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Recruitment Guidance for Human
Resource Administrative Rule 3.01
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These guidelines are used in conjunction with the City's HRAR 3.01 Recruitment policy. This is meant
as a City employee resource to supplement and further detail the approved policy and may be
updated over time as processes are improved or clarified at the discretion of the Bureau of Human
Resources.
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Post-Eligible List Evaluations

Performance and skills-based evaluations may occur after Human Resources provided
eligible lists are established to assist hiring authorities in identifying required skill sets
not identified during the initial recruitment processes. Analyses of candidates that occur
after creation of the eligible list do not qualify as an examination including task-based
interview prompts and written or oral questions that call for written or oral responses.
(Text from Current Rule)

Hiring authorities must receive approval from the Human Resources Director, or
designee, prior to requesting a skills-based evaluation.

Criteria:
An evaluation may be acceptable if it:
e is not possible, limited, or practicable to be completed during the pre-eligible
list phase,
e Isjob-related or job-specific,
e isevaluated as an assessment for skill and ability,
e isnotused to determine minimum qualifications that should be tested for
during the recruitment process, and


https://www.portland.gov/policies/human-resources-administrative-rules/employment/hrar-301-recruitment-processes

e does not have disparate impacts, exclude, or discriminate based on
protected characteristics race, color, religion, sex, national origin, age,
disability, or genetic information.

Evaluation Examples:

Acceptable May Not Be Acceptable
Use of a PowerPoint presentation and | A math skills test
presenting on subject matter
Providing a writing sample as part of A physical assessment test
the interview process
Present an analytical report like in Excel | A works skills demonstration
using data providing by hiring authority

For questions about selection process evaluations, contact a member of the BHR
Recruitment Team or Employee Relations Team.

Recruitment and Employment Incentives Process

The City Administrator, or designee, may determine which regular or limited duration
positions are key, or in need of special recruitment efforts and therefore merit
recruitment and/or employment incentives. Such positions are not limited to directors of
bureaus but may also include candidates whose job qualifications are uniquely suited to
a particular City position or in a profession for which there are only a limited number of
qualified candidates. Such positions should be identified as "key" before recruitment and
examination efforts begin. (Text from Current Rule)

Identifying a Key Position:
Review and evaluate the job to ensure its designation aligns with similar positions
and conditions (such as director or administrator for executive leadership of a
bureau or service area, a critical urgent business need, labor market
competitiveness, and hard-to-fill roles), consistent with the City's core values.
Determine the specific qualifications uniquely required for the role and estimate
the expected number of qualified candidates.

1. Discuss identifying position as key with BHR Recruitment at Intake

Positions identified as key at intake may be eligible for limited travel expenses. The
City of Portland may pay for reasonable travel expenses for those candidates asked
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to attend one or more interviews. Travel expenses may include: economy class
round-trip airfare or its equivalent, appropriate ground transportation, or
necessary lodging and meals. Approval of payment for such expenses is at the
discretion of the City Administrator, or designee, with the affected bureau, office or
program area bearing the cost.

Relocation Expenses

The City of Portland may pay relocation expenses for new, non-represented employees
who incur relocation costs following their appointment to a budgeted position.
Authorization for relocation expenses must be approved by the Bureau Director and by
the Deputy City Administrator. Recipients of relocation expenses must repay the City a pro-
rata amount of those expenses if employment with the City of Portland is terminated, for
any reason, within two years of date of hire. The City must enter into a signed agreement
with the new employee identifying household expenses to be paid by the City and
employee-responsible expenses. The agreement must be signed by the Bureau Director
and by the recipient of the relocation expenses. The agreement shall stipulate terms of
payment by the City and shall include provisions for the pro-rata repayment of relocation
expenses by the employee should their employment terminate within two years. Refer to
Guidance within this rule to review template agreements and learn more about
Relocation. In consideration of the City's payment of relocation expenses, relocation within
the limits of the City of Portland may be encouraged by the City Administrator, or designee.
Relocation Expenses as a recruitment incentive are not available to Limited Duration
appointees. (Text from Current Rule)

Review full Relocation Resources and Guidelines at: Relocation Services |
Portland Employees

e Relocation Reimbursement Submission Form
e Relocation Reimbursement Application and Agreement Guidelines

Vacation Accrual

When authorized by the Human Resources Director or designee, newly appointed
employees in key positions may be credited for prior professional service by placement
at the appropriate step of the City’s vacation accrual table. Once placed on the schedule,
future service with the City shall count normally towards additional vacation accrual


https://employees.portland.gov/human-resources/workforce-recruitment-training/hiring-materials/relocation-services
https://employees.portland.gov/human-resources/workforce-recruitment-training/hiring-materials/relocation-services
https://app.smartsheet.com/b/form/41bb84d1391e4bb5b8fadf35c934f6cf
https://employees.portland.gov/human-resources/document/relocation-reimbursement-application-and-agreement-guidelines/download?inline

rates. The Human Resources Director, or designee, may also authorize the one-time
crediting of up to 40 hours of vacation available for use from date of hire. Recruitment
incentives are limited to employees newly appointed to City employment and are not
available to current City employees except as specifically outlined here. However, in
limited circumstances when recruiting for key positions and if approved by the Human
Resources Director, the vacation accrual incentive may be offered to temporary City
employees applying for regular employment. Refer to Guidance under this rule for
information about identifying key positions and processes for authorization. (Text from
Current Rule)

*The accelerated accruals section of the incentive process applies to non-
represented positions unless otherwise stipulated in a collective bargaining
agreement.

Additional Resources:
e Visa Information: US Department of Homeland Security Immigration Services

o City Charter

e Workforce Analytics Data

e Related Administrative Rules: HRAR 2.06 Reasonable Employment
Accommodations, 3.02 Eligible Lists, 3.07 Veterans' Preference, 3.15 Civil
Service Board, Vacation, Transfers



https://www.uscis.gov/
https://www.portland.gov/charter/4/3
https://www.portland.gov/charter/4/3
https://app.powerbigov.us/groups/me/reports/02a9f35a-822b-4df1-bc59-baf283550c83/4e6202236bb558eafd01?ctid=636d7808-73c9-41a7-97aa-8c4733642141
https://www.portland.gov/policies/human-resources-administrative-rules/equal-employment/hrar-206-reasonable-employment
https://www.portland.gov/policies/human-resources-administrative-rules/equal-employment/hrar-206-reasonable-employment
https://www.portland.gov/policies/human-resources-administrative-rules/employment/hrar-302-eligible-lists
https://www.portland.gov/policies/human-resources-administrative-rules/employment/hrar-307-veterans-preference
https://www.portland.gov/policies/human-resources-administrative-rules/employment/hrar-315-civil-service-board
https://www.portland.gov/policies/human-resources-administrative-rules/employment/hrar-315-civil-service-board
https://www.portland.gov/policies/human-resources-administrative-rules/employee-movement/hrar-701-transfers#:%7E:text=An%20employee%20must%20submit%20an,employment%20within%20their%20current%20classification.
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