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PURPOSE

A continuous posting is a job announcement without a closing date. This approach allows
agencies to maintain an ongoing applicant pool rather than reposting a position each time a
vacancy occurs.

Applications may be accepted at any time while the posting is active. Applicants may be
processed to the Eligible List as applications are received or in batches when a vacancy occurs.

Continuous postings are intended for job titles that experience ongoing vacancies or significant
recruitment challenges.

ELIGIBILITY FOR CONTINUOUS POSTINGS
Agencies requesting approval for a continuous posting must submit justification demonstrating
the ongoing need for continuous recruitment.

The following information must be provided:

e Turnover rate for the job title during the previous 12 months
e Current number of vacancies
e Vacancy rate (total vacancies divided by total authorized positions)
e Recruitment data from the previous 12 months, including:
o Number of qualified applicants processed by State Civil Service (SCS)
o Number of applicants hired
e Specific recruitment or retention challenges that impact applicant pool size (e.g.,
geographic location, difficult work environment, specific client population)

The Continuous Posting Questionnaire must be attached to the draft exam plan in Louisiana
Jobs prior to submission of the Job Posting Request (JPR).

SCS will review the information to determine eligibility.

JOB TITLES ELIGIBLE FOR CONTINUOUS RECRUITMENT

Based on turnover data reported in the State Civil Service Annual Turnover Report and other
factors as determined by SCS, the following job titles are automatically eligible for continuous
recruitment and are exempt from the justification requirements above:

EXEMPT JOB TITLES

Accountant1-3
Accounting Specialist 1 —2



https://www.civilservice.louisiana.gov/files/forms/22-Continuous%20Posting%20Questionnaire.pdf
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Administrative Assistant 1 — 4
Administrative Coordinator 1 -4
Carpenter/Carpenter Master
Child Welfare Specialist Trainee, 1 — 3
Corrections Cadet — Corrections Sergeant Master
Corrections Guard--Therapeutic
Corrections Juvenile Food Prod Worker
Custodian1-3
Engineer Intern Applicant — Engineer 5
Engineering Technician 1 -4
Food Service Specialist 1 — 3
Guard
Horticultural Attendant
Juvenile Justice Specialist 1 — 3
IT Statewide Systems Tech 1 — 3
Laboratory Technical Assistant 1 — 3
Laborer
Maintenance Repairer 1 — 2, Master
Medicaid Analyst 1 — 3
Mobile Equipment Operator 1 —2
Motor Vehicle Comp Analyst 1 — 4
Nursing Assistant 1 —2
Police Officer 1 -3
Practical Nurse-Licensed 1 -3
Probation & Parole Officer/Juvenile 1 -3
Professional Counselor 1 -4
Psychiatric Aide 1 —3
Registered Nurse 1 -4
Residential Services Spec 1 -4
Social Services Analyst 1 -3
Social Services Counselor 1 —4-A
Social Worker 1 -4

POSTING DURATION AND RENEWAL REQUIREMENTS

Continuous postings may remain open for a maximum of one year.

At the end of the one year:
e The posting will be canceled.
e Agencies may be required to resubmit updated justification to continue using continuous
recruitment for that job title.

If a requisition is not created and an Eligible List is not requested within 90 days of posting
approval, the continuous posting will be inactivated by SCS.

Applicants may reapply to the same continuous posting once every 30 days.



PROCEDURES
Continuous Posting Guidelines
Page 3 of 4

CREATING AN ELIGIBLE LIST
When a vacancy occurs, agencies must follow the process below:

Step 1 — Create a Requisition
A requisition must be created in Louisiana Jobs and linked to the existing exam plan associated
with the continuous posting.

Multiple vacancies may be filled from the same requisition, provided that:
e The job requirements are identical, and
e The positions share the same location, shift, and other applicable conditions.

Step 2 — Submit a Request in the JPR System
Agencies must request applicant processing to the Eligible List through the Job Posting Request
(JPR) system.

Step 3 — Processing to the Eligible List
All applicants who applied online prior to requisition approval will be processed through the
required evaluation steps and placed on the Eligible List if qualified.

Veterans’ Preference points will be applied where applicable after all applicants are processed.

Step 4 — Additional Vacancies
If additional vacancies occur, or if suitable candidates are not identified, agencies may submit a
new request to SCS for additional candidate processing.

Time Limitations
e Agencies have 90 days from the original requisition approval date to make an offer of
employment.
e Candidates remain active on the Eligible List for 90 days.
e |If the 90-day hiring period expires and vacancies remain, a new requisition must be
created and applicants referred accordingly.

REFERRALS FROM AN ELIGIBLE LIST

Once the Eligible List is released, agencies may proceed with referrals to the hiring manager.

Location Specific (City) Postings
If the work location listed on the posting is a specific city:
e All vacancies must be located within the same parish as that city.
e The “certificate” is the Eligible List resulting after candidates have passed all evaluation
steps.

Statewide or Multi-Location Postings
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Pursuant to Civil Service Rule 22.9(a)7, an appointing authority may create a certificate
containing the names of applicants who have indicated they are eligible to work in the parish
where the vacancy occurs.

If the work location is listed as “Statewide” or “Other”:

The Eligible List must be filtered by the parish in which the vacancy is located.

A separate requisition is required for vacancies in different parishes.

The same requisition may be used for multiple vacancies within the same parish.
The “certificate” is the Eligible List after filtering (if applicable).

Each time referrals are made for a different location, the agency must first remove any existing
parish filters from the Eligible List and then apply a new filter for the appropriate location before
making referrals to the hiring manager.

The entire filtered Eligible List must be referred to the hiring manager, as it serves as the
certificate for the vacancy. Partial referrals are not permitted, as the record cannot be recreated
once the list is unfiltered and additional candidates are processed.



