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Forward

Welcome to the lllinois Judicial Branch'’s (Branch) new employee recruitment
Toolkit! This Toolkit is intended to assist the hiring managers of the Branch in
finding, interviewing, and hiring the best candidates for their open positions.

Whether you are a Judge, Probation Manager, Trial Court Administrator, or elected
Circuit Clerk, the importance of hiring great employees cannot be overstated. This is
especially true for the multitude of positions within the Branch. Newly hired Branch
employees must be willing to fulfill the unique challenges of their new position in a
way that furthers the Branch's mission?, which is “to protect the rights and liberties
of all by providing equal access to justice, resolving disputes, and upholding the rule
of law pursuant to the powers and duties entrusted to us by the lllinois Constitution.”
In hiring these new employees, managers must embody the core values of the
Judicial Branch:

The core values of the Judicial Branch are:
Fairness — impartial in our actions, decisions, and treatment of all.
Accountability — responsible and answerable for our conduct and performance,
and transparent in the use of public resources.
Integrity — honest, trustworthy, and committed to the highest ethical and
professional standards.
Respect - treat all with dignity, courtesy, and understanding.

This Toolkit is structured around the five major steps of the recruiting process: (1)
marketing the position, (2) creating a job posting, (3) advertising the position, (4)
interviewing candidates, and (5) extending the job offer. The tools provided within
each section are intended to structure and guide you through the recruiting process.

The Toolkit also emphasizes the need to embrace new hiring techniques and
themes. Gone are the days of placing job advertisements in newspapers or solely on
your organization’s website. Instead, hiring managers must use a multitude of
resources to make their position known to the widest pool of potential applicants.
Additionally, over-emphasizing the need for specific education or experience
requirements often unnecessarily limits your applicant pool. In place of looking for
candidates that exactly match a job description, hiring managers should embrace
diversity. Interviews should consist of skills-based questions asked by a panel of
current employees. The job offer should be welcoming and convey all the
information needed for the applicant to decide whether to join your team. And, this
entire process should occur in a relatively short period of time — around one month.

While recruiting is an ever-evolving process, we hope that this Toolkit will help you
recruit the best possible new employees.


https://www.illinoiscourts.gov/report/strategic_agenda_22-25/?page=1
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Recruiting for lllinois Judicial Branch Positions

The people we serve across our state expect professionalism and individual
accountability of judicial officers and court personnel. To achieve this strategic goal,
the Branch must recruit and retain a diverse and highly qualified workforce.

Whether private sector companies or public sector government offices, employees
are any organization’s most valuable resource. To compete in today’s hiring market,
[llinois Judicial Branch employers need to reach a broader pool of qualified
candidates to fill open positions. This toolkit is designed to assist all Branch
employers, which includes all the departments that fall under the lllinois Supreme
Court, those working for the Administrative Office of the lllinois Courts (AOIC), the
Clerk, the Marshal, etc. But looking at the lllinois Judicial Branch more broadly,
Judicial Branch employers also include the Appellate Courts, the Circuit Courts, Trial
Court Administrators, the independently elected Circuit Clerks, County Probation
Directors, the Office of Statewide Pretrial Services, and others. The lllinois Judicial
Branch includes many different employers with a wide variety of positions and
employees at geographic locations across the state.

Even before the Covid-19 pandemic, public sector employers were struggling to staff
open positions as baby boomers began retiring in large numbers. Since the end of
the pandemic, many people realized they preferred a work-from-home lifestyle and
never returned to an office environment. The resulting tighter job market is making
it even more difficult to attract applicants to government positions as many
potential applicants are more interested in higher-paying private sector positions,
which potentially offer more work from home opportunities.

Research indicates employers can attract new applicants by changing the way open
positions are presented to the public and the way recruitment outreach is
conducted.? Branch hiring managers, and other public sector employers, need to
reconsider and modernize their recruitment processes. This includes streamlining
the recruitment process and improving the candidate experience with an online
application process with virtual screening interviews.


https://peoplelab.hks.harvard.edu/wp-content/uploads/2022/06/evidence-based-strategies-for-hiring-a-strong-and-diverse-workforce.pdf

.|
Marketing

The three biggest public sector job motivators (across age groups) are (1) job security,
(2) the opportunity to do meaningful work, and (3) attractive benefits packages.®
While salary is often an important factor in where people decide to work, Millennial,
Gen-Z, and younger generations tend to be driven by purpose. They want to make a
positive impact on their community and the world they live in. To attract these
individuals to open positions, Branch employers need to emphasize the good work
of the courts when creating a job posting and throughout the recruitment process.

When hiring for positions in the court system these top three public sector job
motivators should be highlighted during all phases of the hiring process, job
postings, job descriptions, and interviews. As the number of applications submitted
per job opening has decreased significantly in recent years, the Branch needs to take
a more proactive approach and do a better job of selling a career with the court
system after an application has been received.

Marketing Examples

The National Center for State Courts (NCSC) provides a resource page which links to
state court employment websites. State court employment websites | NCSC There
are few instances where state courts are going beyond simply stating the positions
they have available, and truly marketing the courts as a place that applicants who
otherwise might know little about the court system would want to work. Here are a
few examples where state courts are marketing their positions, organization, and
culture:

Superior Court in Maricopa County

The Superior Court in Maricopa County, one of the largest, most innovative, and
progressive trial courts in the nation, seeks innovative individuals to join our team
who will embrace our vision of excellence and the principles inherent in the Rule
of Law... every person, every day, every time. We fulfill these principles through a
culture that values fairness, respect, integrity, innovation, and safety.

Nevada Supreme Court

Welcome to our Career Page, your gateway to exciting job opportunities within
the Nevada Supreme Court. The Nevada Supreme Court offers a range of
positions spanning the Supreme Court itself, the Court of Appeals, and vital
supporting departments like the Administrative Office of the Courts (AOC) and
the Clerk of the Court.

Vermont Judiciary

Thank you for considering a career with the Vermont Judiciary. The Judiciary is
committed to maintaining a positive work environment that ensures all
employees are treated with dignity, respect, and courtesy. The State of Vermont
celebrates diversity and is committed to providing an environment of mutual
respect and meaningful inclusion that represents a variety of backgrounds,
perspectives, and skills in all state government positions.


https://www.naspe.net/assets/2022/NEOGOV-2021-Job-Seeker-Report.pdf
https://www.ncsc.org/careers-court-community

The NCSC also produced a “Courts Rock!” video which presents firsthand accounts
from court employees about why they enjoy working for the courts. Considering
creating a similar marketing video for your individual agency or division that would
present personal stories of why employment with the court provides a unique
opportunity to make a difference in the lives of others is a powerful recruitment tool.

Updating the lllinois Judicial Branch “Brand”

Many times, the public sector is losing quality applicants to more sophisticated,
interesting, and higher paying private businesses. To combat this talent loss, Branch
employers should consider ways to make their organization appear like a well-
branded private company. This branding should highlight all the reasons potential
applicants should want to work in the court system. This could also include updating
the Court's hiring website to give it a more modern look and user experience, with
branding that can be carried throughout recruitment materials.

Online Job Posting

Court managers need to use a variety of online job posting websites to efficiently
reach candidates across multiple platforms. Develop a “Careers” page on your
website to provide potential applicants researching your company with the
information they need. Online information should include the court’s “branding,”
highlighting job security, meaningful work, and attractive benefits packages as
reasons to apply for open positions and selling the courts as a great place to work.
Potential posting sites include:

« Court's website

e Circuit Clerk's website

« County's website

« Job Boards

e |IL Supreme Court’s website - Employment Opportunities page

e Indeed - A non-specialized, generic job website with a monthly visitor count of
250 million. Indeed offers free or sponsored posts. Only candidates who meet
your must-have job requirements are counted as payable clicks.

e LinkedIn - Leverage the presence of 800 million professionals spread across 200
countries to find the right candidate for your needs. Allows both free and paid
promotion postings. When you opt for promoting your job listings, you get three
times more qualified applicants because of broader reach and priority display in
job searches.

« National Center for State Courts (NCSC) job board

e Court Opportunity Recruitment for All (C.O.R.A.) - C.O.R.A, is a free online
common application portal that allows all state courts to post internship,
externship, and judicial clerkship opportunities in one place. See Appendix for
more information.

Increase Reach with Social Media

Around 7 in 10 Americans regularly use social media to connect,* find and share
information, and for entertainment. The average American spends about 2 hours
and 7 minutes on social media each day. With the prevalence of social media,
Branch employers must use social media channels effectively to promote


https://www.illinoiscourts.gov/courts/additional-resources/employment-opportunities/
https://www.indeed.com/hire?hl=en&co=US
https://business.linkedin.com/talent-solutions/post-jobs
https://www.ncsc.org/resources-courts/state-court-job-postings
https://www.ncsc.org/our-centers-projects/cora#:~:text=We%20ended%20up%20receiving%2037,contact%20your%20Tableau%20Server%20Administrator.
https://edis.ifas.ufl.edu/publication/WC221

openings and better reach a larger, more diverse pool of candidates. Most social
media channels will also allow you to promote posts, which with a relatively small
budget can be used to put the listing in front of as many ideal candidates as
possible. Sites include:

e LinkedIn
o Showcase the Branch's culture, values and job opportunities
o Share job postings, but also updates about the Branch's achievements and
employee experiences
e Facebook
o Share job postings, behind-the-scenes content, and community engagement
initiatives to showcase the Branch’'s mission and values
e Twitter/X
o Disseminate information and engage with a wider audience
o Share job postings, application deadlines, and highlight impact of the
Branch's meaningful work
e YouTube
o Create video content that provides insight into working for the Branch,
showing the different types of careers available working for the courts
= NCSC “Courts Rock!” style video for IL Judicial Branch
= McHenry County Department of Health video illustrating the wide variety
of careers within their department, also showcasing the diversity of their
staff

Think Outside the Box When Recruiting

Be proactive in the schools — Being active in the local schools available in your area
(at all levels) can increase awareness of the jobs available in the court system, while
also creating a pipeline of new applicants. Do not always wait for the brightest talent
to find the courts, take initiative and reach out to local schools, community colleges,
law schools, community groups, and career fairs to promote the idea of working in
the court system. High school and college internship/externship programs can be a
great way to promote working in the court system. See sample Student Observer
Confidentiality Agreement in Appendix.

Do not overlook internal candidates — While this may not work for all positions, it can
be a good idea to look at existing employees and “promote from within.” Creating a
“promote from within” culture also improves employee retention.®> Some of the
advantages of internal recruitment are lower costs, faster onboarding, and higher
employee retention. Some drawbacks of internal recruitment can be limited talent
pool, lack of diversity, and risk of constantly promoting people from the same team
that have similar ideas as their predecessors.

Ask for referrals from staff — Current employees are a great source for hiring new
employees. A good way to source high quality and trustworthy candidates is to ask
existing employees for referrals. An employee referral program often accelerates the
hiring process and increases the chances of finding candidates who fit your culture.
Studies also show that referred job candidates are of higher quality than applicants
from the general public and more likely to stay at the job longer and perform better.®


https://www.youtube.com/watch?v=ZH4aHJhIj7Q
https://www.hr-brew.com/stories/2024/01/05/pay-promotions-worker-retention
https://hbr.org/2020/05/build-a-stronger-employee-referral-program

Another potential source for referrals can be former employees. Retired employees
or former staff that left on good terms can also be a good tool for identifying
potential candidates.

Compensation

A higher salary is the top reason applicants pursue a new job.” Even with a great
benefit package and job stability, salaries need to be comparable to the biggest local
competitors. All employers, including the public sector, need to regularly review
salary and benefits to ensure compensation packages remain competitive. For
example, Circuit Clerks should regularly reach out through the /llinois Association of
Court Clerks, or to Circuit Clerks in their regional zone, to compare starting wages for
entry level positions. The same can be done for probation officers, court reporters,
interpreters, and other comparable positions located in every county.

Review what similar positions in the same building are paying (i.e., clerical positions
in different offices of the same courthouse) to avoid losing applicants to offices
within your own building. As courts are also competing with municipal, state, or
federal agencies in the same geographic area, be aware of what these employers are
paying for comparable jobs.

The need for a competitive salary is true whether hiring in a union or non-union
environment. Court managers who are working to hire under a union contract need
to be vigilant during contract negotiations to ensure that the salary being agreed
upon is a realistic number that will attract applicants to open positions.

Recruiting

Today's job candidates have high expectations and a lot of options. 60% of job
candidates abandon their online applications because the process took too long or
was too complex.® To attract the right people for your job, court managers need to
eliminate lengthy and complex application procedures which can be a deterrent to
applicants.

Average public sector hiring processes can take three months or longer, more than
three times the average in the private sector, which averages around 36 days.® This
significant difference in time-to-hire may mean the public sector is losing the best
candidates to private sector jobs. Reimagine your hiring process to reduce it from
three months to one month to avoid losing interested, qualified candidates. If your
hiring process is too complicated and cumbersome, you risk losing good candidates
who have neither the time nor patience to wait through an extended process.

Begin by reviewing your current recruiting policies and procedures. Eliminate any
that are antiquated and obsolete. Go through the application steps yourself and
record each step. This exercise will help give you a clear understanding of your as-is
process and allow you to better understand the process from the candidate’s
perspective. Once you have your current process documented, you can identify
opportunities to streamline the application.


https://www.gallup.com/workplace/389807/top-things-employees-next-job.aspx
https://www.shrm.org/topics-tools/news/technology/study-job-seekers-abandon-online-job-applications
https://www.neogov.com/hubfs/NEOGOV-Time-to-Hire-Report.pdf?hsCtaTracking=1f426d35-bfef-4c33

The basic steps of an effective recruitment process are:

1. Planning — Determine what your needs are, develop a job description, determine
if the role is permanent or temporary, full-time or part-time, and what salary and
benefits for the role will be.

2. Strategy Development - Outline how you plan to find candidates to fill the
position, determine where you will post/advertise the opening, whether you will
exclusively source from local candidates or widen your search based on the
position.

3. Search - Actively seek candidates, typically using a combination of internal and
external sources for attracting candidates.

4. Screening — Narrow the pool of candidates and selecting the candidates who
will progress to interviews. Review resumes and cover letters and separate
unqgualified candidates from those who align with your needs. Once you have
narrowed your candidates, contact them by email or telephone. Conduct a 15-20
minute phone screening to verify that the candidate is still interested in the
position, and clarify whether they are a good fit for the position. If they pass this
screening, schedule time for an interview.

5. Interviews and Selection - Before making an offer, run any necessary
background checks, verify employment details, and contact references. Verifying
information is important, as it confirms that your chosen candidate
communicates honestly and aligns with your policies and expectations.

6. Job Offer — A job offer is an invitation of employment. You can make both
informal and formal job offers. An offer letter is a formal document confirming
details like the position title, employment status, duties, work schedule and
compensation, many times given after a verbal job offer. According to the Society
for Human Resource Management every job offer letter should contain the
following key terms.1° Use this list for discussion with counsel or HR to develop a
template agreement that fits your organization.

a. Position/Title

b. Name/Position of Supervisor

c. Full-Time/Part-Time Schedule

d. Exempt/Nonexempt Classification - It is important to properly classify
your employees as exempt or nonexempt from federal and state overtime
requirements to avoid penalties or claims for unpaid wages. Consult an
attorney for advice about how state law will classify your employees, and how
you might reshape the job requirements if you wish to reclassify. Offer letters
to nonexempt employees should state they are not eligible for overtime pay.
Offer letters to nonexempt employees should state they must record their
hours worked and they will be paid overtime (as pre-approved by their
supervisor) and describe available meal and rest periods.

e. Duties

f. Base Salary

g. Benefits

h. Policies —-State that employment will be subject to the company’s policies,
procedures, and handbook (if applicable) as adopted, revised or deleted from
time to time.


https://www.shrm.org/topics-tools/news/talent-acquisition/14-things-job-offer-letter-must-to-effective

i. At-Will Employment or Union Contract - If the employment is at-will
(typical except for union positions), the offer letter should explain that either
the employee or the employer can terminate the relationship at any time,
with or without cause or advance notice. Avoid language implying any fixed
period of employment, or even “soft statements” about “looking forward to a
long relationship.” If the employment is for a union position, the offer letter
should explain employment will be pursuant to the current union contract.
j. Contingencies — State that the offer is contingent upon a background
check clearance, reference check, and satisfactory proof of the employee’s
right to work in the U.S. as required by law.

Job Descriptions

A job description is a useful, plain-language tool that describes the tasks, duties,
functions and responsibilities of a position. Candidates are generally more likely to
apply for positions that have realistic requirements which can be justified by the
salary offered. Create clear and concise job descriptions, outlining the necessary skills
and qualifications. Many educational and experience requirements are arbitrary. To
be fairer and open the candidate pool to a wide range of people, job requirements
should be critically examined and modified accordingly. The following topics should
be included in a good job description:

e Job title - The job title is one of the most important parts of the job description,
as it lets employees/applicants know what their title would be in a role. It should
also suggest some of the position’s basic responsibilities. It should be clear and
concise.

¢ Classification — Exempt or nonexempt under the Fair Labor Standards Act
(FLSA). See FLSA guidelines in Appendix.

» Salary Grade/Range

¢ Reports to - Title of the position this job reports to.

* Summary/objective - Summary and overall objectives of the job.

¢ Essential functions — Make a list of job duties and responsibilities of the position.
Most job descriptions list job responsibilities in a bullet list, as it can help keep
them organized and easy to read. Be sure to start each bullet point with an action
verb, as this can help the candidate gauge exactly what they can expect to do in
the position. Use clear language and avoid unnecessary words or jargon.

e Knowledge, skills and abilities — Include a list of hard or soft skills that you are
looking for in this position.

o Hard skills also called technical skills, are job-specific and relevant to each
position and seniority level. For example, an accountant needs to know how
to reconcile bank statements, while that knowledge (or hard skill) is not
necessary for an IT developer. At the same time bank statement reconciliation
is an important skill for all accountants no matter what level of experience,
but preparing a budget is a hard skill not usually required of a junior
accountant.

o Soft skills are general characteristics, relevant to personality traits. Some soft
skills you would like to see in all employees, regardless of their position (i.e.
great team player, can communicate well with others) while other may be



more specific to the position applied for (i.e. leadership abilities).

e Supervisory responsibilities — Direct reports, if any, and the level of supervision.

* Work environment - the work environment, temperature, noise level, inside or
outside, or other factors that will affect the person’s working conditions while
performing the job.

¢ Physical demands - The physical demands of the job, including bending, sitting,
lifting and driving.

* Position type and expected hours of work — Full time or part time, typical work
hours and shifts, days of week, and whether overtime is expected.

e Travel — Percentage of travel time expected for the position, where the travel
occurs, such as locally or in specific areas, and whether the travel is overnight.

¢ Required Education and experience - If the job has minimum education or
experience requirements, it is important to include these in the job description.

* Preferred education and experience - Preferred education and experience
based on requirements that are job-related and consistent with business
necessity.

e Additional eligibility qualifications — Additional requirements such as
certifications, industry-specific experience.

¢ Other duties — HR professionals recommend a disclaimer that the job description
is not designed to cover or contain a comprehensive listing of activities, duties, or
responsibilities that are required of the employee. Duties, responsibilities, and
activities may change, or new ones may be assigned at any time with or without
notice.

Job Posting

The job posting is a key marketing tool for recruitment, serving to attract qualified
candidates to apply for your position. Evidence shows that minimizing jargon in job
postings may widen their appeal.t! It is the first point of attraction for potential
candidates and should contain the following components:

¢ Job title - An engaging job title that targets the right candidates for your open
position is clear, concise, and reflective of the role’s duties and level of seniority.

¢ Job description - Provides an overview of the position, including the purpose
and primary functions of the job. A good job description gives candidates a clear
understanding of what the role entails and how it fits within the organization.
Avoid unnecessary jargon and overly technical terms.

* Role and responsibilities — Include specific duties and expectations associated
with the position. List these using bullet point or numbered lists for easy
readability, prioritizing the list with the most important responsibilities listed first.
Be precise and realistic about day-to-day activities. Identify job location and travel
requirements explicitly.

¢ Required skills and qualifications — Include necessary education, experience,
technical skills (hard skills), and soft skills. It is crucial to distinguish between
“must have” qualifications and “nice-to-have” skills to avoid deterring potentially
qualified candidates who may not meet an exhaustive list of criteria. When
feasible, consider using statements to encourage more applicants to apply, such
as:


https://journals.plos.org/plosone/article?id=10.1371/journal.pone.0270813

“We are interested in hiring the best possible candidate
for this role. We recognize that experience, knowledge,

skills and abilities can be attained in a variety of ways. If
you feel you would be a good fit for this position, please
don’t hesitate to apply.”

e Benefits and salary - Including specifics about compensation and benefits can
make the job more appealing, highlighting the benefits of working for the
Judicial Branch. Transparency about salary range, health benefits, retirement
plans, and other perks can attract high-quality candidates. This is where Branch
positions need to emphasize the benefits that come with working for the public
sector, and the Branch in particular, including job security, work-life balance,
pension plans, career growth opportunities, and other benefits of the position.
Consider offering flexible work hours, telecommuting options and family-friendly
policies where possible to better attract and retain top talent.

e Showecase the culture of working for the Branch — Use this section to
differentiate working for the Branch by highlighting the meaningful work of the
Branch. Few positions offer the number of opportunities to make a difference in
many lives as the positions within the Branch.

¢ Include application instructions - Specify the application process steps, provide
contact information for further inquiries and set realistic expectations about the
timeline for the recruitment process, being mindful that trying to stick to a one-
month target for the entire process will avoid losing interested, qualified
candidates.

Best Practices for GenZ Recruiting

+ WD
August 2024

Communicate Development and Communicate development and career growth
opportunities including mentoring programs, skills
training, and career pathing.

Career Growth Opportunities

Highlight the Organization’s
Mission and Values

Emphasize Benefits,
Recognition, and Rewards
Zoomers value purpose and belonging.

Having a sense of purpose and doing
meaningful / impactful work is
important to their overall satisfaction
and wellbeing.

Emphasize full range of benefits and
how employees are valued,
recognized, and rewarded. Loyalty
alone will not keep zoomers engaged.

Demonstrate Holistic Support for
Employee Success

Recruiting processes should be mobile Embrace diversity, ensure equitable practices
friendly, include virtual options (job fairs, and opportunities, ensure people are
interviews), include a streamlined and welcomed and feel they belong, connect
online application process. culture to core values.

PRAYIS Consulting, Inc_{Dr. Erenda Wagenknecht «keey | 303,588 7333 | bwagenEpraxisconsulting. ong
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Interviewing

A successful and effective interview is one in which both the interviewer and the
interviewee receive accurate information and can make informed decisions about
the applicant’s suitability for the job. It is important to conduct consistent interviews
and evaluate all candidates using the same criteria. Using a structured interview
with questions focused on job-relevant competencies is a best practice which can
offer numerous benefits, including streamlining the process for making effective
hiring decisions and eliminating bias by allowing interviewers to remain objective.
Using a diverse panel of three interviewers is recommended.

Preparing for a structured interview

Conducting a structured interview requires a methodical approach to ensure
consistency. Following a clear series of steps can help you prepare. These steps can
be scaled for large or small hiring operations and used for hiring multiple types of
positions.

e Compile a list of hard and soft skills your ideal candidate should possess to help
guide your interview questions.

e Once you know the relevant hard and soft skills, write questions that test
whether your candidates have these qualities. Behavioral and situational
questions may give insight into your candidates’ experiences and problem-
solving skills.

e Add some job specific questions to your structured interview to determine
whether your candidates have the experience and skills required for the specific
vacant position.

e Create a candidate rating system to help you score each candidate based on
their answer to each question. Totaling the scores can help you find the best
candidate for the position. A simple 5-point scale, which awards candidates1to 5
points based on the quality of their answers works in most hiring situations. See
sample Job Interview Scoring Sheet in Appendix.

e Before your interview distribute your questions and rating system to the panel of
interviewers to let them familiarize themselves with the questions and rating
system. All members of the interview panel should use the same scoring system.

e |tisrecommended to select the candidate that scored the highest among most
of the panel members, rather than combining total scores among all panel
members.

How to conduct a structured interview

e Greet your candidate — A greeting helps put the candidates at ease and builds
rapport, making them more likely to give genuine responses.

e Ask each question on your list in the order as written — Asking each question as
written ensures each interview remains standardized.

e Cive your candidate time to answer — Giving your candidate plenty of time to
answer each question ensures they can get the maximum points possible.

e Score each answer immediately — Scoring each answer before moving on to the
next question will give you the most accurate results, allowing you to grade
based on your immediate reaction. See sample Job Interview Scoring Sheet in
Appendix.
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e Explain & market the position — Once all the questions have been answered, tell
the applicant more details about the position and allow them to ask questions
about the job and organization. Use this as an opportunity to sell working for the
court system to each applicant.

e Close the interview — Thank the applicant and tell them specifically when they
should expect to hear from you regarding the next steps.

Structured Interview Sample Questions

e What are you most proud of in your career?

¢ What was the most important goal you reached in your career? How did you
achieve this?

e Canyou tell us about the best manager you have worked for?

e Describe three qualities of a previous manager that you thought were good/bad
for your work relationship.

e Tell us about a time you had to delegate. What was the result?

* What has your biggest professional challenge been?

e Can you describe a time you identified a problem in your department and how
you resolved it?

e Do you remember a time you made a mistake at work? How did you handle it?

e Canyou tell us about a time you did not agree with a coworker? How did you
handle the situation?

e What has been your most rewarding experience working as part of a team?

e Canyou tell us about a time your department or company was undergoing some
changes? How did you adapt to those changes?

e What are the advantages and disadvantages of the ____ software you used in
your last job?

e Are you comfortable using a telephone with several lines and handling high call
volume?

¢ What steps do you take when approaching a new project?

e How would you handle a customer unhappy with the service they received?

e How would you prioritize multiple assignments from different managers?

¢ How would you manage an unmotivated employee?

e How would you handle things if you had almost finished a project, but the scope
changed?

e How would you respond to criticism from your direct supervisor?

* How would you handle things if you could not complete a project on time
because you were awaiting information from coworkers?

e Tell us about a time you faced an ethical dilemma at work. What did you decide
and what was the result?

* What steps would you take to make an important decision at work?

* What would you do if you had to work with a difficult manager? Judge?
Coworker?

e What type of person do you enjoy working with? What type of person do you not
enjoy working with?

e Tell us about a time you struggled with work-life balance. What did you do? Did
you manage to solve the problem?

e Tell us about a time you had an idea that improved your workplace in some way.
How did you make sure it was implemented?



e What was the last training you attended? How did you use your new knowledge
in practice?

Legal Pitfalls to Avoid

Asking insensitive or inappropriate questions during an interview does more than
just insult the people you are interviewing. It is possible to break the law simply by
asking the wrong interview questions. Various employment laws govern the hiring
process. Federal and state laws make it illegal to discriminate in hiring based on a
protected class. Specifically, an employer violates the law when it either fails to hire
an applicant because of an applicant’s protected class, or uses criteria that appear to
be neutral, but has an adverse impact on the hiring of applicants in a protected class.
Using skills-based questions during an interview is one step that can help you avoid
potential discrimination.

Hiring managers might have the best intentions, but here are some examples of
what may seem like innocent small talk that should be avoided due to their
discriminatory nature:

e “Are you married?”

e “Do you have or want children?”

e “What happened to your arm?”

e “What did you do for Christmas?”

e “l went to your high school, what year did you graduate?”

e “How old are you?”

e “That's a unigue name, where are you from?”

e “Have you had any other names?” “What is your maiden name?”

e “Do you have any health conditions that would lead to absences from work?”

e “What church do you go to?”

e “What clubs or organizations do you belong to?”

e “Have you ever filed a worker's compensation claim?”

e “What is that accent you have?”

Occasionally, even when not asked, an applicant will offer up information that is not
related to the job or is illegal to consider when making a hiring decision. Do not
document the information or even comment on it. Redirect the conversation back to
the topics related to the candidate’s ability to perform the job duties. It is very
important to avoid documenting any irrelevant, potentially discriminatory
information.

Federal protected class categories: e Age (40 and over)
* Race e Disability Status
e Color e Genetic Background
e Religious affiliation * Pregnancy
* Sex/Gender » Veteran's Status

e Sexual Orientation / Gender Identity
e National Origin
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lllinois State Laws include federal protected categories PLUS the following:
e Ancestry
e Marital Status
e Unfavorable Military Discharge
e Citizenship / Work Authorization Status
e Order of Protection Status
e Equal Pay Act - PA101-177 prohibits pre-employment salary inquiries in Illinois
e Arrest Record
e Criminal Convictions. See more details on Criminal Convictions in IL in Appendix.

Flexible Qualifying Criteria
Recognizing the lllinois Judicial Branch'’s strategic initiatives to recognize and instill
the values of diversity, equity, and inclusion, and recruit and retain a diverse and
highly qualified workforce, there are things that court managers can do to increase
the diversity of their applicant pool. Skills-based hiring has been gaining popularity
among employers. In 2023, more than 45% of employers on LinkedIn explicitly used
skills data to fill their roles (12% more than the previous year), and about a fifth of job
posting in the United States no longer require degrees. Skills-based hiring could
present an opportunity for the public sector to address difficulties in attracting new
talent.

Degree requirements can prevent workers without college degrees from accessing
public sector jobs. Skills-based hiring can open the door for those who are “skilled
through alternative routes,” such as commmunity college or prior work experience.
Data also suggests that searching for workers with relevant skills can lead to a
tenfold increase in eligible candidates, including potentially increasing the number
of diverse candidates.

A skills-based job posting should look different from a traditional job posting beyond
just replacing unnecessary credential requirements. It involves analyzing the job,
breaking it down into desired competencies, and then describing what each
competency means for the job. Grouping skill into required (must-have on day 1) and
preferred (will provide on-the-job training to develop) can offer candidates the clarity
they need to apply for a position confidently.

Increasing and Embracing Diversity

Research suggests that diversity contributes to optimal performance.*? Diversity
encompasses a range of different factors including but not limited to age, gender,
gender identity, race, ethnicity, background, and life experience. Differences —
perceived or actual — can increase alertness and awareness and generate more
creative and responsive problem-solving efforts and deliberative processes.
Inclusion, as a value and an ideal, is the objective.

In hiring processes, while we would not make decisions based on race, gender,
sexuality, or other identity attributes, or sacrifice legitimate demands, we are
encouraged to shape our recruitment efforts to attract qualified applicants of diverse


https://www.gallup.com/workplace/389807/top-things-employees-next-job.aspx

backgrounds and perspectives. Being intentional about providing access to apply for
opportunities in the lllinois Judicial Branch not only honors the diversity of the
communities we serve but also the objectives and principles of the lllinois Courts as
well.

As a blueprint for the recruitment process, reframe diversity goals around inclusion.
This can shift the focus from numbers and representation to an approach —and
potential hiring outcomes — designed to best reflect the Judicial Branch principles of
fairness, value for all relevant facts and circumstances, and securing the trust of a
diverse public. An inclusive approach prioritizes recruitment practices designed to
cast a broad net while cultivating respect for diversity as a value.

It can be difficult to avoid thinking of diverse candidates as “diversity hires” valued
more for their identity than their qualifications and interpersonal skills. In order to
avoid these innate biases, we must be cognizant of our shortcomings and hold
ourselves accountable to address these automatic and unintentional assumptions .
Keep in mind that these biases are not solely related to appearance and view but
extend to a multitude of factors.

As an aid, we might think of diversity and inclusion as one of several factors
associated with a successful cycle of candidate recruitment, rather than a label
attached to individuals. Just as we might consider an applicant’s work experience or
academic background a “check” in the “plus” column when assessing qualified
candidates, we might also consider that same qualified applicant’'s background and
cultural perspectives to be a plus as well. While we would not hire primarily to
enhance diversity, we might take our diversity values into account as one of several
legitimate factors to consider. This can shift the lens towards diversity as a value,
rather than the defining factor of the hiring process.

Being intentional in not labeling candidates can also be a vital tool for retaining a
diverse team in an inclusive environment. Ultimately, our diversity recruitment
efforts should say more about us and our organizational values, in an inclusive way.

Both the careful consideration of qualifying criteria and equivalent competencies
and the composition of the team on whom you rely on to assess and advance
candidates are important.

When feasible, your recruitment committee should consist of individuals with
varying age, gender or gender identity, race or ethnicity, geographic location,
opinions, and experiences. This group should be empowered to bring their
perspectives and experiences to bear for the challenging task of applicant
assessment and elimination, which requires a combination of informed awareness,
objectivity, a willingness to guard against unexamined or unconscious assumptions,
and regard for the operational needs of the hiring entity.

If current demographic realities in the hiring unit are not conducive to the formation
of a diverse recruitment committee, consider appointing at least one member with
the ability to serve as an inclusion advocate and ambassador. One need not be a



member of an identity group considered diverse to serve in this role; what's needed
is a commitment to encouraging careful, thoughtful, and constructively inclusive
approaches to candidate assessment, including the consideration of unique
circumstances, equivalent qualifications, and overall potential.

Appointing a recruitment committee member from outside the hiring unit, in an
allied role or from a like enterprise, can also support efforts to diversify the candidate
assessment process. The Judicial Branch Chief Diversity and Inclusion Officer is also
an available resource to advise, support, or serve as an ex officio member of Judicial
Branch search and recruitment committees.

Post notice of the opportunity to apply for your open position with affinity
organizations and publications, including affinity-based bar associations, whether
the position opening is targeted to lawyer applications. Members of these
organizations can be a valuable resource by engaging their networks to circulate
news of the opportunity to apply. While qualified applicants generally have access to
mass-population platforms, posting in venues devoted to the well-being and success
of affinity commmunities sends a message about your recruitment efforts and
intentional commitment to inclusion.

Lastly, when recruiting for positions requiring an associate, bachelor, law degree or
licensure, consider reserving G.P.A. requirements for finalists, to enhance a broader
and potentially more diverse applicant pool. The law school experience may have
been uniquely challenging for some first-generation students or those lacking
supportive networks for navigating an educational model heavily steeped in self-
directed learning and reflective thought. This is especially true for law school
graduates where their grade point average derives from a series of once-a-semester
exams. This grading system may not accurately capture the fullness of academic
readiness for all applicants across the board. Because G.P.A.s may not be the sole or
primary indicator of suitability for the position you're seeking to fill, consider
broadening the scope of qualifying criteria for positions targeted to law school
students or recent graduates. Balancing the G.P.A. with other metrics such as writing
samples or clinical experience may net a broader pool and account for “hidden
gems” among applicants.
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Appendix 1: Job Posting Example — National Judicial College

Are You Our Next Administrative Assistant?
e Are you experienced in providing administrative support in a fast-paced
environment?
e Do you consider organization and attention to detail your defining attributes?
e Are you resourceful and able to take initiative?

If you answered “yes” to all of the above, then we may have the perfect position for
you! Created more than a half-century ago at the recommendation of a U.S.
Supreme Court justice, The National Judicial College remains the only educational
institution in the United States that teaches courtroom skills to judges of all types
from all over the country, Indian Country and abroad. The categories of judges
served by this nonprofit and nonpartisan institution, based in Reno, Nevada, since
1964, decide more than 95 percent of the cases in the United States.

The National Judicial College is seeking a diligent Administrative Assistant to
maintain general office activities and operations while providing clerical and
administrative support to management.

The ideal qualified candidate will have the following skills and experience:

Required
e High School Diploma
e At least two (2) years of related experience in a professional office setting

Preferred
e Bachelor's degree
e Experience in an education environment

This position is located in Reno, Nevada- deemed The Biggest Little City and listed as
a US News Best Place to Live. Find out more about the perks of living and working in
Reno: Home - WorkLivePlayRenoTahoe

Relocation assistance may be available.

Please e-mail cover letter and resume to: NJC-HR@judges.org

NJC offers a competitive compensation and benefits package.

We are an Equal Opportunity Employer. All applicants will be considered for
employment without regard to actual or perceived race, color, religion, gender,
sexual orientation, gender identity or expression, national origin, age, disability,
medical condition, pregnancy, genetic information, marital status, amnesty, or status
as a covered veteran or any other characteristic protected by applicable federal, state
or local laws.
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Appendix 2: Job Posting Example - Nevada Supreme Court

Welcome to our Career Page, your gateway to exciting job opportunities within the
Nevada Supreme Court. The Nevada Supreme Court offers a range of positions
spanning the Supreme Court itself, the Court of Appeals, and vital supporting
departments like the Administrative Office of the Courts (AOC) and the Clerk of the
Court.

Your journey starts here. If you require accommodations during the application
process, or if you have any inquiries about our positions, our Human Resources team
is here to assist you. Reach out at 775-684-1744 or via email at hr@nvcourts.nv.gov.
Join us in shaping the future of justice in Nevada!

Benefits include:

« Health Insurance: medical, dental, life and disability insurance programs for
employees and dependents/family are offered.

« Vacation: Accrual of three weeks of annual leave each year.*

» Sick Leave: Accrual of three weeks of sick leave each year.*

« Holidays: 12 paid holidays per year.

« Retirement: Participation in the Nevada Public Employee Retirement System
(PERS).

« Deferred Compensation: The State has a voluntary deferred compensation
program.

« No Nevada state income tax.

« Public service loan forgiveness.

« Flexibility: a work-life balance beyond compare!


mailto:hr@nvcourts.nv.gov

Appendix 3: C.O.R.A. Court Opportunity Recruitment for All -
NCSC Data Sheet
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Appendix 4: Job Description Example

“CH McHENRY COUNTY

MCHENRY COUNTY-IL JOB DESCRIPTION

JOB TITLE: COURT/COURTROOM SPECIALIST | FLSA STATUS: NON-EXEMPT
DEPARTMENT: CLERK OF THE CIRCUIT COURT GRADE: UNION
REPORTS TO: CIRCUIT CLERK DIVISION MANAGER

CREATED: FEBRUARY, 2010 REVISED:

JOB SUMMARY:

The Court/Courtroom Specialist | provides clerical, administrative, customer service, data and record control

support for various court operations.

ESSENTIAL JOB FUNCTIONS:

Provide customer assistance to judges, attorneys, litigants, other agencies, and the general public,
either in person, by phone or electronically, responding to requests for information about court
proceedings, document filing, case scheduling and court fees, using discretion in handling
confidential case information, including cases impounded and/or sealed by statute or court order;
schedule court dates based on knowledge of court schedules, practices and procedures.

Receive and process new cases filed with the 22™ Circuit Court; receive and record various legal
documents filed in person, by mail or electronically; update newly issued warrants; quash warrants
when ordered; issue summons; process files to be transferred to other counties per court order.

Coordinate cases and supporting documents that have been assigned to a specific courtroom,
providing clerical assistance to judge; document the disposition of each case; process documents
filed in person or electronically; take notes to update the case information as required.

Assess fine and/or court fees based on court order, statute, lllinois Supreme Court Rule and County
Board Resolution. Receive and process payments. Balance cash drawer at the end of each shift.
Research and correct any discrepancy.

Process court ordered notifications, sending notice to court participants or other parties where
required pursuant to court order, court rules or statute. Calculate fees for copies based on statutes;
provide document copies to public.

Assist the public with the process for filing a Petition for Order of Protection, as required by statute.
Process Orders of Protection and make necessary notifications to sheriff, schools, etc.
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* Prepare, scan, and index manually filed documents into document imaging system.

¢ Operate office equipment such as fax machines, copiers, phone systems, scanners, and use
computers for performing data entry in case management system, spreadsheet, word processing,
database management, and other applications.

¢ Interact with staff, elected officials and the general public in person or by telephone in order to
respond to inquiries, receive complaints, and resolve problems, providing a variety of clerical and

administrative support functions for the department.

¢ Performs other related duties as assigned

MATERIAL AND EQUIPMENT USED:

¢ Personal Computer

¢ Multi-line Telephone

¢ General Office Equipment
¢ Calculator

e Copier

¢ Scanner

MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:

e High school diploma or GED; and,
¢ Two or more years of clerical experience in an office environment.

Licenses and Certifications:
* None,

KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of:

¢ Legal terminology and courtroom procedures.

e Administrative and clerical procedures and systems such as word processing, managing files and
records, designing forms, and other office procedures and terminology.

¢ Knowledge of the structure and content of the English language including the meaning and spelling
of words, rules of composition, and grammar.

o Computer applications related to the work.

Skill in:

¢ Keyboard/typing speed of 35 wpm minimum.
¢ Communicating effectively, both orally and in writing, with the general public.
e Using tact, discretion, initiative and independent judgment within established guidelines.
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Organizing work, setting priorities, meeting critical deadlines, and following up assignments with a
minimum of direction.

Operating and routine maintenance of general office machines such as copiers, facsimile machines,
telephone systems, and two-way radio base stations.

Preparing moderately complex documents.

Accurately proofreading copy with accompanying knowledge of grammar, punctuation and spelling.
Performing basic mathematical computations such as addition, subtraction, multiplication, and
division.

Performing data entry using word processing, spreadsheet or database commands and formats
material as required,

Working Conditions:

Works in a normal office environment where there are little or no physical discomforts associated
with changes in weather or discomforts associated with noise, dust, dirt and the like.

The incumbent's working conditions are typically moderately quiet.

While performing the essential functions of this job, the incumbent is regularly required to walk, sit,
use hands to finger, handle, or feel objects, to reach with hands and arms, and see, talk or hear.
While performing the essential functions of this job the employee is occasionally required to lift
and/or move up to 25 pounds.

Disclaimer:

This class specification should not be interpreted as all inclusive. It is intended to identify the essential
functions and requirements of this job. Incumbents may be requested to perform job-related
responsibilities and tasks other than those stated in this specification. Any essential function or
requirement of this class will be evaluated as necessary should an incumbent/applicant be unable to
perform the function or requirement due to a disability as defined by the Americans with Disabilities Act
(ADA). Reasonable accommodation for the specific disability will be made for the incumbent/applicant
when possible. This document describes the position currently available. It is not an employment contract.
McHenry County reserves the right to modify job duties or job descriptions at any time.
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Appendix 5: Fair Labor Standards Act (FLSA)

Wages & Hours

Fair Labor Standards Act (FLSA)

Sets minimum wage ($7.25). Illinois also has state minimum wage ($11,
1/1/22 -$12,1/1/23 - $13,1/1/24 - $14, 1/1/25 - $15). 820 ILCS 105/1

Mandates federal requirements for overtime
Dictates required recordkeeping (employment and scheduling records)

FLSA contains no requirements for breaks or meal periods. Illinois law (820
ILCS 140/3) mandates a meal period of 20 minutes for every 7 )z hour shift
beginning no later than 5 hours after the start of the shift.

29 U.5.C.§ 201 et seq.

FLSA Application

+ Executive; Administrative; » Eligible for time and one-
Professional half the regular wage for
« Not Eligible for Overtime hours worked over 40 in a
week
» There are special rules for
police and fire




Appendix 6: Criminal Convictions in lllinois

Protected Class Categories

Criminal Convictions in IL

It is a civil rights violation to discriminate based on an employee's or applicant's
criminal conviction record, unless a specific exception exist. 775 ILCS 56/2-103.1
Ezceptions include:

1. Another law prohibits the employment of individuals with certain convictions.

2. There is a “substantial relationship™ between the previous criminal offense(s) and the
job position sought or held.

3. The granting or continuation of the employment would involwe an unreasonable risk to
property or to the safety or welfare of specific individuals or the general public.

If making an employment decision based upon criminal conviction(s), the employer
must consider statutory factors and follow a process, which includes notifying the
employee or applicant of the decision.

Factors to Consider

The following factors must be considered by the employer when considering criminal

convictions:

(1)duration of time that has passed since the conviction;

(2)the number of convictions on the record;

(3)the nature and severity of the conviction and its relationship to the safety and security
of others;

(4)the facts and circumstances surrounding the conviction;

(6)the age of the individual at the time of the conviction; and

(6)any evidence of rehabilitation efforts.

Interactive Assessment

Before making an employment decision, the employer must send a preliminary decision
notice to the individual that includes the conviction(s) the employer is considering, a
copy of the conviction record/report, an explanation of the employer’s reasoning for
disqualification, and that the individual has at least five (5) business days in order to
provide evidence to refute the accuracy of the conviction, demonstrate any
rehabilitation/mitigation, and/or otherwise address the employer’s concerns.

If the employer still decides to take adverse action, then the employer must send a Final
Decision Notice to the individual, which must include notice of the conviction(s) deemed
disqualifying and the employer's reasoning, and identifying any procedures the
employer has in place to challenge such adverse action, as well as notice of the
individual's right to file a charge of discrimination with the Illinois Department of Human
Rights.




Appendix 7: Student Observer Confidentiality Agreement

Welcome to the 17% Judicial Circuit Court

STUDENT OBSERVER CONFIDENTIALITY AGREEMENT

The core values of the lllinois Judicial Branch are faimess, accountability, integrity, and
respect. Integrity means being honest, trustworthy and committed to the highest ethical
and professional standards. Owr professional standard of objectivity reguires that we as

employees of the judicial branch maintain the confidentiality of our public work. As a
student observer, you are held to the same standard.

The purpose of this Agreement is to help you understand your responsibility regarding
information that you may obtain as part of your leaming experience with the Winnebago
County 17" Judicial Circuit Court. This agreement redates to what you see and/or hear
withim the courtrooms/courthouses/office settings.

By signing this Agreement, I understand that:

1. I agree maintain the confidence of the names or other identifiable information about
the members of the public doing business at the court or appearing in the

courtrooms. Confidence in this context means not sharing the information with any
friends, fellow students, teachers, parents, relative, etc.

2. 1 agree to mot record or photograph anything during my observation experience
unless specifically authorized to do s0, as identified below:

= Public Hallways - posed photos permitted {confirm no court patrons are in the
background); and

=« Courtrooms and Judicial Offices - posed photos as permitted by a judge.

I have read this Agreement, and agree to abide by its terms.

Signature date

Printed narme
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Appendix 8: Job Interview Score Sheet Template

Applicant Name

Position Applied For

Directions: Each member of the
interview panel should keep their own
score sheet. All applicants will be asked
the same questions. Circle a score for
each of the questions. Add a total for
each column, then a grand total score
for the applicant.

Answer to question #1
Answer to question #2
Answer to question #3
Answer to question #4
Answer to question #5
Answer to question #6
Answer to question #7

Answer to question #8

Totals for each column:

GRAND TOTAL SCORE:

Interview Panel:
1.

Date
Needs
Excellent Good Fair Improve-
ment
5 4 3 2
5 4 3 2
5 4 3 2
5 4 3 2
5 4 3 2
5 4 3 2
5 4 3 2
5 4 3 2

2.

3.

Poor
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Appendix 9: Job Offer Letter Template & Example

You can write a job offer letter by using this template:

[Date]
[Candidate name]
[Candidate address]

Dear[candidate name],

We are excited to offer you the position of [job title] at [Court name]. This is a [full-
time/part time] position with a start date of [start date]. This offer is contingent

on [any conditions, such as background and drug tests]. In this position, we will
expect you to[list of primary duties]. You will report directly to[manager name] at
our [Court] location. The starting annual salary for this position is[salary]. Pay periods
are [pay schedule] via [pay method, such as direct deposit or mailed check]. Besides
this salary, we are offering you [benefits, etc.]. Your employment is [explain
employment conditions, including union or non-union]. [Offer further details if
needed]. While working at [Court name], we offer you [list paid time

offallowance]. [Explain the terms of the time off]. Please accept this offer by signing
and returning this letter by [job offer expiration]. Please reach out to us with
guestions you may have.

Best,

[Hiring manager name and signature]
[Job title of manager]

[Area for candidate to sign and date]


https://www.indeed.com/career-advice/career-development/paid-time-off
https://www.indeed.com/career-advice/career-development/paid-time-off

In order to draft your own job offer letter, you can use this example as a guide:

April 15, 2030

Aaron Ross

4446 Alexander Road
Roanoke, Virginia 24001

Dear Aaron,

We are excited to offer you the position of Administrative Assistantat 22nd Circuit
Court. This is a full-time position with a start date of May 2, 2030. This offer is
contingent on both background and drug tests. In this position, we will expect you
to provide the 22nd Circuit court patrons with services to . You will report directly to
Grace Anderson at our Woodstock, Illinois location. The starting annual salary for
this position is $48,000. Pay periods are biweekly and are via direct deposit or
mailed check. Besides this salary, we are offering you a full benefits package,
including dental, health and eye insurance. Your employment is on an at-will basis.
You may end your employment at any time, preferably prior to submitting a two-
week notice. The 22nd Circuit Court also reserves the right to end your employment
at any time. While working at the 22nd Circuit Court, we offer you 15 days of paid
time off, including sick days. You can use these days after giving notice to your
manager. We do not currently offer a rollover policy. Please accept this offer by
signing and returning this letter by April 20, 2030. We are happy to welcome you to
our team! Please reach out to us with questions you may have.

Best,

Blaine Mason

General manager

Sign Date
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