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Hiring / Selection Process for Code Enforcement Officer 
 

The Township of Spring is committed to following all hiring and employment regulations, 

including those pertaining to Federal and State anti-discrimination laws and the Pennsylvania 

requirements related to Veteran’s Preference in municipal hiring.   Per the requirements of state 

statute, Veteran’s Preference points are awarded to those candidates who make it to the Final 

Selection Pool on their own merits and having met all minimum requirements to proceed to the 

Final Selection Pool as outlined below. As a second class Township, we are not subject to Civil 

Service hiring procedures and we do not use a Civil Service Process for selection or hiring. Our 

process is designed to insure the selection process conforms to all statutory requirements and to 

enable the Township to hire the best individual for the position. 

 
Note: The Township reserves the right to extend the stated deadline, with or without further 

advertisement, to insure an adequate pool of qualified candidates. In general, where there are 

fewer than 5-7 (or more depending on level of position) fully qualified candidates, the 

Township will extend the search/re-advertise. 

 
In addition to the selection steps as outlined below, the Township reserves the right to 

decline to consider any applicant, and/or to remove at any stage of the application/selection 

process, anyone including those candidates requesting Veterans preference who: 
 Was involuntarily terminated or resigned in lieu of termination from any prior position or a less 

than honorable discharge from the Armed Forces. 

 Received disciplinary action for poor work performance, failure to follow procedures, SOPs, 

or misconduct at any prior position. 

 Does not demonstrate a stable work history (i.e. work history that shows multiple employers for 

only brief periods of time or unexplained gaps in work history). 

 Provides inaccurate, false, incomplete or misleading information at any point in 

the application/selection process. 

 Fails to provide any/all requested information at any stage of the application/selection process in 

the manner requested and by the deadline(s) given. 

 Fails to demonstrate the expected level of professionalism in written communication 

and interpersonal interactions during any part of the application/selection process. 

 Inability or unwillingness to attend or participate in any portion of the steps in the selection 

process.  

 Absence or lateness from any scheduled event or appointment during the remaining steps of the 

selection process.  

 Failure to provide any/all requested documentation and/or certifications by deadlines specified. 

 Failure to bring all completed paperwork by/on the deadline(s) indicated. 

 Any disrespectful or unprofessional behavior/conduct (as determined by the Commissioner and/or 

Director of Codes) towards any staff, fellow applicants, or Township of Spring employees at any 

time during the selection process. 

 Unsuccessful interview or second interview.  

 Inability to pass the required Township Physical and Drug Test(after conditional offer of 

employment) 
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 Failure to successfully pass comprehensive background check including but not limited to criminal 

history, employment references, children’s services, satisfactory driving record, etc.  

 Contacting or attempting to contact (via phone, email, text, mail, in-person, or any other means) 

current Township of Spring  personnel for the purposes of discussing or attempting to obtain 

information about your status, the status of other applicants, or questions/concerns about the 

selection process.  All inquiries concerning your status or the selection process should be directed 

exclusively to the Commissioner of Public safety.  If it is determined that you have contacted, via 

any means, a current Township of Spring employee in this regard, you will be disqualified.  

 Failure to follow any/all additional instructions as may be given and/or failure to timely respond to 

requests for required information at any point of the selection process.  
 

I. Determination of Initial Candidate Selection Pool 

 (Applicants Deemed to Meet Minimum Qualifications for Further Consideration) 
 

The following will result in an applicant being deemed NOT to have met the minimum 

requirements/qualifications for inclusion in the initial candidate selection pool: 

 
 Initial expressions of interest are reviewed to see if the candidate properly submitted all 

requested information in the format and manner specified. Candidates who fail to provide 

any/all requested information in the manner specified, and by the stated deadline will be deemed 

to have not met the minimum requirements/qualifications for consideration. 

 Resumes/cover letters/applications which contain errors, misspellings, are difficult to 

read/interpret, do not conform to commonly accepted professional standards or which do not 

provide required information/detail necessary to determine whether minimum 

education/experience/certification criteria are met will be disqualified from initial applicant 

pool. 

 Applicants who do not meet all the minimum requirements for the position as detailed in the job 

description.  

II. Further Review of Initial Candidate Selection Pool 

 If there are a large number of applicants (generally defined as more than 15-20) who meet the 

criteria for inclusion in the initial candidate selection pool, the resumes/cover letters will be 

further reviewed to determine which candidates exceed the minimum requirements of the 

position with regards to  experience, education, etc. 

 Candidates who exceed minimum requirements and/or meet some/all of the preferred 

requirements as listed in the job description will continue in the process. 

 The preference factor that will typically be given the most weight is significant past 

experience in a Code Enforcement Position. 

 Those candidates in the initial candidate selection pool who do not exceed requirements 

and/or do not meet some/all of the “preferences” stated in the job description may be 

eliminated at this step. 

 The only exception to potential elimination at this step is for candidates who have 

requested and are eligible for Veteran’s Preference. Those candidates, if they have met 

all requirements of the initial screening process, will continue as part of the initial 

applicant pool as long as they meet the minimum requirements specified in the job 

description. 
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NOTE: Candidates who are requesting Veteran’s Preference must state that in the cover letter 

and must enclose proper documentation (generally the DD214 form). Candidates requesting 

Veteran’s Preference who fail to meet any criteria required of all applicants as detailed in this 

document, including meeting the requirements of Section I above and obtaining a passing 

score in the Panel Interview phase, and/or who are found to have a disqualifier as per the 

Applicant Disqualifier SOP, will be eliminated from further consideration for having not met 

the minimum requirements to move to the Final Selection Pool. 
 

 
 

 Depending upon the number of candidates remaining in the initial candidate selection pool, 

and/or whether there are questions about candidate(s) resume/experience and/or salary 

expectations, the Township reserves the right to do a screening interview by phone, of some or all 

of the candidates, in order to determine whether someone will remain in the initial applicant pool 

and/or to decrease the number of applicants who will proceed to the next step in the selection 

process. In cases where phone screening is conducted, the same interview questions will be used 

for all candidates who are phone screened but individual candidates may be asked additional 

questions specific to their resume/background where further information/clarification is necessary. 

Although the phone screening interview will not be formally scored, the phone screening 

interview can be used to remove an applicant from further consideration for reasons including, 

but not limited to: it is determined that minimum qualifications are not met, applicant disqualifier is 

revealed (ex: termination from last position), salary expectations are not a match, candidate is 

unprofessional and/or rude, candidate does not show interest/enthusiasm for position or unacceptable 

response to one or more questions on the phone screening interview. 

 
III. Panel Interview 

 

 Candidates who have successfully completed all prior steps and to this point meet the requirements 

of the Applicant Disqualifier SOP will proceed to a formal scored and weighted panel interview. 

 There are typically, though not always, four (4) interviewers on the panel but there will always be 

a minimum of three (3) interviewers on the panel. 

 All candidates are asked the same questions and the panel interview is formally scored. 

 Candidates must receive a minimum score of 75% to proceed to the Final Selection Pool. 

 The Panel Interview is weighted at 60% of the candidate’s final score. 

 

 

FINAL SELECTION POOL 

IV. Commissioner’s Interview 
 

 Candidates who successfully complete the Panel Interview will be deemed to have met the 

minimum requirements for inclusion in the Final Selection Pool and will receive a 

Commissioner’s Interview. This interview will be conducted by the Commissioner of Public 

Safety and observed, but not scored, by the Director of Codes. The Director may ask follow-up 

questions for answers requiring clarification during the interview. 

 All candidates in the Final Selection Pool are asked the same questions and the interview is 

formally scored by the Commissioner. 
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 The Commissioner’s Interview score will be weighted at 40% and the weighted score from this 

interview will be added to the weighted score from the Panel Interview to determine the 

candidate’s final score and rank. 

 At this time, any candidates in the Final Selection Pool who are eligible for Veteran’s Preference 

will have 5 points (which equates to 10% of the total combined interview points available) added 

to his/her score. 

 After points are awarded for Veteran’s Preference (if applicable), the candidate ranking the 

highest in total points will be selected to proceed to the formal background check phase. At this 

point in the process, the background check will typically consist of certification/licensure 

verification, DMV records check, and obtaining of at least two (2) positive professional 

references. 

 If any issues arise during the selected candidate’s background check, the Township will 

generally proceed to the next highest ranked candidate; however, the Township reserves the right 

to re-advertise/re-recruit if it is determined that the next candidate(s) on the list are not a good 

match for the position. 

 Once the initial background check is satisfactorily completed, the candidate may be asked to 

participate in an informal meeting with the Board of Supervisors which will not be scored.  If a 

significant concern arises during the meeting with the Board of Supervisors, the Township 

reserves the right to remove the candidate from further consideration. 

 Upon successful completion of the informal interview with the Board of Supervisors, the 

candidate will receive a conditional offer of employment which will be contingent upon: 

satisfactory criminal history and child abuse clearances, re-review of DMV records check for full 

driver history and successful completion of the Township Physical and drug test. 

 If the candidate is not successful in meeting the requirements of the conditional offer, the 

Township will generally proceed to the next highest ranked candidate on the list but reserves the 

right to re-advertise/re-recruit if it is determined that the next highest ranked candidate(s) are not 

a good match for the position. 
 

Your signature on the Document Review and acknowledgement of Understanding Form indicates 

you have received and understand the above information. 

 


