation of a religious practice.
Job applicants or candidates with a qualifying condition may ask for accommodation at any time during
the application process.
Process Overview
Below is a high-level summary of the reasonable accommodations process. For in-depth details, read
Human Resources Administrative Rule (HRAR) 2.06 or register for an upcoming Reasonable
Employment Accommodations Training in CityLearner**.
1. Requesting an Accommodation. To request an accommodation, job applicants or candidates may
either contact the Recruiter on the job posting or privately indicate an accommodation need in their
NEOGOV application. The HRBP will be notified either way. If a hiring manager is made aware of an
accommodation request outside of this process, it is essential they notify their HRBP no later than one
(1) business day after the request is made.
2. Intake. The HRBP will contact the job applicant or candidate and conduct an intake process. They
will gather more information on the person’s needs and any time-sensitive events that may be
occurring, such as a scheduled exam or interview.
3. Interactive Process. The HRBP will discuss the request with the hiring manager, determine if the
applicant’s condition qualifies under federal and state law, collect/review/store any required
paperwork, and consult with other stakeholders as needed (e.g., City Attorneys). The interactive
process may be expedited if an applicant or candidate has a time-sensitive accommodation need.
**CityLearner is the portal for City of Portland training courses. City employees access this portal to complete required
training and additional courses for professional development.
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4. Determination. At the end of the interactive process, the HRBP will provide a written notice to the
hiring manager and the applicant or candidate on whether the accommodation is approved, approved
with certain conditions, or denied.
5. Providing Accommodation. If an accommodation is approved, the bureau is responsible for
arranging any accommodation services needed, with the exception of a technology request (HRBPs
will assist in procuring any needed technology). BHR recruiters may be able to assist bureaus in
implementing accommodations assistance for exams and demos (e.g., providing exam materials in
large font or arranging for more time on an exam).
Funding
The City of Portland maintains a Disability Accommodations Fund to cover the cost of any
accommodation needed by an applicant or candidate with a disability. Your HRBP can provide more
information if needed.
For accommodations related to pregnancy, expression of milk, or religious practices, it is the bureau’s
responsibility to cover any costs as needed.
Example Accommodations
Possible reasonable accommodations may include but are not
limited to:
Providing written materials in an alternate format such as large font or braille.
Providing verbal instructions or questions in writing or American Sign Language.
Providing additional time to complete an exam or demo.
Providing short breaks during an exam, demonstration or interview.
Allowing the use of a personal assistant or job coach during interviews.
Providing temporary storage space for expressed milk (e.g., a refrigerator).
Providing a quiet, private space for prayer or similar religious practices.
Questions?
If you have questions about providing reasonable accommodations for job applicants or candidates,
please contact your Human Resources Business Partner.
Accommodations Appendices
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Onboarding New Employees
The City of Portland implemented the Success Factors Onboarding program on December 10, 2019. This
streamlined the onboarding process by ensuring that employees complete all their necessary paperwork
before the first day of employment. Each bureau has an assigned Onboarding Administrator (ONBA) to
move employees through the onboarding process. As a manager, you are responsible for the following
within onboarding:
Onboarding using Success Factors will only be required for external hires (hires not currently working
within the City).
Ensure that the employee reads through all the required City and bureau-specific rules.
Check with your ONBA to see if there are additional tasks you need to do within the onboarding
system.

Note: During the online onboarding process, new employees will have the opportunity to request any
accommodations needed for when they start. The onboarding program will notify your HRBP, who will
reach out to both you and the new employee to initiate the interactive process. The goal is to have all
accommodations ready on the new employee’s first day of work.
Beyond Initial Onboarding
Success Factors Onboarding can successfully help the candidate and your bureau complete all the
necessary paperwork required, however, onboarding goes beyond the paperwork. Onboarding typically
will take 2-3 months when you have a new employee but varies depending on the role.
Once the paperwork is completed, you should continue the onboarding process by considering the
following:
Schedule a Bureau tour (help the new employee become familiar with their work environment).
Provide and discuss the employee's training plan.
Schedule one-on-one with the team members.
Schedule and check-in on required HR training course (Equity 101, HRAR 2.02, etc.).
Ensure the employee is scheduled and attends New Employee Orientation (NEO)
Schedule regular check-ins with the employee to discuss progress.
Ongoing training and performance feedback. Virtual Learning Best Practice
Every bureau will have a unique Onboarding schedule, please refer to your internal bureau process. You
can refer to the Onboarding Toolkit Reference Guide listed in the Onboarding Appendices.

Onboarding Additional Resources
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Additional Resources
Pre-Recruitment Resources
Requisition Template
Priority Tracker Checklist
Best Practices for Eligible Lists
Use of a Comparable List
Sample Outreach & Recruitment Timeline
Intake Meeting Template
Pre-Recruitment Terminology Glossary
Human Resources Business Partner Assignments
Key differences between Non-Represented vs Represented classification recruitments

Recruitment Resources
Diversity Recruitment Best Practices
Recruitment Terminology Glossary

Selection Resources
Veterans' Preference Rules
Lawful and Prohibited Pre-Employment Inquiries
Selection and Prep for Interviews
Virtual Interview Best Practices
NEOGOV Rejection Reasons Terminology
NEOGOV Appointment Status Terminology

Accommodations
• Human Resources Administrative Rule (HRAR) 2.06
• Reasonable Employment Accommodations Training
• City of Portland's Disability Accommodation Fund
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Onboarding
Onboarding Toolkit Reference Guide
Checklist for Setting Up Employees to Work Remotely
Virtual Learning Best Practices

NEOGOV Resources Guide
Step 1: Understanding your NEOGOV Online Hiring Center Dashboard
Step 2: Access your Electronic Referral
Step 3: Access and Print Candidates' Application Materials
Step 4: Set up Manual Interviews
Or
Step 4: Set up Self-Scheduling Interviews
Step 5: Make an Offer
Step 6: Make a Hire
Step 7: Send Notices to Candidates
Please connect with Anna Morgan at Anna.Morgan@portlandoregon.gov
for NEOGOV Training.
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