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Continuous Recruitments

In training we focused mainly on vacancy announcements. You will also have the option of using continuous postings in LA Careers.   This document provides detailed processes to be used for continuous recruitment postings.

1. Requisitions 

a. For a continuous recruitment, you can setup the exam plan and posting without having a requisition.  Then, as requisitions are received, you can tie them to the existing exam plan.

b. To create the exam plan without a requisition:

i. Login to Insight.

ii. From the Jobs menu, select ‘Exam Plans’.
iii. Select the ‘+’ found above the table grid.

iv. Select the appropriate job from the ‘Job Spec’ dropdown menu. 

v. Fill out the exam plan as normal and save.

1. You can then add evaluation steps.  If you leave the exam plan, you will be able to access it again from the Jobs/Exam Plans menu by searching for the title.

c. Then, create the job posting as described on the Posting Quick Sheet (QS).

d. When you receive a requisition, you can tie it to the appropriate exam plan:

i. Log into Insight.  The process is essentially the same as described on the Requisition QS.

ii. Under the Jobs menu, select ‘Requisitions’, view Approved requisitions.
iii. Under the Action column, select ‘Authorize’ for the appropriate job.

iv. Change the status to ‘Open,’ select the analyst, and then select the appropriate Exam Plan from the drop down menu.
e. The requisition will now be tied to the exam plan you already created, and will appear on the My HR page of the analyst assigned.  Repeat the same process as vacancies occur.  You can have multiple requisitions tied to the same exam plan.

2. Posting 

a. Checking the ‘Continuous’ box at the top of the posting form will remove the ‘Advertise To’ dates, and the posting will not expire.  There may be instances where you will have to close or update the posting, such as for qualification changes or abolished jobs – Please contact your staffing consultant for instructions.

b. This will allow you to have a continuous applicant pool without constantly re-announcing a job each time a position is vacant.

3. Processing applicants in Insight

a. Your agency should determine how often to process applicants through the evaluation steps when working with a continuous recruitment.  

b. Civil Service recommends that you process applicants at least weekly, so that you will not have a large number to process when a vacancy occurs.

c. To ensure candidates are eligible for the maximum time frame, you should process applicants to the last step and only place them on the eligible list when you have a vacancy to fill.

4. Eligible list 

a. When setting up the eligible list, remember that it will not have an expiration date.  Instead, enter ‘180’ into the ‘Days Candidate Eligible’ field.  This will allow you to always have a list and applicants will automatically be removed after 180 days.

b. To create your certificate:
i. For a single parish or specific facility, a continuous posting will ensure that all applicants who applied by the day prior to the approval date of the requisition are moved to the eligible list. Once all applicants are on the eligible list, add Veterans’ Preference points for probational and job appointment announcements.  You may now refer candidates from this certificate of eligible applicants.  This list may also be filtered for desirable qualifications before referring.  
ii. For statewide or multi-parish postings, you will need to filter the eligible list for the current vacancy location to create your certificate. To do this, ensure that all applicants who applied by the day prior to the approval date of the requisition are moved to the eligible list, add Veterans’ Preference points for probational and job appointment announcements.  Finally, filter the entire list by work parish for multi-parish postings – this is not the certificate for the vacancy.  Refer the entire filtered list to the hiring manager for consideration.  The entire filtered list must be referred to create a record of the certificate.  If only a portion of the filtered list was referred, once it was unfiltered and more candidates were processed, there would be no way to duplicate this record.  Once you create your referral list, you have 90 days from the requisition approval date to make an offer.
c. There may be large numbers of applicants referred for each vacancy making it difficult to process through the OHC workflow.  In order to capture the information required for EEO reporting purposes, you must do the following:
i. ‘Schedule interviews’ for those candidates that were interviewed.
ii. ‘Hire’ the selected candidate.
iii. ‘Reject’ those candidates who were interviewed but not hired.

iv. You do not have to reject candidates that were not interviewed.  Those candidates can remain in the referred step and are treated as ‘Considered’.

These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


