
Accelerated Workshop:

Completing Your 

Application



Recruitment Process Overview



Job Announcement

•Job description

•Minimum qualifications

•Desirable qualifications

•Required licensure or certification



County Internet

www.ocgov.com/jobs



Job Bulletin



Best Practices in Completing 
an Application

•Be Thorough and Concise
•Emphasize Minimum and Desirable 
Qualifications
•Clearly Demonstrate Knowledge, Skills, 
and Abilities
•Supplemental Questions count toward 
Minimum Qualifications screening



In Groups

Complete the Minimum 
Qualifications screening for 
Edward Smith’s application.
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Competitive Assessments

•Purpose of tests/exams

•Types of exams
▪Application Appraisal Panel (AAP)
▪Qualifications Appraisal Panel (QAP)
▪Performance/Skills 
▪Online Assessments



Application Appraisal

•Job knowledge expert(s) evaluate application 
packet

•Desirable Qualifications

•Technical skills (i.e. Education, Experience, 
Training)

•Supplemental responses 

•Writing skills



In Groups

Complete the Application 
Appraisal screening for Edward 
Smith’s application on Page 3.

Why did he score the way he did?

How could he have improved his 
score on the AAP?
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Describing Work Experience (ACB)
Action - Context - Benefit

Action: Each work experience statement 
should begin with an action word.

Context: Describe the details and background 
on why you took the action.

Benefit: The outcome or result of your action.



Partner with a Neighbor

Complete the Work Experience 
section in Appendix A –
Application Workshop.

Tailor your responses to meet the 
minimum and desirable 
qualifications of the Staff Specialist 
bulletin.
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Eligible List

• Number of applicants is based on various 
factors: 
▪ Number of vacancies
▪ Business climate and type of recruitment
▪ Life expectancy of list
▪ Type of positions



Referral & Selection
Interview

•Referrals

•Selection Interviews



Finishing Steps



THANK YOU FOR YOUR 
PARTICIPATION


