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Candidate Selection Process 

Maintenance Worker – Wastewater Treatment Plant 

 

The Township of Spring is fully committed to non-discrimination in hiring and in following all Federal, 

State and local employment laws in the hiring and selection process including, but not limited to, the PA 

statute related to Veteran’s Preference in municipal employment.   

 

To insure compliance with all rules and regulations governing hiring and selection, to avoid any real or 

perceived bias and to ensure the most qualified candidate is selected, the Township follows a formal 

candidate review and selection process.  

 

The following is a summary of the applicant review and selection process: 

 

1) ALL candidates MUST meet the minimum stated requirements as outlined in the job description 

and in the job announcement.  Those who do not meet those minimum requirements will not be 

considered as part of the candidate pool and will be immediately disqualified from consideration.  

2) ALL candidates MUST submit any required documentation/application, filled out completely 

with all requested information, in the manner and by the deadline indicated. Application materials 

that are incomplete, illegible, or unclear may be disqualified from further consideration.  

3) Candidates who meet the minimum qualifications of the position upon first review (including 

demonstrating a stable work history and no history of involuntary termination for performance or 

cause), will be moved on for further review/consideration.  If there is a large number of 

candidates who meet the minimum qualifications, resumes/applications will be reviewed again to 

determine which candidates also meet the preferred/strongly preferred requirements. Depending 

on the number of applicants, those meeting only the minimum (but not meeting the 

preferred/strongly preferred) requirements may be removed from further consideration at this 

time.  NOTE: The only exception to this is for applicants who have requested, and provided the 
necessary documentation to qualify, for Veteran’s Preference. Those candidates will remain in 
the applicant pool at this stage if they meet the minimum stated qualifications. However, from this 
point of the process forward, Veteran’s Preference points will only be applied to eligible 
candidates who successfully make it to the final selection group of their own merits by 
successfully completing all the steps outlined below.  

4) The Township reserves the right to conduct an initial phone screening interview for the purpose 

of narrowing the selection pool and/or clarifying the background and experience of candidates.  

In the case of phone screening interviews, all candidates will be asked the same set of questions 

(except some candidates may be asked additional specific questions where it is necessary to 

clarify whether their experience, etc. meets requirements) and the interview will be ranked as a 

“pass/fail” based on factors including, but not limited to: unacceptable answer(s) to the questions, 

lack of enthusiasm for the position, answer reveals applicant does not meet the minimum 

qualifications (i.e. was involuntarily terminated from a prior position for performance or cause). 

Only candidates who successfully “pass” any phone interview will remain under consideration.  If 

a phone interview is conducted, successful completion of that phone interview is a minimum 

requirement for remaining in the applicant pool.  

5) The next step of the process will be a 1
st
 Step Panel Interview which is formally scored and 

ranked. All candidates are asked the same questions. Candidates are required to pass the interview 

by obtaining a score of at least 75%.  Those who do not meet this minimum score will be 
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eliminated from the process at this point. For those who successfully pass this interview, their 

score will be weighted at 60% of the final score that will determine who is ultimately selected for 

a conditional offer of employment.  

6) Any candidate who receives a unanimous rating of “unacceptable” from all members of the 

interview panel on any one or more interview questions will be deemed to have failed the 

interview, will not receive an interview score and will not proceed in the selection process.  

7) Candidates who are successful in passing the 1
st
 Step Panel interview will proceed to a formal 

scored Final Interview conducted and scored by the Township Manager or his designee. Once 

again, a minimum score of 75% of total points available is required to pass the interview. 

Candidates who do not score 75% on the Final Interview will be eliminated from the ranking. 

Passing Final Interview scores are weighted at 40% of the total ranking points.  

8) Candidates who successfully score at least 75% of the total points available on the Final 

Interview, will proceed in being ranked.  This ranking will be determined by adding the weighted 

scores from both interviews.  Veteran’s Preference candidates who have made it to this stage of 

the process on their own merits will then receive preference by having 5 additional points added 

to their final weighted average score (this represents 10% of the total points available for 

ranking).   

9) NOTE: The Township reserves the right to remove candidates at any point in the process for 
reasons including, but not limited to the following:  it is revealed/determined that the candidate 
has been dishonest about any information provided, it is later determined that the candidate does 
not meet the minimum requirements of the position, the candidate conducts himself/herself in a 
manner deemed to be disrespectful or unprofessional, the candidate fails to show sufficient 
interest or enthusiasm for the position, the candidate fails to provide any/all requested 
information in a timely manner, the candidate fails to report or is late for any scheduled 
interviews, the candidate fails to meet any other requirements as outlined in the selection process, 
minimum requirements for hire, and/or job description.   

10) The candidate who ranks 1
st
 on the list after final scores are calculated (after the addition of any 

Veteran’s Preference points) will proceed to full background check.   
11) Upon successful completion of background check, a conditional offer of employment, contingent 

upon completion of remainder of background check and post-offer physical examination and 

drug/alcohol testing will occur.   
12) In the event the successful candidate has his/her offer rescinded due to issues arising in the 

background/physical examination phase, the Township will generally move to the next candidate 

on the ranked list.  However, the Township reserves the right to begin the process over again if it 

is determined that the next ranked candidates on the list are not suitable for the position.  
13) As a Township of the 2

nd
 Class, we are not subject to Civil Service hiring regulations. Therefore, 

once the position is filled, the candidate list may or may not be used as a starting point for a 

future vacancy in the same position. The Township always reserves the right to re-advertise for a 

future vacancy regardless of timeframe since list was created and makes no assertion that the list 

will be used for any future hiring.  
 


