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Q: What criteria does the City use in its recruitment and hiring process?

A: The Human Resources Department assess, reviews and grades all positions in the City — this
is the Job Assessment Questionnaire (JAQ) process. This process identifies the qualifications,
pay range and job duties.

The job descriptions are created from the JAQ document. The job description goes through a
review and approval process and then gets posted. All certified applicants are routed to the
hiring manager for selection to interview. The selected applicant will submit to a criminal
background check, pre-employment drug test and physical, and a motor vehicle report if the
position requires a driver license. When all pre-employment testing results are received, the
applicant is scheduled for new hire orientation.



