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Recruitment and Selection

RECRUITMENT AND SELECTION

It all begins with a vacancy…

…but when do you have a vacancy?

• The governing authority’s approval of the budget 
establishes the number of positions approved and budgeted 
for the fiscal year.

Recruitment and Selection
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FILLING VACANCIES

• Election (Elected Officials)

• Appointment (Selected by Elected Officials)

• Rules-based Hiring (Based on Qualifications and 
Competitive Selection Processes)

Recruitment and Selection
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Competitive Selection Processes

• DO screen individuals in based on their ability to do the work.

• DO NOT screen individuals out in any discriminatory manner.

Examples include:

• Written examinations, job-related exercises, assessment 
centers.

Recruitment and Selection
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ORGANIZATIONAL REPUTATION

How do potential candidates “look into the eyes” of the 
organization?

• Public broadcast of council meetings?

• Social Media presence and the potential for damage to the 
organization’s reputation.

Recruitment and Selection
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SELECTION PROCESS

• Application Form

• Test/Interview

• Background check

• Secondary interview

• Conditional job offer

• Medical Exam/Drug Test

Recruitment and Selection
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REQUIRE AN APPLICATION
• A résumé should only be considered as a 

supplement to the job application.

• Résumés do not include salary history or reasons 
for leaving past employers, for example.

• “I certify that the information provided in this 
application is true and accurate…”

• Should be part of the permanent record.

Recruitment and Selection

10

BAN THE BOX
Have you ever been convicted of a felony?

• Yes 

• No

If a “yes” answer results in automatic disqualification from 
employment consideration, you may need to be prepared 
to defend a claim with the EEOC.

Recruitment and Selection
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REFERENCE CHECKS

• When seeking a reference from another public 
employer, remember the Georgia Open 
Records Act.

• When providing a reference on a former 
employee, obtain a copy of their signed release, 
then provide honest and accurate information 
about the individual.

Recruitment and Selection
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Wages and  Benefits

Fair Labor Standards Act

The FLSA requires all public employers to:
• Pay employees for all hours worked at a rate at least equal 

to the Federal Minimum Wage of $7.25 per hour;
• Pay at least one and one-half times the employees’ regular 

rate of pay for all hours worked over 40 hours in a given 
workweek;

• Comply with youth employment standards; and
• Comply with appropriate recordkeeping requirements

Wages and Benefits
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Non-Exempt vs. Exempt

• The definition of a non-exempt employee is an employee 
who does not meet any one of the Fair Labor Standards 
Act’s exemption tests and is paid on an hourly basis 
and covered by wage and hour laws regarding minimum 
wage, overtime pay, and hours worked.

• The definition of an exempt employee is one who does 
not receive overtime pay.

• One exemption test is the salary basis test.

Wages and Benefits
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Compensation Adjustments

• Pay Plan Adjustment
• Movement of the salary range, based on wage 

market comparison, and corresponding adjustment 
of incumbents’ pay to reflect the adjustment of the 
range

• Cost-of-Living Adjustment
• Movement of the incumbents’ pay within the existing 

range, based on the cost-of-living, without a 
corresponding adjustment to the range.

Wages and Benefits
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Compensation Adjustments cont’d

• Performance-based salary increases
• Based on the employee’s contribution to the 

organization, not market conditions.

• A form of reward and recognition.

• Be cautious about calling an increase “performance-
based” when it really isn’t.  When your high-caliber 
employee gets the same increase as the problem 
employee, what might you expect the impact to be?

Wages and Benefits

17

Benefits

• Health Insurance

• Dental, Vision, Life, Disability (STD & LTD)

• Pension Plans

• Deferred Compensation and Personal Savings 
Plans

• Paid Leaves and Holidays

• Employee Assistance Plan

• Educational Assistance Plan

Wages and Benefits
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Legally Required Benefits

• Social Security (FICA)

• Medicare (FICA-Med)

• Workers’ Compensation

• Health Insurance

• Unemployment Insurance

• Family and Medical Leave

Wages and Benefits
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Retirement Plans

• Pension Plans
• Defined Benefit Plan (DB)
• Defined Contribution Plan (DC)
• Hybrid Plans

Wages and Benefits
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Retirement Plans cont’d

Defined Benefit Plans
• Defined (guaranteed) benefit based on a formula, including years of 

service, earnings, and the benefit factor.

• For example:
• Years X 2% X Highest Salary
• 30 X 2% X $60,000 = $36,000

• May require an employee contribution.

• Typically requires a vesting schedule.

• Often include COLAs, retiree medical insurance.

Wages and Benefits
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Retirement Plans cont’d

Defined Contribution Plans
• Does not promise a specific amount at retirement age. Comprised 

of employer and/or employee contributions to an investment 
account.

• Typically have a matching contribution schedule.  For example, 
base ER contribution of 5% + 1:1 matching up to 5%.

Wages and Benefits
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Retirement Plans cont’d

Hybrid Plans
• DB and DC combined.

• Smaller benefit factor in the Defined Benefit formula
• 1% rather than 2%

• Defined contribution portion, perhaps at lower rate of 
participation by the employer.

• Shared risk.

Wages and Benefits
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Performance Management and 
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Performance Management is an on-going 
conversation between employees and their 
supervisors that benefit everyone.  

Performance management drives consistency and 
openness across the organization in how we define 
and evaluate work.  It allows employees to enrich 
their knowledge in their current jobs and gain skills 
for future positions.

Performance management helps employees 
succeed, which helps supervisors succeed.

Performance Management and 
Appraisal Systems
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Performance Planning is the first step in the 
Performance Management Process. It is a dialogue 
between a supervisor and an employee to:

• outline the major tasks assigned to the position;

• establish and agree upon performance goals and expectations;

• clarify what the employee will be evaluated on; and

• set the stage for ongoing feedback and coaching throughout the 
year.

Performance Management and 
Appraisal Systems
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Performance Goals

• Related to Current Job

• Related to Career Development

• Should be “SMART”:
•Specific
•Measurable
•Attainable
•Relevant
•Timely

Performance Management and 
Appraisal Systems
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REVIEW/CHECK-IN

Performance Review or Coaching is an ongoing process
of communication between the supervisor and the 
employee focused on improving current performance and 
building capabilities for the future. 

It involves informal conversation or notes, as well as more 
formal coaching meetings and written documentation.

Performance Management and 
Appraisal Systems
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Employee Discipline and Discharge

DISCLAIMER

All policy manuals should include a disclaimer indicating:

“The manual provides guidance only and does not 
constitute a contract or promise of continued employment. 
It is not intended to modify the nature of the at-will 
employment relationship and any policy can be modified by 
the employer at any time and at their sole discretion.”

Employee Discipline and Discharge
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PROGRESSIVE DISCIPLINE

• To provide for the orderly processing of 
disciplinary matters. 

• Based on best business practices and/or the 
organization’s desire to be an employer of 
choice.  Serves the purpose of procedural due 
process, where warranted, but does not modify 
the at-will status of the employment 
relationship.

Employee Discipline and Discharge

31

PROGRESSIVE DISCIPLINE

The purpose of the disciplinary process is to correct 
unacceptable behavior, and:

• Provide an opportunity for improvement

• Communicate fair warning

• Establish documentation

• Establish proof that internal policies have been followed

• Provide grounds for legal defense, should the need arise.

Employee Discipline and Discharge
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PROGRESSIVE DISCIPLINE

Key Elements

• Consistency (over time, and among individuals at the 
same time)

• No favoritism

• Coordination throughout the organization

• Explanation of non-discriminatory reasons for exceptions 
and differences

• Publication of the disciplinary policies and any changes

Employee Discipline and Discharge
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PROGRESSIVE DISCIPLINE STEPS

• Oral coaching and reminders

• Written reminders of expectations and objectives

• Reprimand

• Adverse actions (suspension, demotion, disciplinary 
salary reduction within the salary range)

• Dismissal

Employee Discipline and Discharge
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DUE PROCESS FOR ADVERSE ACTION

• Notice of intent to suspend/demote/dismiss

• Employee’s opportunity to be heard

• Any additional investigation

• Notice of final decision

Employee Discipline and Discharge
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THE TERMINATION MEETING

• Delicate Situation – Involve HR or City Attorney

• Tell the Truth regarding the reasons for termination

• Be respectful and allow the employee to leave with 
dignity.  Few things contribute more to an external 
complaint/lawsuit than making someone feel 
disrespected.

Employee Discipline and Discharge
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The Legal Environment of Human 
Resource Management

LEGAL OBJECTIVES

• A baseline level of knowledge that is required to perform 
their duties as supervisors in a manner that is 
consistent with legal and regulatory standards.

• Not to develop seasoned labor lawyers.

• To develop supervisors focused upon prevention and 
compliance.

The Legal Environment of 
Human Resource Management
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LEGAL FRAMEWORK
Legislative Branch

• Laws Enacted by Congress

Executive Branch
• Supporting Administrative Rules and Regulations Developed by 

Responsible Administrative Agencies (EEOC, USDOL, etc.)

Judicial Branch
• Public Policy Shaped by the Courts

The Legal Environment of 
Human Resource Management
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CIVIL RIGHTS ACT OF 1964

Title VII of the Civil Rights Act of 1964 makes it:

“an unlawful employment practice for an employer…to 
discriminate against any individual with respect to their 
compensation, terms, conditions, or privileges of 
employment because of such individual’s race, color, 
religion, sex, or national origin.” 

The Legal Environment of 
Human Resource Management
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Title VII of the Civil Rights Act of 1964 :

It is illegal to discriminate in any aspect of employment, including the 
following:

• Hiring and Firing;

• Compensation, Assignment and Classification of Employees;

• Transfers, Promotions, Layoffs and Recalls;

• Vacancy Announcements, Recruiting, and Employment Testing;

• Retirement Plans, Disability Leave, Fringe Benefits (ADA and ADEA); 
and

• Any Other Term or Condition of Employment.

The Legal Environment of 
Human Resource Management
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SEXUAL HARASSMENT:

A hostile work environment may exist where an employee 
is subjected to unwelcome sexual advances, requests for 
sexual favors, or other verbal or physical conduct of a 
sexual nature, and this conduct unreasonably interferes 
with the employee’s ability to do their work, or where this 
conduct creates an intimidating, hostile, or offensive work 
environment.

The Legal Environment of 
Human Resource Management
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A hostile work environment IS NOT:

• A boss who is a jerk
• Coworkers who are jerks
• Boss having a “favorite”
• Being asked to do something you don’t want to do
• Not liking your boss or coworkers

The Legal Environment of 
Human Resource Management
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AGE DISCRIMINATION in EMPLOYMENT ACT (ADEA)

• Promotes the employment of older workers on the basis of individual merit, 
rather than age;

• Prohibits arbitrary employment discrimination on the basis of age;

• Adds “Age” to the list of protected classes identified in Title VII; and

• Protects applicants and employees over the age of 40.

The Legal Environment of 
Human Resource Management

44

AMERICANS WITH DISABILITIES ACT (ADA)

• Prohibits discrimination against qualified individuals with disabilities in job 
application activities, hiring, firing, advancement, compensation, training 
opportunities, and any other term, condition, or privileges of employment.

• Adds “disability” to the list of protected classes identified in Title VII.

The Legal Environment of 
Human Resource Management
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ADA REQUIREMENTS

An employer is required to make a reasonable 
accommodation to the known disability of an otherwise 
qualified applicant or employee…

…unless doing so would create an undue hardship on the 
employer.

The Legal Environment of 
Human Resource Management
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PREGNANCY DISCRIMINATION ACT

• Discrimination on the basis of pregnancy, childbirth or 
related medical conditions constitutes unlawful sex 
discrimination under Title VII.

• Women affected by pregnancy or related conditions 
must be treated in the same manner as other applicants 
or employees with similar abilities or limitations.

The Legal Environment of 
Human Resource Management
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FAMILY MEDICAL LEAVE ACT
FMLA entitles eligible employees to take up to 12 weeks of unpaid, 
job-protected leave in a 12-month period for specified family and 
medical reasons:

• Birth of a child;

• Placement of an adopted child or for foster care;

• To care for a spouse, child, or parent with a serious health 
condition;

• For the employee’s own serious health condition.

The Legal Environment of 
Human Resource Management

48



1/20/2023

17

FAMILY MEDICAL LEAVE ACT

Eligible Employees:
• Work for a covered employer;

• Must have been employed for at least 12 months;

• Must have worked at least 1,250 hours in the 12 
months preceding requested leave;

• Work in a location where at least 50 employees work 
within 75 miles.

The Legal Environment of 
Human Resource Management
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Your role as a city or county clerk sometimes includes 
Human Resources responsibilities.

Final Thought

50

Questions & 
Answers
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Thank You!

Teaa Allston-Bing, MBA, ACHRM, PHR, 
SHRM-CP

Public Service Training Instructor
Carl Vinson Institute of Government

teaa.allstonbing@uga.edu
678-548-5138

Since 1927, the Carl Vinson Institute of Government has been 
an integral part of the University of Georgia. A public service 

and outreach unit of the university, the Institute of 
Government is the largest and most comprehensive university 
based organization serving governments in the United States 
through research services, customized assistance, training 

and development, and the application of technology.

www.cviog.uga.edu

Connect With Us!


