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OPM Special Entry Rate Applicant Summary Sheet - Applicant Not Hired  (R08/2011)
 
Special Entry Rate Applicant Summary Sheet Instructions
APPLICANT NOT HIRED
 
 
One form must be completed for each applicant interviewed but not selected. Note that it is not necessary to attach applications for resumes to this form.
 
         1.         Agency/Division or Office
                  Indicate the name of the agency and the division or office within the agency, e.g. DFA Office of Accounting,
                  Office of Child Support Enforcement, etc.
         
         2.         Class Title
                  Enter the official title of the position, not a functional office title.
 
         3.         Grade
                  Enter the grade associated with the title and class code.
 
         4.         Class Code
                  Enter the 5-digit alpha-numeric code assigned to the official title.
 
         5.         Applicants Name
                  Enter the chosen applicants legal name.
 
         6.         Date Interviewed
                  Indicate the date the interview was conducted.
 
         7.         Interviewed By
                  Use the name(s) of the person(s) who conducted the interview.
 
         8.         Applicant Qualifications
                  Briefly but thoroughly summarize the applicant's related qualifications, including years of directly and
                  indirectly related experience, education, etc.
         
         9.         Minimum Qualifications
                  Indicate the qualifications as stated on the official class specification.
         
         10.         Reason Not Hired
                  Indicate the reason this applicant was not chosen. DO NOT use the reason "Other Applicant Chosen."
 
         11.         Rate of Pay That Employee Would Have Entered Classification
                  Enter dollar amount and pay grade level (see state pay schedule) that is the closest to salary at which the
                  applicant would enter the position without the EWQ. For instance, if the applicant is a new hire, the salary
                  would be to entry or base according to the agencies plan. If the applicant is a current state employee, the
                  salary would be his/her current salary plus or minus the usual adjustments for promotion, demotion, etc. If
                  the applicant has prior state service, the salary would be the exit salary (if above entry level).
         
         12.         Signatures
                  Signatures will be added upon review by OPM.
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