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	Screening Criteria Worksheet





This worksheet is used to document the criteria used to select applicants for consideration. Use the minimum requirements listed on the job advertisement and position description for the vacant position to identify the knowledge, skills, and abilities the successful applicant should bring to the position. Read the minimum requirements on the job advertisement before considering an applicant for an interview. Complete the applicant section for those who possess the knowledge, skills, and abilities outlined below. This worksheet does not take the place of the minimum qualifications process conducted by the Personnel Cabinet. It is merely a tool to assist you when considering applicants for a potential interview.
	Job Classification:
	     
	Position Number:
	     

	Minimum Requirements (per job classification specification):

	Education:
	     

	Experience, Training, and Skills:
	     

	Substitution (if applicable):
	     


	ADDITIONAL SCREENING CRITERIA
	APPLICANTS

(Use Additional Worksheets as Necessary)

	Job Task
	Knowledge, Skills, and Abilities
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	Form Prepared By:
	     
	
	Date:
	     


PC/DHRA

March 2020
PC/DHRA

February 2019
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