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Recruitment Services
Request Form

Overview 
When exams/positions have been challenging to fill with the traditional civil service process, utilizing alternative 
strategic recruitment avenues is an option for Programs. The Recruitment Unit can assist you with attracting 
qualified candidates by creating a targeted recruitment plan.  

Please complete this form and indicate which services you would like the Recruitment Unit to provide. Once 
complete, please submit the form to RecruitmentDesk@dgs.ca.gov. 

Requestor’s Contact Information
Name

Work Phone Number

Work Email Address

Program/Region

Employee Resource Liaison Classification & Pay Analyst

Exams/Position Information 
Classification and Code RPA Number

Location Job Control Number

Initial Recruitment Efforts - Please list what methods you have utilized in the past to fill this vacancy: 

Services Offered (Please see the reverse side of this form for tier details)

Please mark which tier your program is interested in and specify any additional services, if necessary. 

Tier 1

Tier 2

Tier 3

Tier 4

Additional services: 

mailto:RecruitmentDesk@dgs.ca.gov


Services Offered 
 
TIER 1 

• Develop and post graphic on LinkedIn and social media to market position 

TIER 2 
• All of Tier 1 & 
• Develop and post advertisement on Indeed 
• Limited candidate engagement 

TIER 3 
• All of Tier 1, 2 & 
• Facilitate strategy meeting with Program to obtain critical information about the job, program, and 

finalize recruitment services to fulfil plan 
• Candidate Screening 
• Candidate Engagement 

o Follow up with candidates who meet hiring requirements with a personal email/phone call to 
explain the position and encourage them to take the exam and apply 

o Provide guidance with civil service application and exam processes 
o Refer to other positions if appropriate 
o Place in pipeline for future positions 
o Follow up with candidates throughout process to ensure they took the exam and applied 
o Keep warm 
o Career counseling 

• Headhunting 
• Facilitate a debrief meeting with Program to understand successes and lessons learned 

TIER 4 
• All of Tier 1, 2, 3 & 
• Recruitment Planning 
• Research sourcing avenues 

o Global employment websites 
o Industry specific job boards 
o College campuses 
o Community outreach 
o Professional associations 

• Post on appropriate sourcing avenues based on position 
o LinkedIn (Graphic and advertisement) 
o Indeed (Advertisement) 
o Others (Graphic and advertisement as appropriate) 

• Direct sourcing avenues 
o Attend targeted recruitment events (information sessions, career fairs, etc.) 
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