Name - POSITION SELECTION PLAN (PSP)

Department of Budget & Management
Office of Personnel Services & Benefits
Recruitment and Examination Division
POSITION SELECTION PLAN (PSP)
As per SPPA, §7-202, recruitments in the Skilled and Professional service are initiated through a Position Selection Plan.  Please complete the following information.  To check any box below, please right-click on the box, and then “Properties”.
	PIN: 
	Classification Code: 0484
	Classification Title: Coordinator of Special Programs, HS, III HS

	Recruitment Type (check all that apply):

X Position Specific Recruitment
 FORMCHECKBOX 
 Request for Statewide Recruitment
 FORMCHECKBOX 
 Agency Unique Classification

 

 FORMCHECKBOX 
 Agency Specific Recruitment (to fill multiple vacancies within agency)

	Minimum Qualifications (MQ’s): As per specs

	Selective Qualifications (SQ’s):

	Limitations on Selection:

	Agency: 
	Address to which applications will be sent:
DHMH Recruitment and Selection Unit, 201 W. Preston Street, Room 114-B, Baltimore, MD 21201

	Tentative closing date: February 23, 2009
	Projected hiring date: March 2009

	Please check the type(s) of assessments expected to be utilized as part of this recruitment.

X Rating of Training and Experience
 FORMCHECKBOX 
 Qualifications Supplement
 FORMCHECKBOX 
 Written Exam

Other (please describe): 

	The assessment to be used for this recruitment is:

X Existing



 FORMCHECKBOX 
 New



 FORMCHECKBOX 
 To Be Developed

	Explain how this recruitment will be advertised (e.g., targeted email groups; websites; journals; newsletters, etc; Monster Career Builder, Craigslist, or similar):  Please also complete the Advertising section below: DBM Website and DHMH Website


	Have you discussed/considered possible recruitment sources with your agency’s hiring manager(s) such as advertising with relevant professional organizations?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  If “No”, please explain.




Advertising
Check the appropriate type and indicate responsible agency.
	
	Type
	Site or Publication Name
	Who Will Place Advertisement

	X
	DBM Website


	www.dbm.maryland.gov

	RED

	X
	Your Agency’s website
	http://www.dhmh.state.md.us
	DHMH

	
	Print Media
	
	DHMH

	
	Other (e.g. other websites, journals, newsletters, etc.)
	
	DHMH


Recruitment

The activities below must be performed as per law or regulation.  Please indicate as per the plan who will be responsible for each of the following.  *If “Agency”, please indicate the name/initials of the agency representative who is responsible.:

	RED/Agency*
	

	DHMH ALL
	Set closing date for receipt of applications

	
	Accept applications

	
	Establish applicant tracking reports

	
	Review applications for minimum (and selective) qualifications

	
	Notify applicants who do not meet MQ’s/SQ’s of disapproval reason


Assessment
The activities below must be performed as per law or regulation.  Please indicate as per the plan the responsible party for each of the following. *If “Agency”, please indicate the name/initials of the agency representative who will be responsible.

	RED/Agency*
	

	DHMH ALL
	Perform job analysis, prepare report

	
	Develop an exam plan based on information from job analysis

	
	Develop job-related assessment based on job analysis and test plan

	
	Have SME’s participate in creation/review of selection instrument

	
	Write test administration and scoring instructions (for written exams)

	
	Secure a suitable test site or test sites (for written exams)

	
	Notify approved candidates of test date and location at least two weeks prior to exam (for written exams)

	
	Administer exam to approved candidates or rate their training and experience.  

	
	Score candidates' test materials and add applicable residency, seniority and/or Veteran's points

	
	Analyze scores for disparate results  

	
	Convert raw test scores to score bands 

	
	Notify candidates of score category

	
	Prepare eligible list, including all required codes and additional information.  

	
	Prepare documentation report of all activities related to the test development and administration

	
	Maintain test information, test scores, and all other test related material and documentation for at least 3 years

	
	Notify DBM of the final outcome of the recruitment in a timely manner


If exam review, development, is to be conducted for the proposed assessment method above, please list Subject Matter Experts (“SME’s”) to participate in exam review or job analysis.  Please include their names, job titles, email addresses and telephone numbers:
Contact Information
Agency contact(s) knowledgeable about recruitment: 
Telephone Number(s): 

E-mail Address(es):  
Name, phone number, and email address of Appointing Authority: 
· Please rename this file using job title and e-mail to psp@dbm.state.md.us
· In addition, please email: (1) a copy of the job announcement; (2) hiring freeze exception; and (3) MS-22 to the above email address.
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