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State of Louisiana                                               Career Progression Group                          Quick Sheet

Per General Circular 1765, you have the option to create a single posting to recruit for career progression group vacancies.  The general posting process is the same as posting any other vacancy, and the specific differences for CPGs are outlined as follows:
1. Create the requisition for the lowest level, and include a note in the comments field that this is a CPG and may be filled at a higher level.

2. Create the exam plan for the lowest level, and include a note in the comments field that this is a CPG and may be filled at a higher level.

3. In the Exam Plan, next to Job Posting, select ‘Add New.’
4. Allow the ‘Draft’ checkbox to remain selected. 
5. Leave the selection for the drop down menu ‘Job List’ on ‘Default.’ 
6. If you are creating a posting for a continuous recruitment, select the ‘Continuous’ box.
7. If you are posting a vacancy recruitment, enter the dates you want the posting to be open for application.
a. Vacancies must be posted for a minimum of five full calendar days (not including the date the posting opens).
b. Allow the ‘closing time’ of the posting to remain as 11:59 PM.
8. Enter the job title of the lowest level of the CPG in the Job Title Field.  If you would like to enter a combination title of all the job titles in the CPG, you may do so, example: Job Title A/B/C.  If you are unable to fit a combination job title into the Job Title Field, contact your staffing consultant for assistance.

9. The job number you enter will help you identify the vacancy when manually entering applications.  Civil Service recommends that your agency create a consistent job numbering policy and that each job posting be given a unique number 

10. Select the appropriate ‘Job Type’ based on the information entered on the requisition.
11. Select any of the search ‘Categories’ that apply to the vacancy, and add them. 
a. The categories you select will be used by applicants to locate this posting.
12. Use the ‘Populate from Class Spec’ buttons for the Qualifications, Job Concepts and Examples of Work sections  using the lowest level of the CPG that you are including in the posting.

a. You MUST populate each of these 3 sections.
b. DO NOT edit or change these sections.
13. The following template must be entered into the ‘Supplemental Information’ section when creating a single posting to be used to potentially fill multiple levels.  Replace the information in parentheses with your specific posting information.
a. As part of a Career Progression Group, vacancies may be filled from this recruitment as a (Job Title x, x, or x) depending on the level of experience of the selected applicant(s).  The maximum salary for the (Highest Level) is ($00,000).  Please refer to the ‘Job Specifications’ tab located at the top of the LA Careers ‘Current Job Opportunities’ page of the Civil Service website for specific information on salary ranges, minimum qualifications and job concepts for each level.  
14. Also, enter any job specific information in the ‘Supplemental Information’ section.
a. This section can include any information applicants need to know about this specific vacancy including additional desired job-related qualifications or preferences.  You must use the sample posting instructions provided by Civil Service to add any applicable testing and contact information (contact information must include a contact name, mailing address and either a phone number or email address).
15. Leave the application template on ‘Default’ unless you have a business reason for using the ‘Abbreviated Application’ (such as in the case of a Corrections Cadet).
16. Postings created in LA Careers no longer post to GovernmentJobs.com.  You may leave this field at the default “LA-Statewide”.
17. For ‘Search Locations’ you must select the parish where the position is physically located.
18. Choose the ‘Location on Job Posting Display’ where the position is physically located.
19. The ‘Re-apply’ period dictates how many days applicants must wait before submitting another application for the same posting.
a. Civil Service recommends that agencies do not allow applicants to submit multiple applications for vacancy announcements.
i. To prevent re-applying, you need to set the ‘re-apply’ period number high enough to exceed the number of days the posting is open.  So, for a 5 day posting, you would enter 6 for the Re-apply period.  

1. Applicants will be able to apply to other postings, just not the same posting again.

b. Civil Service recommends that you set a consistent timeframe for reapplying for continuous recruitments.
i. For example, you could enter 30 into the ‘Re-apply’ period for continuous postings to allow applicants to reapply to the same posting every 30 days.

1. This would prevent applicants from submitting applications with arbitrary changes (typos) while still allowing them to update their experience as necessary.

20. Salary Info

a. Check the box for ‘Salary Display’ and select ‘Depends on Qualifications’ from the drop down menu.  This will remove all specific salary information from the posting.
21. Select ‘Yes’ if you will include supplemental questions for this posting. 
22. Select ‘Add’ to create the posting.
a. If you selected ‘Yes’ for supplemental questions, you will automatically be taken to the supplemental questions page, where you can add questions directly to your posting or access the item bank.
b. If you are creating a continuous posting, take care to ensure that you have included all relevant supplemental questions, as you would have to re-post if any changes to the questions were required.  Contact your Staffing Consultant for assistance in developing supplemental questions.

23. Since you saved this posting as a draft, you will need to edit the posting and un-check the draft box in order for the posting to become live. To do so:
a. From the Exam Plan, select ‘Edit’ under the Action column in the Posting section.
b. Un-check the draft box.
c. Select ‘Update’ at the bottom of the page.

HR Workflow

24. Processing applications
a. When checking applications for minimum qualifications, you need only screen applicants for the lowest level job that was posted of the Career Progression Group.  

b. Optionally, you can choose to review applications for higher levels, and enter notes into the candidate disposition field about what level each applicant qualifies for to help you determine at what level to place a selected candidate.

25. Any applicant meeting the minimum qualifications for the lowest level of the Career Progression Group will be placed on the eligible list.
26. You may refer the entire eligible list or a portion of the list as you choose, based on the needs of the specific vacancy.

a. For example, if you entered notes about candidates’ qualifications, you can view these from the eligible list by selecting ‘View Evaluation Steps’ at the top of the page.  If you knew that you only wanted to fill at the highest level, you could select the box next to the name of each candidate for whom you have already determined qualifies and refer only those selected candidates.

b. You can also use supplemental questions to help determine which applicants qualify for higher levels, and use filters from the eligible list to determine who to refer.  Contact your Staffing consultant for assistance with supplemental questions or filtering (also see the Filtering Quick Sheet).

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.


