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Ready, Set, Hire

Date: April 14, 2018

Time: 8:30 to 5

Location: Jackson Recreation Center - 4910 Park Height Ave, Baltimore MD 21215
In partnership with Rec’s and Parks
Additional Participating Agencies: DHR and MOED 
Prep

DGS TEAM 

· Tereina Galloway:  Logistics and Community Liaison, worked closely with Allie on the communication piece and with Rec and Parks on necessary logistical operations. She communicated with council and community leaders about the event.  
· Catherine Burns H.R. process: Worked with team to create packets, craft notification that was sent out with NEOgov when applicant was approved, next step letter, set-up Mercy Appointments prior to the event, worked with Leadership to determine positions that would be posted and advertised for. Under Catherine’s guidance H.R. team contacted each candidate to remind them of event. Contacted Trade Schools to promote the event. 
· Allie Lynch:  Communication (crafted all marketing material and posted about event) 

DHR – conducted meetings between agencies and set deadlines on all necessary information.

· Volunteered Recruitment specialist to prescreen applicants.  

· Provided volunteers as greeters for the day of event.  
MOED – Assisted candidates in preparing for event when they requested and was at event in computer lab assisting candidates with creating and applying to jobs 

DGS - Day of event 

Interviews will be conducted 30 minutes apart. We are not prescreening past minimum qualifications. We understand some candidates may take 10 / 15 minutes and others may take  30 minutes depending on knowledge and how in depth candidate answers questions. Last interviews are conducted at 4 p.m. 
H.R. team sitting with panels

· Erica Gee – Facilities 
· Tiffany Williams – Fleet 
· Nick Fontanez - Fleet
· Anna Hough – Facilities 
Panel members for Fleet 

· Robert Schley

· Tom Locklear

· Kurt Brown

· Antwan Wilson

· Joe Hicks

· Aaron Lee 

Panel members for Facilities 

	Morning Team 8:30-1:00

B.R./PBMC

Anthony Patterson

Michael Jones

Carole Young

HVAC/Electrical 

Terry Howell 

Reginald Frederick

Karl Rusk

John Habicht


	Afternoon Team  12:30-5

B.R./PBMC

Jason Ludd

Charles Claridy

Terrel Chesson

HAVC/Electrical

Terry Howell

Wycliffe Eccles 

John Habicht

Reginald Frederick




Erick Smith and Samara Singletary: greeting, hand out packets to be completed, make copy of driver’s license, collect 3 copies of resume. Driver’s licenses and resumes will be handed to H.R. team members before they go into interview room with candidate. Once packet is returned applicant receives a letter thanking them for attending and that we will contact them in two weeks with results. 
Catherine: Floater for the H.R team. 
All DGS Team members either helped with setting up or tearing down DGS staging and interview rooms. 

Day of interview. 

· Candidate is greeted by DHR

· DHR sends those meeting mini-qualifications straight upstairs or direct applicants to apply. Once candidate applies and are prescreened they are sent upstairs or thanked for attending but notified that they don’t met min qual’s. 
· Applicant is greeted by DGS staff and asked to complete packet. 

· Tables are setup around the room depending on the position they applied for.

· Candidates are called on a first come first serve. 

· Receive letter after interview thanking them for their attendance. 

After Interview

· H.R. team completes the Talley forms

· Notifies Division Chiefs who determine top candidates

· Contact top candidates within a week about next steps starting with background checks and Physicals. 

Outcome of event.
· Day of event reduced hiring process by one month. 

· Was able to hire for several positions that were difficult to fill. 

