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Equal Education and Employment Opportunities M/F/D
Full-time and Part-time 151B and 18A - Include:

Regular

Emergency/Temporary

Interim

Part-time (Hourly) Positions - Include

Continuing Education Instructors

Dual Employment Positions

Non P-1

Positions cannot be posted until all necessary signatures are acquired.

Posting of Vacant Positions:

· 18A:  Posting of a clerical, secretarial or maintenance support staff position is optional; however, most will be posted by the Personnel Cabinet on their web page for 10 to 20 days. Most positions are filled from the Register unless the applicant is requesting a lateral transfer (with the same grade) or taking a demotion.  
· 151B:  All positions must be posted for ten (10) days.  Advertising is optional (See Recruitment Ads).  Posting notices shall be posted on a public bulletin board at each location.  
REQUEST FOR PERSONNEL ACTION MEMORANDUM

The Request for Personnel Action Memorandum is available through this link.
Posting and Recruitment Ads

18A:  The Personnel Cabinet currently posts most 18A positions on the Internet for 10 to 20 days.  If this process is followed without finding qualified applicants, vacancies can be advertised by going through the following process:

· The request for recruitment advertisement form shall be submitted by the school principal to the ABO to be forwarded to the Office of Personnel Services, Education and Workforce Development Cabinet.

· All ads for support personnel under KRS 18A must be approved by the Personnel Cabinet before being placed and should be submitted to the Personnel/Payroll Officer to be forwarded to the Office of Human Resources, Education and Workforce Development Cabinet, at least ten (10) days prior to the date the ad will be placed in the newspaper.  

· A designated individual and phone number in the appropriate agency may be listed as a contact person on the ad.

· All interested parties must be given or mailed a state employment application to complete.  

(1) Applicants must be informed that the position will be filled through the State Personnel Cabinet register system, and that all applications must be mailed or hand-carried there.  Applications can be e-mailed; however, there frequently is a delay in processing at that level because walk-in applicants are taken first. 

(2) An applicant can be added to the Register system by taking the application to the Personnel Cabinet and by going through the testing process (if necessary.)

(3) Applications that are mailed or forwarded through e-mail to the Personnel Cabinet may take up to two (2) weeks to be entered into the register system.  Most positions require that the applicant test to be placed on the register.  Test dates and sites are on the Internet. (http://personnel.ky.gov/ )

(4) It is the responsibility of the applicant to make arrangements for testing.  

· Any 18A applications received in response to an ad should be forwarded to the Personnel Cabinet, as they are received or no later than ten (10) days after the ad closes.   18A Position applicants should be told by principal to forward application to Personnel Cabinet. 

· Content of the advertisement includes job classification title, options, salary, location, minimum requirements and special requirements, contact person and equal opportunity statement.  All requests for recruitment ads must be on the appropriate form as provided by the Office of Personnel Services.  

· A copy of all ads must be sent to the ABO Personnel Administrator.

· Billings for ads are the responsibility of the school.  

151B:  The Education and Workforce Development Cabinet currently maintains an employment list for all 151B positions.  Applications will remain on the list for a period of one (1) year.  (See Separation this section)  Information required for placing a recruitment ad for 151B is as follows:

(1) Job Classification and Title, Minimum Salary, Location, Minimum Requirements, Special Requirements, Contact Person, Closing Date and the appropriate equal opportunity statement.

(2) Example:

(Title on Posting) Instructor

(Name on posting) County Area Technology Center, in (city), is seeking to fill the full-time, 10½ month position of Health Services Instructor.   

Minimum Salary

$(list what is in posting)

Minimum Requirements: Four years of experience, two of which must be in the last five years.

Special Requirements:  RN and one of the four years must be in a long-term care facility.  

Contact (list what is on posting-including name and phone #) for an application. 

Applications accepted through (closing date on posting)
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