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INTRODUCTION

I am privileged to release the State Civil Service Commission’s (SCSC) Fiscal Year (FY) 2014-15 Annual
Report. This report highlights the Commission’s accomplishments as well as its ongoing efforts to
promote, strengthen and improve the delivery of merit employment services.

The Commission is responsible for administering the Commonwealth’s merit system of employment

by promoting efficient, effective government services, and by recruiting and maintaining a qualified,
professional work force at the state and local governmental levels based solely upon ability and
qualifications to perform the jobs. SCSC is committed to pursuing this mission as fairly and equitably as
possible to all customers -- client agencies, employees, job seekers and all Pennsylvanians.

The merit service was created by legislation enacted in 1939 to provide and advance the principles and
practices of merit selection as a key driver for the recruitment, selection and promotion of job seekers for
public sector merit service employment opportunities. The Civil Service Act of 1941 further codified the
Commission as the administrator of the state’s merit system of employment.

Today, the Commission’s complement is comprised of 108 positions located in three offices — Harrisburg,
Philadelphia and Pittsburgh - serving in a number of bureaus and divisions which carry out a broad range
of responsibilities that maintain and enhance the merit service.

The Commission plays a major role in state government’s overall human resource system. Of the nearly
74,500 state government employees in Pennsylvania, approximately 58,000 throughout 38 different
state agencies are covered by the merit service. Approximately 3,000 employees in more than 200 local
agencies also are covered by the Commission.

As always, I would like to acknowledge the Commission’s staff for their hard work. Their steady
commitment to public service and to exceptional customer service during another challenging fiscal year is
appreciated.

Finally, I would like to acknowledge and thank you - job seekers, employees, client agencies, members
of the Pennsylvania General Assembly, Governor Tom Wolf and general public - for your continued
commitment and support to the principles of a viable merit system of employment for qualified and
dedicated state and local government employees.

Sincerely,

N

Ay

| Jeffrey T. Wallace
\ Executive Director



PENNSYLVANIA'S MERIT SYSTEM: HOW IT WORKS

The State Civil Service Commission administers the merit system in Pennsylvania by:

% RECRUITING

Recruits job seekers for Civil Service examinations through various outreach
programs, job fairs, school and university contacts and other proactive efforts.
Provides information to the public and works with other state and local agencies to
inform potential job seekers of examination openings and employment
opportunities. Also, reviews job seekers’ eligibility for taking examinations and
qualifying for specific types of jobs.

% TESTING

Designs and administers examinations based upon required job-related skills,
knowledge, experience, education and training.

% PROVIDING

Upon request from state, local or other client agencies seeking to fill vacancies,
provides appropriate employment lists (“certifications”) of eligible job seekers
ranked according to their examination results.

% MONITORING
Monitors personnel transactions - such as selections, promotions, demotions,
terminations - to ensure compliance with the provisions of the Civil Service Act.
% INVESTIGATING

Investigates complaints or allegations of potential violations of the provisions of the
Civil Service Act.

% CONDUCTING HEARINGS

Holds hearings, when appropriate, on appeals of disputed human resource actions
or in response to investigations that indicate potential violations of the provisions
of the Civil Service Act.

% RULING

Issues findings, decisions and orders resulting from hearings, investigations or
other activities.
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A job fair attended by the Commission’s Eastern Regional Office (ERO ) --(Left to Right) -- an unidentified volunteer, State Rep.
Dwight Evans, Philadelphia City Council member Marian Tasco, State Sen. Art Haywood, Gov. Tom Wolf,
ERO representative Jeanne Cummings-Flanagan and State Rep. Stephen Kinsey.



Odelfa Preston named Chairman by Gov. Wolf

In July 2015, Pennsylvania Governor Tom Wolf
designated Odelfa Smith Preston to serve as
chairman of the State Civil Service Commission,
replacing the former chairman, Scott A. Rainey, who
continues to serve as Commissioner.

The Pennsylvania Civil Service Act specifies no
more than two seated Commissioners can belong
to the same political party and it also states

that the governor designates which of the three
Commissioners will be chairman.

Commissioner Preston was originally nominated by
then Governor Edward G. Rendell on April 29, 2009
and confirmed by the PA State Senate on July 9,
20009.

On September 10, 2012, then Governor Tom
Corbett announced the reappointment of
Commissioner Preston to a second term. She was
unanimously confirmed by the state Senate on
October 17, 2012.

“Commissioner Preston has earned the admiration
and respect of leaders across the state, thanks

to her diligence and commitment to putting
Pennsylvanians back to work,” Governor Corbett
said at the time.

Formerly, Mrs. Preston served as a project manager
for Bank of New York Mellon in Pittsburgh and in
several project management, management and
technology positions with PNC Financial Services
and as a project leader with Coventry Corporation,
formerly Health America/Health Assurance.

HIGHLIGHTS: FISCAL YEAR 2014-15

Commissioner Gregory Lane Takes Office

Gregory M. Lane was nominated to the State Civil
Service Commission by then Governor Tom Corbett
and confirmed by the Pennsylvania State Senate on
October 7, 2014.

Commissioner Lane replaced Commissioner James
W. Martin, who retired.

He was sworn in as Commissioner by then
Secretary of the Commonwealth Carol Aichele on
Tuesday, October 28, 2014.

Mr. Lane spent the past 22 years in various roles
with Price Waterhouse LLP, Royal Caribbean Cruises
Ltd. and as the Director of Human Resources at
Aegis Group.

Since leaving Aegis in 2013, Commissioner Lane
worked as a consultant advising small businesses
on legal, financial, human resource and compliance
matters.

Commissioner Lane earned a Bachelor of Science
degree in Business Administration from Boston
University, a Juris Doctor from Pennsylvania State
University - Dickinson School of Law and is a
licensed attorney in Pennsylvania.

Commissioner Lane serves on the Board of
Directors for the Bridge Educational Foundation, a
Harrisburg based scholarship organization.



Continuing Outreach to Veterans

The State Civil Service Commission’s ongoing
support for actively recruiting Pennsylvania veterans
recognizes the valuable skills these individuals
contribute to the workplace and to society.

Commission Harrisburg staff actively promotes

job opportunities through a veteran recruitment
program. During FY 2014-15, staff attended 15
job fairs designed specifically for veterans which
resulted in direct contact with over 1,000 veterans.

Events attended included several Hiring Our Heroes
events, a Homeless Veterans’ Stand Down event

to provide resources to homeless veterans, and
other veteran events sponsored by individual state
legislators.

The Commission’s Eastern Regional Office (ERO)
actively recruited veterans, introducing and
explaining the civil service employment process.

In August 2014 and June 2015, veterans’
workshops were held at the ERO guiding veterans
through the application and testing process as well
as the veterans’ preference provisions administered
by the Commission.

Overall, ERO staff took part in four specifically
veteran-related recruitment and informational
events.

According to the Pennsylvania Center for Workforce
Information and Analysis, Western Pennsylvania has
the largest concentration of veterans in the state. A
large percentage of those veterans are unemployed,
underemployed or looking for meaningful jobs.

The Commission’s Western Regional Office

(WRO) partnered with a number of agencies and
organizations that serve the needs of veterans.
One such organization is the Veterans Leadership
Program of Western Pennsylvania (VLP), which has
offices in Pittsburgh and Johnstown, Pennsylvania.

The mission of VLP is “to provide essential housing,
employment, and vital support services to eligible
local veterans, service members, and their families
with the goal of improving their self-sufficiency,
sustainability and quality of life”.

WRO has worked closely with VLP for the past
two years and this year, at the request of the
organization, joined the board.

Regional staff now meets two or three times
a month with veterans and other employers
to discuss their particular needs and to offer
employment assistance.
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Because of this involvement, there has been an
increase in the awareness of merit service
employment by veterans in the region. WRO has
received requests to provide presentations and
information sessions at other venues. In addition,
WRO staff participated in 15 veteran-related events.

In partnership with the Pennsylvania Department
of Labor and Industry’s (L&I) CareerLink Capitol
Region, the Commission sponsored a Veterans
Employment Outreach Event in Harrisburg

which included staff presentations regarding job
opportunities, employment processes, and veterans
preference information.
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During the event, CareerLink staff provided several
different workshops throughout the day and a

number of other Commonwealth agencies attended
as exhibitors. Approximately 50 veterans attended.

The Commission’s Veterans’ Relations Recruitment
Specialist maintained active contact with other
professionals and organizations that serve veterans,
including the PA Army National Guard, Pennsylvania
Veterans’ Chamber of Commerce, and the PA
CARES organization.

A presentation by the Commission was included

as part of the Pennsylvania Veterans’ Forum, a
two-day event that included attendees from PA
CARES, L&lI's Office of Vocational Rehabilitation
(OVR) and the Pennsylvania Departments of Military
and Veterans Affairs (DMVA) and Transportation
(PennDOT) and the general public.

Additional efforts were made to expand the
Commission’s virtual presence within the veteran
community. This included participation in such
virtual events as www.phillyveterans.com and
multiple veteran-related virtual job fairs sponsored
by Hiring Our Heroes.

The Commission also participated in veteran-
related webcasts, such as Effective Outreach and
Engagement Strategies for Service Members,
Veterans, and their Families; Employer Best
Practices - A Recruiter’s Guide to Navigating the
Military Infrastructure; and Wounded Veteran
Employment - A Comprehensive Guide to Hiring
Veterans with Disabilities.



Strengthening CareerLink Partnership

The Commission enjoys an active partnership

with the Pennsylvania Department of Labor and
Industry’s CareerLink system that facilitates
participation in CareerLink-sponsored job fairs and
enables civil service employment information to be
provided to the general public at CareerLink Offices
statewide.

During this reporting period, CareerLink Offices
disseminated information about 73 special civil
service application programs to appropriate clients
in select geographical areas. This is a substantial
increase compared with the 25 civil service
programs promoted by CareerLink Offices during
the prior fiscal year.

Commission staff maintained an active presence
at CareerLink Offices through participation in 17
CareerLink sponsored on site events, including
those in Centre, Columbia, Dauphin, Franklin,
Huntingdon, Lancaster, Lebanon, Mifflin, Montour,
Northumberland, Schuylkill, Snyder and Union
Counties. In addition, ERO staff conducted

three CareerLink group presentation events and
participated in one Career Day event sponsored by
L&I CareerLink, while Commission WRO staff also
continued its ongoing partnership.

In addition, Commission staff provided eight
scheduled presentations targeting job seekers

in general during the year at the Capital Region
CareerLink Office in Harrisburg, as well as at other
CareerLink locations throughout Pennsylvania.

In all, more than 2,500 job seekers were contacted
at various CareerLink associated events this fiscal
year.

Commonwealth Recruitment Network

The Commonwealth Recruitment Network

is comprised of human resource and equal
employment opportunity professionals from many
Commonwealth agencies and is jointly chaired by
the Commission’s Bureau of Employment Services
and the Governor’s Office of Administration’s (OA)
Bureau of State Employment and Equal Employment
Opportunity Division.

The network provides a forum to discuss
recruitment related issues affecting the
Commonwealth and provides a means for agencies
to work on collaborative recruitment agenda items
that cross agency lines.

A formal meeting included a presentation by Michael
Berk, Executive Director of “The Capital Region
Partnership for Career Development” (PCD) on ways
the organization can partner with Commonwealth

agencies to help educate high school students
about potential career paths; an overview by staff
from the Department of Conservation and Natural
Resources (DCNR) regarding an event held in
conjunction with the PCD to introduce students

to DCNR career fields; and a presentation from
the OA on the Affordable Care Act as it relates to
recruitment.

Special Examinations

The Temporary Clerical Pool (TCP) provides
temporary clerical staffing to Commonwealth
agencies located in and around the Harrisburg
Capital complex area.

The Commission assists the OA’s Bureau of State
Employment/Agency Temporary Services Program
by administering examinations for these job
seekers.

This program attracts a diverse group of applicants
including those with limited work experience,
training, or marketable job skills to applicants with
college degrees, those returning to the work force,
or making a career change.

Examinations currently are offered one day a
month for the Limited Term Clerk Typist positions,
and on an as-needed basis for the Limited

Term Clerk positions. During FY 2014-15, 918
candidates tested for this program as compared
to 794 candidates tested during FY 2013-14, 775
candidates tested during FY 2012-13; and 683
candidates tested in FY 2011-12.

On behalf of the Pennsylvania Department of

Labor and Industry’s Bureau of Occupational and
Industrial Safety, the Commission administers

a “Lead Abatement” certification program.
Candidates are tested for three certifications: Lead
Inspector, Lead Risk Assessor, and Lead Supervisor.
Examinations for this program are offered at all
Commission examination center locations. During
FY 2014-15, more than 100 candidates tested for
these programs at the centers.

The Commission continues to partner with the
Pennsylvania State Police (PSP) to administer
computerized examinations for PSP Cadets and
Liquor Enforcement Officer Trainees.

During FY 2014-15, 526 candidates were tested in
August 2014 and 425 were tested in February 2015.



STATE CIVIL SERVICE COMMISSION EXAMINATION CENTERS
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Daily Examination Centers: Statewide/Regional Examination Centers:
Central Office/Harrisburg Erie - (Erie County CareerLink)
Second Floor 155 W. Eighth Street, Suite LL1, Erie, PA 16501
Strawberry Square Complex
P.O. Box 569 Johnstown - (Hiram G. Andrews Center)
Harrisburg, PA 17108-0569 727 Goucher Street, Johnstown, PA 15905

Phone (717) 783-3058%*
Lock Haven - 8 North Grove Street, Suite H,

Western Regional Office/Pittsburgh Lock Haven, PA 17745

411 Seventh Avenue, Room 410

Pittsburgh, PA 15219 Scranton - (Lackawanna County CareerLink)
Phone (412) 565-7666%* 135 Franklin Avenue, Scranton, PA 18503

Eastern Regional Office/Philadelphia
110 N. Eighth Street, Suite 503
Philadelphia, PA 19107

Phone (215) 560-2253*

*Telecommunications Relay Service (TRS): 711 (Hearing and speech disabilities or other
individuals)



RECRUITING A QUALIFIED WORK FORCE

The impact of the State Civil Service Commission’s
mission has far reaching effects on the delivery of
state and local government services to more than
12 million Pennsylvania residents. A majority of the
state employees under the Governor’s jurisdiction
work in merit service covered positions and more
than 3,000 local government employees are
covered.

The mission of the Commmission’s Bureau of
Employment Services (BES) includes aspects of
human resources, marketing, and public relations
on behalf of the merit service and its client
agencies.

Bureau divisions plan, develop, and implement
recruitment initiatives or strategies focused
specifically on the job seeker, serving as the central
hub for employment information and computerized
examination administration at the Commission’s
Harrisburg headquarters.

BES works closely with staff from the Commission’s
Eastern Regional Office and Western Regional Office
to meet the recruitment needs of client agencies.

Commission recruitment staff participated in 255
recruitment-related events statewide that directly
reached more than 11,000 active job seekers.

A special service provided by the Commission for
the benefit of job seekers is the review of resumes
to identify available job titles of interest for which
they may qualify. Resume evaluation results are
provided during counseling sessions, by letter, and
via email. In addition to general inquiries, in-depth
employment counseling sessions were provided to
more than 1,000 individuals with approximately
3,000 resumes evaluated during the same time
period.

Marketing Civil Service Employment

Commission staff continued to actively promote
client agency employment opportunities through

a variety of methods. In addition to maintaining
the Commonwealth’s visibility as an employer of
choice by meeting with job seekers in person,

the Commission continues to use its website as a
strong marketing tool by continuously updating
employment information on the homepage (www.
scsc.pa.gov), web pages, and in online versions of
Commission recruitment literature and highlights as
“Featured Vacancies.”

In addition to the online presence, the Commission
continued to promote the employment needs of
client agencies on multiple online job boards and
organizational websites that target specific groups
(including targeted occupational groups, students,
veterans, and diverse populations) and posting jobs
on JobGateway at www.jobgateway.pa.gov, the
Pennsylvania Department of Labor and Industry’s
employment website.

To refresh the Commission’s branding, a new tagline
of “Work for Pennsylvania, Work that Matters” was
introduced. The vision of this tagline is to highlight
the importance of public service work performed in
client agencies, all of which benefit the greater good
of Pennsylvania residents in different ways.

The Commission continued to highlight the
Commonwealth as a single employer with many
opportunities via literature such as the “Careers

for College Graduates” and “High School Diploma
Careers” booklets, while brochures that highlight a
range of occupational areas were updated to reflect
changes in job titles. These various documents

are widely used and distributed by staff in the
Commission’s three main offices, as well as by client
agencies.

Meeting the Needs of Client Agencies

In response to requests from client agencies,
Commission staff developed 45 comprehensive and
targeted recruitment plans on behalf of 24 different
state and local government agencies.

Recruitment plans for state client agencies included:
Licensed Professional Geologist for the Department
of Environmental Protection; Forest Technician and
Director, Bureau of Wildlife Management for the PA
Game Commission; Registry Technician and Registry
Specialist for the Department of Health; Youth
Development Aide and Youth Development Aide
Trainee for the Department of Human Services;
Accountant 3, Insurance Company Financial Analyst
1, Life and Health Insurance Actuary 2, Medical
Malpractice Coverage Specialist, and Medical
Malpractice Claims Examiner 2 for the Insurance
Department; Appeals Referee, Legal Assistant 1,
UCC Building Inspector Trainee, UCC Building Plans
Examiner Trainee, UCC Elevator Inspector Trainee,
Workers’ Compensation Health and Safety Training
Specialist, and Workforce Development Analyst 1
and 2 for the Department of Labor and Industry.

Other targeted recruitment plans included: Liquor
Store Clerk and Maintenance Repairman 2 for

the PA Liquor Control Board; Certified Registered
Nurse Practitioner and Installation Police Officer



for the Department of Military and Veterans
Affairs; Accountant 3, Business Analyst 2, and
Executive Accounting Specialist for the Office of
the Budget; Retirement Technician Supervisor for
the State Employees’ Retirement System; Nursing
Practice Advisor for the Department of State;

and Transportation Construction Inspector for the
Department of Transportation.

Likewise, recruitment initiatives were implemented
for local government agency clients to include Fiscal
Technician for Blair County Social Services Office;
County Caseworker 2 and 3 for Crawford County
Human Services; Aging Care Manager 2 and County
Fiscal Officer 2 for Huntingdon/Bedford/Fulton
County Area Agency on Aging; Clerk Typist 2 and
County Caseworker 2 (bilingual) for Lehigh County
Office of Mental Health/Intellectual Disabilities;
County Caseworker 2 for Lycoming/Clinton County
Joinder Board; Aging Care Manager 2 (bilingual)
for Northampton Area Agency on Aging; County
Caseworker 2 (bilingual) for Reading Housing
Authority; Budget Analyst 2 for York County Agency
on Aging; County Fiscal Officer 3 for York County
Children, Youth and Family Services; County Mental
Retardation Program Director for Washington
County Behavioral Health and Developmental
Services; County Caseworker 1 (bilingual), County
Fiscal Officer 1 and 3, Fiscal Assistant, and Fiscal
Technician for Washington County Children and
Youth; and Drug and Alcohol Residential Worker for
Wayne County Drug and Alcohol Services.

The Commission implemented recruitment efforts
to promote 34 localized examinations for a wide
variety of job titles. Since localized examinations
are open for application for only a short period

of time, effective outreach is essential to the
immediate development of candidate pools.

The Commission provided a variety of other
services to client agencies which included activities
such as: reviewing requests for the waiver of
Pennsylvania residency for specific hard-to-fill job
titles; conducting research to provide information
on the numbers of students pursuing specific
college majors; obtaining contact information for
Pennsylvania residents holding licenses in specific
occupations; implementing mass mailings and
emails to market specific job titles in targeted
geographic locations; consulting on the design

of advertisements, flyers and literature; and
monitoring of eligibility lists to determine progress
achieved.

Promoting A More Diverse Work Force

The development of a diverse job seeker pool that
fully reflects the demographics of Pennsylvania

is essential to building a strong and inclusive
Commonwealth work force.
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Initiatives are taken to identify a wide range

of highly qualified individuals and inform them

of the benefits of working for state and local
government. Commission recruitment specialists
integrate work force diversity initiatives into their
recruitment activities, while designated specialists
focus on providing recruitment services to minority
populations and individuals with disabilities.

Initiatives included targeted outreach, contact
with diversity-related groups, one-on-one
employment counseling/resume evaluations,
bilingual recruitment, attendance at events that
target minority populations, and participation in
Commonwealth-wide committees that coordinate
events to promote diversity.

Commission staff attended more than 15
diversity-specific events that reached more than
1,000 individuals during this reporting period.
Recruitment specialists were actively involved

in various efforts and events that celebrate
Pennsylvania’s diverse communities, including

the “Asian-American and Pacific Islander Heritage
Month Celebration,” *India Day Community Fair,”
“Hispanic Heritage Month,” “Black Heritage Month”
activities, and the “Interagency Cultural Celebration
Taskforce.”

The growth in the Spanish-speaking population in
Pennsylvania translates to an increasing need for
qualified candidates for state and local government
positions that require fluency in Spanish and
English.

The SCSC recruitment specialist for Latino and
Spanish-speaking candidates maintained regular
communication with leaders of Latino organizations,
including the Latino/Hispanic Professionals
Association, Hispanic Chamber of Commerce of
Central Pennsylvania, Latino Leadership Alliance

of Bucks County, and the Spanish-American

Civic Association and several other organizations
throughout Pennsylvania.

During FY 2014-15, 56 bilingual employment
selective certification requests were submitted by
state and local government agencies that resulted
in the administration of language proficiency tests
to 187 new job seekers and the referral of 388
certified candidates to fill 95 bilingual merit service
jobs.

The Commission continued a strong partnership
with the L&I Office of Vocational Rehabilitation
(OVR), which resulted in vocational rehabilitation
counselor client referrals promoting merit service
employment through participation in numerous
such events as the PA Disability Employment and
Empowerment Summit.



RECRUITMENT ACTIVITIES

Recruitment Events/Job Fairs FY 2014-15
Total 137
College/Internship 56
IT/Nursing/Healthcare 6
Other Types 75

Recruitment Events/Job Fairs FY 2014-15
Total 49
College/Internship 22
IT/Nursing/Healthcare 4
Other Types 23

Recruitment Events/Job Fairs FY 2014-15
Total 69
College/Internship 30
IT/Nursing/Healthcare 2
Other Types 37

FY 2014-15 Written Examination Statistics
EXAMINATION CENTERS

JJ Harrisburg Il Philadelphia Pittsburgh

i *
BES/Central Office ERO RO Jl Statewide

*Statewide examination centers are: Erie, Johnstown, Lock Haven and Scranton

Number of

examinations
scheduled Number of scheduled
examinations taken

Number of walk-in
examinations taken



DEVELOPING AND ADMINISTERING EXAMINATIONS
Analyzing Job Seeker Eligibility/Qualifications

Determining Eligibility/Qualifications

The Commission’s Bureau of Personnel Assessment
(BPA) develops various applicant assessment
instruments to support and enhance hiring
processes that meet the human resource
requirements of state and local government client
agencies. The Bureau is comprised of three
divisions.

The Test Administration Division coordinates the
administration of computerized examinations,
work simulation and oral examinations at

various statewide locations, evaluates applicant
qualifications and also rates applicants’ experience
and training.

The Test Development Division works with agencies
and subject matter experts to develop examinations
that accurately measure an applicant’s knowledge,
skills and abilities.

The Research Division conducts applied research

to evaluate and improve personnel selection
techniques and special projects to support
assessment initiatives, and develops some of the
more complex examination development initiatives.

Developing/Opening Examinations

As requested by client agencies, 383 examination
programs were opened for a total of 762 job titles
during FY 2014-15, 54 fewer examination programs
and 146 fewer job titles than during FY 2013-14.

Of the 383 total examination programs, 107 were
new programs announced during Fiscal Year 2014-
15 for examining of 271 job titles.

In addition to the examination programs opened
during the fiscal year, one “Accelerated Examination
Program” was announced and 34 localized
examinations were announced and administered.

A total of 30 examination program suspensions
were issued during the fiscal year due to a sufficient
number of eligibles on list or a lack of use of the list
by hiring agencies.

Regular Examination Activity

Each year a projected recruitment and examination
schedule is developed and distributed to state and
local government client agencies.

Prior to the beginning of a new fiscal year, the
Commission surveys client agencies on their
projected hiring plans and requests. These
examination requests are analyzed and a revised
projected schedule, available online, is updated on
a weekly basis.

This schedule is adjusted throughout the year as
agency hiring needs change.

The graph below depicts the humber of job titles
open for examination for each of the last nine fiscal
years.

Number of Job Titles Open for Examination

Total

858

888

1000

2006-07 2007-08 2008-09 2009-10 2010-11 2011-12 2012-13 2013-14 2014-15
Fiscal Year
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Specialized Examinations and Certification

When regular civil service examinations are not
available or when certification lists are inadequate
for a particular geographic area, the Commission
uses one of the following procedures to meet client
agency hiring needs:

e Accelerated Examination Programs
¢ Localized Examinations
e Comparable Lists

Activity in these areas varies from year-to-year.

See the charts below for the types of examinations
administered, as well as activity data for the past
three fiscal years.

BPA also develops and administers examinations for
agencies on a contractual basis.

During the past fiscal year, the Commission
provided specialized services for the following
examinations: Health and Sanitary Officer,
Environmental Health Specialist, Lead Abatement
Certification, Code Enforcement Officer - City of
Corry and State Police Cadet & Liquor Enforcement
Officer Trainee.

Types of Civil Service Examinations*

Work Simulation (included in written)

% Written
52%

Performance Oral
(included in multi-part) 1 0/0
1%

E&T(experience and training)

45%

Multi-Part
1%

*Note: Total may exceed 100 percent because Multi-Part examinations include more than one type of examination.

Activity

FY 14-15

FY 13-14 FY 12-13

Specialized Examination Programs
Lead Abatement Certification

Accelerated Examination Programs 1 2 1
Localized Examination Programs 34 13 13
Selective Certifications Requested 104 107 149
Comparable Lists Requested 139 118 119
Accommodations Provided 59 65 50

(Department of Labor and Industry) 68 83 68
Health and Sanitary Officer 7 5 3
Environmental Health Specialist

(Allegheny Department of Health) 23 51 33
PA State Police Cadets/

Liquor Enforcement Officers 5,130 2,551 3,780

11
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Eligibility Determination/Experience and Training Ratings

APPLICATION TYPE Application Numbers Evaluations Ratings
FY 14-15 FY 13-14 FY 14-15 FY 13-14 FY 14-15 FY 13-14
Statewide Tests 19,396 15,931 31,026 28,583 NA NA
Unassembled Tests 23,309 26,447 39,030 41,364 35,841 41,047
Localized Tests 1,041 444 1,041 444 NA 21
Oral Tests 97 271 97 271 NA NA
Performance Tests 522 150 545 204 NA NA
Accelerated Exam Programs 11 76 4 47 NA NA
Personnel Transactions 1,899 1,497 1,899 1,497 NA NA
Emergency Appointments 0 0 0 0 NA NA
Executive Board Actions 262 191 262 191 NA NA
Qualifier Appointments 0 1 0 1 NA NA
Furloughees 2 15 2 362 NA NA
Informal Review for 865 982 865 982 NA NA
Applicants/Agencies
SUB TOTALS
Selective Certifications 3,859 3,291 3,859 3,291 NA NA
Comparable Lists 2,047 2,212 2,047 2,212 NA NA
TOTALS 53,310 51,508 80,677 79,449 35,841 41,068

(1) Some candidates for oral tests also take other test components and eligibility is evaluated in
conjunction with those components (e.g., written tests).

Top Ten Agencies in Certification of Eligibles Activity

Agency FY 14-15 FY 13-14
Human Services 2,463 2,013
Labor and Industry 2,104 1,768
Corrections 1,512 1,096
Transportation 1,238 1,040
County Assistance Office 1,212 1,007
Conservation and Natural Resources 950 932
Environmental Protection 949 492
Liquor Control Board 912 804
County Children & Youth 822 747
Health 700 483
Certification Activity
Activity FY 14-15 FY 13-14
Certifications Issued 17,764 15,236
Average Issued/Week 342 293
Eligibles Certified 316,780 262,390




REFERRING QUALIFIED JOB SEEKERS

The Commission’s Bureau of Policy and Information
Services (BPIS) provides training to client agencies’
human resource and program management staff on
merit system policies, procedures and provisions of
the Civil Service Act.

The Bureau investigates alleged violations of the
Civil Service Act and prepares written reports on
findings including recommended action plans.

BPIS develops and revises management directives
and procedural manuals and consults with and
assists Pennsylvania housing authorities and local
government agencies on human resource and merit
service system issues.

BPIS issues, clears and audits certifications of
various personnel actions for compliance with

civil service regulations and makes written
recommendations as to the exemption of positions
from civil service pursuant to provisions of the Civil
Service Act.

Technical Assistance and Certifications

The names of applicants who pass an examination
are placed on a “certification of eligibles list.”

While each job classification has a “master list”

of every job seeker ranked by score, each master
list also can be broken down in several ways,
depending upon an agency'’s hiring requirements.
For example, an agency can request a list of job
seekers willing to work in a particular county where
a vacancy exists.

Other types of certifications can highlight qualified
job seekers who already are employed at the same
agency or qualified job seekers who already hold
merit service status in another agency.

When an agency decides to fill a vacancy, they
request a current certification list to use for
contacting qualified job seekers.

These lists are maintained and provided by BPIS.
Agencies contact job seekers from the certification
list to determine their availability and interest in a
specific job vacancy and to schedule interviews.

FY 2014-15 Accomplishments:

(0]
(0]

(0]
(0]
(0]

o

Processed requests to reestablish furlough
units for the following state and local
government agencies:

Lehigh County Housing Authority
Pennsylvania Department of Banking and
Securities

Chester County Housing Authority

Tioga County Department of Human Services
Armstrong-Indiana Behavioral and
Developmental Health Program

Public School Employees’ Retirement System

Processed request to review Employee
Performance Review forms for the following
state and local government agencies:

Pennsylvania Department of Education
Columbia County Housing and
Redevelopment Authority

Monitored 28 emergency appointments

Provided the following types of client agency
training:

Conducted two training sessions on the
Certification Manual, revised management
directives, civil service leave of absence and
return rights for approximately 120 state
employees

Conducted a Webinar for approximately 100
local government employees

Conducted a training session on various
topics for approximately 50 employees from
the Pennsylvania Department of Corrections

13



MONITORING COMPLIANCE/AUDITING PERSON

BPIS provides customer services to legislators,
client agencies, job seekers, employees and the

general public by telephone, email, in writing and in

person. BPIS also verifies application information

for criminal history, education and work experience

of new appointees to the classified service.

The bureau is responsible for:

14

Issuing certified lists of eligible job seekers
to state and local government agencies

Maintaining eligible lists for employment,
promotion and furlough

Granting veterans’ preference

Verifying reports of job offers refused by
job seekers

Verifying Pennsylvania residency

Processing applications for examination and

reemployment purposes

Bureau of Policy and Information Services

NEL ACTIONS

——

Activity FY 14-15 FY 13-14
Certifications of Eligibles and Certification Error Reports Audited 9,723 7,189
Non-Competitive Promotions without Examination Reviewed 8 7
Competitive Promotions without Examination Reviewed 2,091 1,808
Emergency Appointments Reviewed 28 17
Qualifier Appointments Monitored 12 2
3(c)(1) Appointments Monitored 11 8
3(c)(4) Appointments Monitored 6 13
Code 15 and Code 16 Appointments Reviewed 23 28
Temporary Higher-Level Assignments Reviewed 19 16

Activity

FY 14-15

FY 13-14

Investigations:

Political Activity 0 3
Education/Employment 14 9
Criminal History 1 0
Appointments/Promotions/Passovers 0 0
Residency 2 3
Cheating 0 10
Total: 17 19

Criminal History 5,957 5,606
Education/Employment 5,963 4,714
Refusal of Job Offers 734 577
Statutory Disqualifier 12 15
Total: 12,666 10,912




INFORMATION TECHNOLOGY

The Commission’s Bureau of Information
Technology Systems (BITS) consists of the Divisions
of Enterprise Network and Technical Support,
Enterprise Governance and Program Management,
Applications Development, and Database
Architecture and Administration.

Some of the key responsibilities of the bureau
include:

Enterprise Network and Technical Support

This division supports the enterprise network and
implements PC standards, along with advanced
information technology (IT) support and software
maintenance, development and management.

This division also is responsible for all operations of
the Commission’s enterprise network infrastructure
and architecture and manages the Help Desk and
provides technical support and IT training.

Enterprise Governance and Program
Management

This division performs all aspects of IT project
management, emphasizing quality control of work
requests from inception through deployment.

The division also handles research, internal audits,
system testing and production deployment and
plans, coordinates and reviews change requests
and client and contractor requirements.

Applications Development

This division is responsible for all Windows
applications, creates new web applications and
modifies existing applications and systems.

Database Architecture and Administration

This division manages all activities related to BITS
database and data design and resolves all problems
in production activities. Areas of responsibility
include the computerized examination system, the
certification system, online services and JobNet.

The division also oversees and monitors the security
of the Commission’s enterprise, network, database
and application development.

This unit is responsible for monitoring public access
to Commission websites, as well as access to the
internal Commonwealth network (CWOPA), the
certifcation and employment application systems
and the AS400 certification system.

Website Visitors

4,000,000 -
3,500,000
3,000,000
2,500,000
2,000,000
1,500,000
1,000,000 -

500,000

Internet Website

mFY 14-15 3,632,544
OFY 13-14 3,652,478
BFY 12-13| 3,588,907
OFY 11-12] 3,170,221
WFY 10-11] 2,764,593

JobNet Website
1,144,580
1,077,660
1,043,760

982,105
1,024,615
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Legal Services Office

The Commission’s Legal Services Office supports

the Commissioners in their role as adjudicators
conducting hearings of disputed human resource
actions. Legal Services staff prepares all appeals for
review at the Commission’s monthly meetings and
provides legal advice to assist Commission staff.

Legal Services attorneys conduct pre-hearing
conferences with the attorneys for both the
appointing authority and the appellant to clarify

the issues and identify the witnesses and exhibits
that will be presented at the appeal hearing. These
discussions reduce the time needed for a hearing
by resolving most issues involving the admissibility
of testimony and other evidence in advance, thus
allowing a hearing to proceed without unanticipated
delays and interruptions. As a direct result of these
conferences, many settlements have occurred,
eliminating the need to hold a hearing.

Requests for Reconsideration of other final decisions
made by the Commissioners are processed as
expeditiously as possible after receipt. These
requests, and any responses opposing them,

are scanned and forwarded electronically to the
Commissioners for review. The final decision is
mailed to the parties within 24 hours after the
Commissioners have voted. This process has
reduced the average amount of processing time for
these decisions significantly.

In FY 2014-15, the Commission, like every other
state agency, was challenged to do more with less
because of state fiscal constraints. Deliberate efforts
were made to schedule hearings in such a way as to
minimize travel expenses, both for the Commission
and for the parties involved.

When it was possible to achieve significant cost
savings by holding a hearing on site at an employer’s
facility, this was done. The use of hearing officers

to conduct hearings was likewise avoided whenever
possible.

Greater use was made of technology to transmit
documents and records between hearing locations by
scanning and attaching them to emails, as opposed
to mailing hard copies.

Current information about pending hearings and
issued adjudications is available on the Commission’s
website by selecting the “"Hearings and Appeals” tab.

This site also contains links to prior adjudications

and recent Appellate Court opinions for research in
preparing current cases for appeal.
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The following chart illustrates the appeals activity of
the Legal Services Office in FY 2014-15
and FY 2013-14:

Appeals FY 14-15 FY 13-14

Personnel Actions 424 421
Appeal Hearings Granted 154 172
Appeal Hearings Denied
(Summary Orders) 203 182
Hearings
Scheduled/Rescheduled 251 270
Hearings Held 112 131
Pages of Notes of Testimony
Recorded 16,216 19,051
Adjudications Issued 76 124
Requests for Reconsideration 27 26
Denied 22 24
Granted 5 2
List Removal Decisions 4 45
Pre-Hearing Conferences
Scheduled 42 47
Pre-Hearing Conferences Held 30 31
Appeals (by Agency) FY 14-15 FY 13-14
Public Welfare 102 104
Corrections 57 61
Labor and Industry 29 34
Liguor Control Board 50 27
Environmental Protection 6 3
Transportation 25 30
Others 155 131
Personnel Actions FY 14-15 FY 13-14
Removals 147 131
Suspensions 86 73
Non-Selections 77 90
Furloughs 2 4
PER / EPR (performance review) 22 34
Others 90 89
Commonwealth Court
Activity FY 14-15 FY 13-14
Petitions to Commonwealth
Court 13 16
By Appellant 13 10
By Agency 0 6
Commonwealth Court
Decisions 10 23
Affirming SCSC Actions 5 10
Reversing SCSC Actions 1 0
Remanding Back to SCSC 2 2
Withdrawn/Discontinued 1 2
Dismissed 1 9




Administrative Services Office

The Commission’s Administrative Services Office
(ASO) provides a variety of essential services
necessary to maintain ongoing operations and
address changing operational requirements as
needed.

ASO is responsible for a variety of functions
including materials and supplies maintenance,
inventory and distribution, telecommunications,
mailroom operations and conversion of paper
documents to electronic format.

Another area of responsibility is facilities
management. This involves working with various
Commonwealth agencies, offices and vendors to
lease examination center locations. Also included
are reporting and resolving necessary repairs and
improvements. ASO conducts detailed internal
space allocation studies and works on leasing
matters with the Pennsylvania Department of
General Services as needed.

Additional responsibilities include procurement
and payment of related vendor invoices, including
software licenses and maintenance agreements,
procurement, budget, automotive, fixed assets,
special projects and reports, executing equipment
maintenance, repair and rental agreements.

ASO staff is required to maintain thorough working
knowledge of all applicable Commonwealth policies
and procedures.

Review, approval and purchase of office supplies,
advertisements, renewal of publication subscriptions
and memberships fall under the purview of this
office.

This office is responsible for budgetary and fiscal
control.

: - T
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This involves, preparing, executing and reviewing
the Commission’s annual fiscal year budget and
preparing legislative hearing material and re-budget
request documents as well as monitoring fiscal
expenditures and revenue collection.

The ASO serves as liaison to the Governor’s Offices
of Budget and Comptroller Operations concerning
budget, fiscal and procurement matters.

The Commission’s main funding source is revenue
(augmentations) received from client agencies

at the state and local government levels. These
revenues reimburse the Commission for the cost of
providing merit services.

The Commission’s FY 2014-15 budget of
$13,584,000 for ongoing operations consisted of a
$1,000 general fund appropriation and $13,583,000
in augmentations.

This represents a decrease in funding for personnel
expenditures as well as ongoing, continuing
operations, including mandatory software license
renewals and information technology infrastructure
maintenance and enhancement.

FY 2014-15 Highlights:

As a result of a service consolidation initiative, the
ASO is now responsible for various duties previously
performed by the agency’s Human Resources Office.

These additional duties include oversight of a
security badge system, scheduling quarterly
meetings with the agency’s assigned deferred
compensation representatives, “Take a Child to
Work Day” planning, employee recognition, and
other similar tasks.
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2015 SCSC EMPLOYEE PERFORMANCE RECOGNITION AWARDS

On June 17, 2015, the Commission held its annual Employee Recognition Event in Harrisburg, honoring
accomplishments for calendar year 2014. Awards were presented for outstandng employee performance, longevity
of Commonwealth Service and prudent use of sick leave. In addition, the Joyce Henninger Award for Exemplary
Service throughout a Commonwealth career was presented.

Outstanding Customer

Service
Pedro Gratacos,
Bureau of Employment

Services

(Left to Right) Commissioner
Gregory M. Lane, Executive
Director Jeffrey T. Wallace,
Pedro Gratacos,
Commissioner Scott A. Rainey
and Chairman Odelfa Smith
Preston

Outstanding
Customer Service (Group Award)
Administrative
Services Office

(Left to Right) with the Commissioners and Executive Director
Wallace, Clay Strader, Edward Beam, ASO Director Bernadette
Hatok, Scott Steele and Douglas Brenner.

Joyce Henninger
Exemplary Service Award
Earl Dryer, Esq.
Legal Services Office
(Retired)

18



SCSC MANAGEMENT TEAM

Jeffrey T. Wallace
Executive Director

(4

Jason Brown
Manager, Western Regional Office

Sheryl Cebular
Director, Bureau of Policy and Information Services

Bernadette Hatok
Director, Administrative Services Office

Laura Knittel
Chief, Appeals Division

Todd Leiby
Director, Bureau of Information Technology Systems

Miranda Martin
Director, Bureau of Employment Services

Jack McGettigan
Director, Communications and Legislative Affairs Office

Pamela A. Needham
Director, Bureau of Personnel Assessment

Angel Nieves
Manager, Eastern Regional Office

Frederick C. Smith Jr.
Chief Counsel

Michele Whiting
Executive Secretary, Commissioners’ Office/Executive Office
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Valley Strbem Eetates Valley View " Valley View Acres " Valley View Mobile Homes * Valley-Hi * Van * Van Buren  Van Dykes * Van Emman * Van Meter - Van Ormer - Van Reeds Mill : Van Voorhis Van Voorhis Hill * Van Wert - Vance “Vances Mill * Vanceville - Vanderbilt Vandergrift " Vandergrift Heights * Vandling - Vandyke - Vanilla - Vankirk * Vanport * Varden * Vaughn * Vawter
Aty Groen” Vila Grove - Villa Maria - Vila Maria Infirmary - Villa of Flatr Skippack Village - Viltage ot Salford Mil - Village Braok Extata  Villaga Builders. Village Circla - Villa( g Vil G of Minan - Slpegierc erfi FRR V=S R Hiires - v {ife of Vlllbroo 1Py i herd - VilLaga Scen Tratlar Parc Viliage Shirea - Villanova - Vilas at Colf View
Wagnerville - Wago Junction * Wagontown * Wahlville * Wahneta - Wakefield - Wakena * Walbert * Walcksville - Waldeck * Waldheim ~ Waldheim Park * Wales Junction * Walkchalk - Walker - Walker Lake - Walkers Mill * Walkertown.- Walkton - Wall * Wall Rose * Wallace * Wallace City * Wallace Corners * Wallace Junction - Wallaceton * Wallaceville * Wallenpaupack Lake Estates *\
Walts ML Waltzvats - Wampam  Wanamakers - Wanamie - Wandin Junchion - Wangaum - Wapwallopen - Ward - Wardsburg - wardville *Warfordsourg - Waring - wartgya Tract - worguatclll = i S o A B N QO o o B N~ worrons Ml Waranaville - warrimgton * Warrior Fdge Sme
Watkins * Watson Run * Watsontown * Watters - Wattersonville - Wattsburg ~ Waverly - Wawa  Wawaset - Wayland * Waymart - Wayne ° Wayne Heights - Wayne Junction Waynes Brooke Woods Weather - Weatherlea - Weatherly * Weaverland  Weavers Old Stand * Weaversville - Weavertown
Wellersburg " Wellington - walliversville - wella - walls Cresk - Walls Hollow > Wells Tannary - wellsbora - wellsbora Junction - Welloville - Welsh Run - Welsh Woods - Welshtown - Weltytown - Wendel - Wenksville Wermorsville - Wentlings Cornats * Warkheiser - Werleys Corner - werneraville " Wertz * Wartoville * Wescosville *Wosley - Wesley Chapel Wesleyvﬂle West Alex
West Damascus - West Decatur * West Derry - West Easton * West Eldred * West Elizabeth * West End - West Enola - West Export * West Fairfield - West Fairview - West Falls * West Fayetteville * West Finley * West Ford City * West Franklin - West Freedom * West Gate Hills - West Goshen -~ West Goshen Hills * West Goshen Park * West Greene * West Grove - West Hamburg ~ W
West Library ~ West Manayunk * West Manheim - West Mayfield * West Meyersdale - West Middlesex * West Middletown - West Mifflin - West Millcreek - West Milton - West Monterey - West Moshannon - West Mount Airy - West Nanticoke - West New Castle - West New Kensington - West Newton * West Nicholson  West Norriton * West Oak Lane * West Overton * West Park * W
West Vandergrift * West Vernon * West View - West Warren * West Wayne * West Waynesburg - West William Penn * West Willow * West Wilmerding - West Winfield * West Wynn * West Wyoming * West Wyomissing * West York - West Zollarsville * Westaway - Westbrook Park * Westbury - Westcolang * Westcolang Park * Westfield * Westfield Terrace * Westford - Westgate Hills "\
estwood Vilage * Wetheril Junction - Wetherits Cormer ~ Wetmore. Wetona - WoxTord - Weyant - Weyimll - Wharton - Wharton Furnace ” wheat Shear . Wheatiand * Wheaton Heights - whester - Wheelervils  Wheelock - whetham - whia Hill - Whtskerille - whistietown - Whitaker - White - White Chimneys - White Deer - White Hall - white Haven - white Haven Cantor * Whi
Whites Crossing * Whites Hill - Whites Valley - Whitesburg * Whiteside - Whitestown * Whitewood - Whitfield * Whitford - Whitman * Whitney - Whitneyville  Whitpain Hills * Whitpain Manor * Whitpain Woods - Whitsett * Wick - Wick City - Wickerham Manor * Wickerton - Wickhaven * Wiconisco * Widnoon * Wiester * Wigwam * Wigwam Lake Estates * Wila - Wilawana * Wilbur * Wilb
W

Winding Estates - Winding Heights ~ Winding Hill * Winding River * Windmere Place - Windom * Windon - Windsor * Windsor Castle - Windsor Farms ~ Windsor Manor * Windsor Park - Windsor Pass - Windward Heights * Windy City * Windy Gap * Winfield - Winfield Junction * Wingate - Wingerton * Wingspread - Winners Circle * Winnie Tract * Winona Lakes * Winslow * Winstead " |
Womelsdorf - Wood * Wood Hill - Wood Ridge Manor * Wood Run * Woodbine * Woodbourne * Woodbridgetown - Woodburn * Woodbury * Woodchoppertown * Woodcock * Woodcock Farm - Woodcock Grange * Woodcrest * Wooddale * Wooded Glen * Wooded Pond ~ Woodfort - Woodgate * Woodglen * Woodhill - Woodhouse ~ Woodland * Woodland Heights * Woodland Park * Woodland V
Worrell * Worthington ~ Worthville - Woxall * Wrenfield * Wrighter Corner * Wrights - Wrights Corners * Wrights View * Wrightsdale * Wrightstown * Wrightsville - Wurtemburg " Wyalusing - Wyano * Wyattville * Wycombe * Wydnor - Wyebrooke * Wylandville * Wylie - Wylie Farms * Wylipen Farms ~ Wyncote - Wyndham Hill * Wyndham Hills * Wyndmoor * Wyndmoor Estates * Wyndon
Yellow House * Yellow Spring * Yellowood " Yerkes  Yocum Estates ~ Yocumtown * Yoder Heights ~ Yoe * Yohoghany  Yordy * York - York Furnace  York Haven * York Run * York Run Junction " York Springs - Yorkana  Yorklyn * Yorkshire * Yorkshire Commons - Yorkshires of Blue Bell * Yorktown * Yorktown Homes ~ Yostville * Youngdale * You
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