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Borough of Wyomissing 

 
Date: January 28, 2019 
To: Applicants – Borough Secretary Position 

From: Pat Brandenburg, Borough Manager 
Subject: Recruitment and Selection Process for Borough Secretary (Non-Civil Service/Non-Union Position) 
 

 

The Borough of Wyomissing is committed to following all hiring and employment regulations, including those 
pertaining to Federal and State anti-discrimination laws and the Pennsylvania requirements related to Veteran’s 
Preference in municipal hiring.   Per the requirements of state statute, Veteran’s Preference points are awarded to 
those candidates who make it to the Final Selection Pool on their own merits having met all minimum 
requirements to proceed to the Final Applicant Selection Pool as outlined below. This process is designed to 
insure the selection process conforms to all statutory/legal requirements, as well as all applicable Borough policies 
pertaining to hiring (including, but not limited to, the Borough’s Employment of Relatives and Conflict of Interest 
Policies), to eliminate the perception of any form of bias in the recruiting and selection process and to enable the 
Borough to hire a highly qualified applicant for the position. 

 
Note: The Borough reserves the right to extend the stated deadline, with or without further advertisement or 
notification, to insure an adequate pool of qualified candidates. In general, where there are fewer than 5-7 (or 
more depending on level of position) fully qualified candidates, the Borough will extend the search/re-
advertise. Candidates who have already expressed their interest in the position will not be required to re-apply if 
it is less than 3 months since the initial expression of interest  

 
“Applicant/Applicant Pool” Definition:  
The Borough defines “Applicants” and/or the “Applicant Pool” to mean those individuals who have followed ALL  
requirements/instructions for submission of their interest in the position vacancy and who have clearly 
demonstrated, in that initial expression of interest, that they meet ALL Minimum Requirements/Qualifications for 
further consideration as defined in the job announcement, job description, selection process guidelines and any 
related guidelines/instructions related to the recruitment and selection process for the position vacancy.  
 

In addition to the selection steps as outlined below, and/or in the job description and/or in the job 

announcement/advertisement, the Borough reserves the right to decline to consider as part of the initial 

applicant pool, and/or to remove an individual from further consideration at any stage of the 

application/selection process anyone who: 

 
 Whose hiring would violate any Borough policy pertaining to hiring and employment, including but not 

limited to, the Borough policies on Conflicts of Interest and Employment of Relatives.  

 Was involuntarily terminated or resigned in lieu of termination, from any prior position and/or  
received disciplinary action for poor work performance, interpersonal conflicts, excessive 
tardiness/absenteeism, the failure to follow policies or procedures, or any form of misconduct at any 
prior position except where the applicant is able to satisfactorily explain/provide information to 
demonstrate, in the sole judgement and opinion of the Borough on a case-by-case basis, there are 
exceptional/extenuating circumstances which warrant an exception.  

 Does not demonstrate a stable work history (i.e. work history that shows multiple employers for only brief 
periods of time or unexplained gaps in work history). 

 Provides inaccurate, false, incomplete, conflicting or misleading information at any point in 
application/selection process. 
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 Fails to provide any/all requested information or follow instructions provided at any stage of the 
application/selection process in the manner requested and by the deadline(s) given. 

 Does not successfully demonstrate the expected level of enthusiasm and/or does not 
conduct themselves with the required level of professionalism, common courtesy and/or 
respect in all written and verbal communications and interpersonal interactions during any 
part of the application/selection process. 

 Fails to report on time for scheduled phone/in-person interviews or assessments in the 
absence of any significant extenuating circumstances as determined by the sole judgement 
of the Borough.  

 Cannot provide, and/or the Borough is unable to obtain, a minimum of two (2) professional references 
deemed relevant and adequate to enable the Borough to determine whether the applicant’s past 
performance and job experience meets the requirements of the position.  

 
Determination of Initial Applicant Pool 
 

 Initial expressions of interest are reviewed to determine if the candidate properly submitted all 
requested information in the format and manner specified. Candidates who fail to provide any/all 
requested information in the manner specified, and by the stated deadline will be deemed to have not 
met the minimum requirements/qualifications for consideration as part of the initial applicant pool.  

 Resumes/cover letters which are not up-to-date, contain errors, misspellings, are difficult to 
read/interpret, do not conform to commonly accepted professional standards or which do not provide 
required information/detail necessary to determine whether minimum 
education/experience/certification criteria are met will be disqualified and will be not be considered as 
part of the initial applicant pool.  

 Answers to the supplemental written questions that are relevant to the selection criteria/specific 
requirements of the position, and are required to be submitted as part of the initial expression of 
interest, will also be reviewed and utilized as an additional criteria to determine whether the individual 
is given further consideration for the position.  Candidate written responses which contain 
grammatical or typographical errors and/or misspellings, fail to represent the level of professionalism, 
enthusiasm and/or written communication ability required for the position and/or do not demonstrate 
the necessary skills, background or experience required for the position may be removed from further 
consideration at this point.  

 Finally, individuals who do not meet all the minimum requirements for the position as detailed in the job 
description, job announcement, and all related job vacancy/selection process documents, notices or 
advertisements and any other submission/qualification criteria or requirements including, but not limited 
to those outlined above, will be disqualified and will not be considered as part of the initial applicant pool.  

 

Further Review of Initial Candidate Selection Pool 

 After the determination of the initial applicant pool is completed as described above, if there are a 
large number of applicants (generally defined as 10 or more) who meet the requirements/criteria for 
inclusion in the initial applicant selection pool, the resumes/cover letters and supplemental written 
question submissions will be further reviewed to determine which candidates exceed the minimum 
requirements of the position with regards to years of past experience, similarity of scope and level of 
past job responsibilities, relevant value-added skills and past training, level of related education, 
quality and job “fit” of written responses to supplemental questions, etc.  

 Candidates who exceed minimum requirements and/or meet some/all of the preferred 
requirements as listed in the job description will continue in the process. 
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 The preference factor that will typically be given the most weight is the number of years of directly 
relevant past experience (particularly experience in a municipal/governmental or closely 
related/heavily regulated organization) at a similar level and scope of responsibility.  However, the 
specific nature of related past experience, in combination with relevant value-added skills and 
related training and education is considered as a whole, and in conjunction with the Borough’s 
specific operational/business needs at the time of the vacancy, when determining who may be 
eliminated from further consideration where the initial potential selection pool is determined to 
be too large.  

 Those candidates in the initial candidate selection pool who do not exceed the minimum stated 
requirements and/or do not meet some/all of the “preferences” stated in the job description may be 
eliminated at this step. 

 The only exception to potential elimination at this step is for candidates who are eligible for, and have 
requested, Veteran’s Preference. Those candidates, if they have met ALL requirements as outlined in the 
initial screening process criteria and guidelines, (including successfully completing any required skill 
assessments that may be required as described below) will continue as part of the initial applicant pool.  

 Depending upon the number of candidates remaining in the initial candidate selection pool,  
and/or whether there are questions about candidate(s) resume/experience and/or salary 
expectations, the Borough reserves the right to do an initial “screening” interview by phone, of some or 
all of the candidates, in order to determine whether an individual should be removed from the initial 
applicant pool and/or to decrease the number of applicants who will proceed to the next step 
in the selection process.  

 In cases where a  p hone screening interview is conducted, the same interview questions will be used 
for all candidates who are phone screened. However, individual candidates may also be asked 
additional questions specific to their resume/background where further information/clarification is 
necessary to determine whether the candidate should be considered further. Although the phone screening 
interview will not be formally scored, the phone screening interview will be treated as a “pass/fail” 
step in the selection process and can be used to remove an applicant from further consideration for 
reasons including, but not limited to: it is determined that minimum qualifications are not met, 
applicant disqualifier is revealed (ex: termination from prior position), salary expectations are not a 
match, candidate is unprofessional and/or rude, candidate does not show interest/enthusiasm for 
position or candidate provides an unacceptable response to one or more of the questions on the phone 
screening interview.  

 

Job Related Knowledge/Skills/Abilities Assessment 
 

 For candidates having successfully completed all prior steps to be considered further, the Borough 
reserves the right, as the next step in the selection process, to require candidates to complete a 
standardized, validated skills/knowledge assessment directly related to the minimum requirements for 
the position. Such assessments may include, but are not limited to: typing speed and accuracy, general 
computer/internet/office technology knowledge and ability, level of proficiency in using Microsoft Office 
Suite products such as Outlook, Word, Excel and PowerPoint and customer service related skills/ability.  

 If the Borough opts to utilize such an assessment, all candidates will be required to achieve a pre-
determined “passing” score/measurement that is based upon the specific level of skill/ability/attribute 
required of the position as outlined in the job vacancy announcement and job description.  

 Such assessments, if administered, will be administered in a consistent fashion and scores will only be 
considered on a pass/fail basis (i.e. candidates will not be “ranked” based on how high his/her scores are 
as long as a “passing” score is achieved).  
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 Candidates who do not achieve a satisfactory score on any one (1) or more assessments will be removed 
from further consideration as having not met the minimum requirements to be consideration as part of 
the applicant pool.    

 

1st Level Interview 
 

 Candidates selected for further consideration, after having successfully completed all prior steps, will be 
asked to complete the Borough’s standard application for employment and will be scheduled to 
participate in a formal scored interview with the Borough Manager. The Borough Manager, reserves the 
right to request the full participation of any additional interviewers as he, in his sole discretion, may 
deem appropriate and/or necessary to assist him in identifying and selecting highly qualified candidates 
for further consideration.   

 All candidates are asked the same questions (which may include asking the candidate to provide “real-
time” responses/engage in a dialogue when presented with hypothetical “real-life” scenarios relevant to 
the position requirements).  The interview will typically consist of 7-10 questions and/or hypothetical 
scenario responses and the interview is formally scored by the interviewer(s) using a standard format.  

 Candidates must receive a minimum overall score of 80% of the total points available (total points 
available varies based upon the total number of interview questions) in order to proceed to continue in the 
process and advance to the Final Selection Pool.  NOTE: Where more than one interviewer participates in 
the 1st Level interview, the average overall interview score will be calculated and must equal 80%. 
Candidates who do not successfully achieve a minimum overall score of 80% of the total number of points 
available will be ineligible for further consideration.   

 The 1st Level Interview will be weighted at 60% of the candidate’s final score. 
 
NOTE: Candidates who have requested and are eligible for Veteran’s Preference, who have successfully 
completed all prior steps and having met all other requirements to be eligible to participate in the 1st Level 
Interview, must reach the Final Selection Pool on their own merits by successfully achieving the minimum 
required interview score of 80% in the 1st Level Interview.  

 

Final Interview/Final Selection Pool  
 

 Candidates who successfully completed the 1st Level interview, and all other prior steps and requirements, 
will be deemed to have met the minimum requirements for inclusion in the Final Selection Pool and will 
proceed to a Final Interview.        

 In addition to the Borough Manager, this interview will typically include one or more members of the 
Borough Personnel Committee or Borough Council and/or any other individuals whom, in his sole 
discretion, the Borough Manager designates to participate in the interview.   

 All candidates in the Final Selection Pool are asked the same questions and the interview is 
formally scored by the interviewer(s).  

 The Final Interview score will be weighted at 40% and the weighted score from this interview will be 
added to the weighted score from the 1st Step Interview to determine the candidate’s final score. 

 At this time, any candidate(s) in the Final Selection Pool who is/are eligible for Veteran’s Preference will 
receive preference by being awarded additional points equivalent to 10% of the maximum possible score 
obtainable in the Final Interview.  These additional points will then be added to the candidate’s total 
weighted score from both interviews.   

 The highest ranked candidate will be selected and the Borough will advise the candidate that reference 
checks are going to be conducted as the next step in the selection process. In the event there is a “tie” 
between candidates, the Borough may opt to check references on more than one final candidate.  
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 Once a minimum of two (2) satisfactory and relevant professional references are obtained (unless the 
candidate has requested that the current employer is not contacted until AFTER the conditional offer of 
employment is made), the selected candidate will be given a conditional offer employment to be 
conditioned upon his/her successful completion/satisfactory results of all outstanding required 
background include:  verification of past employment, completion of any required professional  references 
that have not yet been obtained, and/or any additional references that may be deemed necessary/relevant 
to verify any information provided by the candidate during any phase of the recruiting/selection process, 
FBI Fingerprint clearance, PA State Criminal record review, Child Abuse clearance, verification of driver’s 
license/record, drug screen and any other verifications/background checks as may be required.   

 If potential disqualifiers arise during the conditional offer phase of the selection process, the Borough will 
follow all applicable laws and regulations, including those required under the Fair Credit and Reporting Act, as 
it pertains to notifying the candidate of his/her potential for disqualification and possible Borough withdrawal 
of the conditional offer of employment.  

 In the case where a candidate declines the Borough’s offer or where a candidate is disqualified at this 
stage, the Borough may choose to proceed to the next highest ranked candidate; however, the Borough 
reserves the right to re-advertise/re-recruit if it is determined that the next highest scoring candidate(s) 
is not a good match for the position and/or it is determined that it is in the Borough’s best business 
interests to re-advertise/re-recruit due to a change in organizational/operational needs and conditions 
since initially advertised and/or the initial recruiting/selection process did not meet the Borough’s 
expectations for an adequate number of minimally qualified candidates to insure that the Borough hires a 
highly qualified and well-matched individual for this key position.  

 
Your signature below will serve as your acknowledgement that you have received, read, and understand the 
above information which outlines the recruitment, selection and hiring process, and related requirements, that 
the Borough of Wyomissing will utilize for the Borough Secretary position vacancy.    
 
 
 
 

  Printed Name of Applicant Date 
 
 
 
_______________________________________________________________________ 
 Signature of Applicant  


