THE FOLLOWING IS A SAMPLE OF SCREENING CRITERIA FOR AN ASA I

NOTE: The following criteria may or may not apply to your specific recruitment.  Please modify the criteria to fit your recruited position.
California State University, East Bay

Dept. ______________ 

Position Title ______________

Job #________

Search Committee Members:

1. Chair-_______________________

2. _______________________

3. _______________________

4. _______________________

Application Screening Criteria

An applicant must meet the minimum requirements for the position to move on to detailed screening.  Candidates will be ranked in order of their total scores and the interviewees will be selected from the top scores.



MQ=Experience in an office setting or a combination of training, education, and work experience.  Good written, typing, and keyboard skills.

5 – Applicant has excellent knowledge/skill/experience
3 – Applicant has acceptable knowledge/skill/experience
1 – Applicant has marginal knowledge/skill/experience
0 – Applicant has unacceptable knowledge/skill/experience

A. Written Communication Skills
5= filled out application completely and properly, minimal typographical errors, proper grammar and 
complete description of duties
3= filled out application, some typographical errors, proper grammar and description of duties

1= poor grammar, several errors, missing information on application
0= very poor written communication skills, unable to determine applicant’s qualifications

B. General Office Work
5= extensive (3+ yrs) experience working in an office setting providing basic clerical functions 
including filing; experience using basic office equipment, fax, copier, phones (multiple lines a +1)
3= moderate (2-3 yrs) exp. working in an office setting providing basic clerical functions above

1= limited (1-2 yrs) exp. working in an office setting providing basic clerical functions above

0= little (less than 1 yr) exp. working in an office setting providing basic clerical functions above

C. Customer Service Experience
5= extensive experience (3+ yrs) working with the general public, in person and by phone in an office 

setting

3= moderate experience (2-3 yrs) working with the general public as stated above

1= limited experience (1-2 yrs) working with the general public as stated above

0= little experience (less than 1 yr) working with the general public as stated above

D. Experience using PC/Business Applications
5= extensive experience (3+ yrs) using MS Office (Word, Excel, PP, Outlook); database entry; in an 
office setting
3= moderate experience (2-3 yrs) using applications above in an office setting
1= limited experience (1-2 yrs) using applications above in an office setting

0= little experience (less than 1 yr) using applications above in an office setting
E. Organizational Skills
5= extensive experience (3+ yrs) multitasking, working under pressure and with multiple deadlines
3= moderate experience (2-3 yrs) multitasking, working under pressure and with multiple deadlines
1= limited experience (1-2 yrs) multitasking, working under pressure and with multiple deadlines

0= little experience (less than 1 yr) multitasking, working under pressure and with multiple 
deadlines
