
 

Appendix A - Internal Applicants and Hires 

1.​ Internal applicants must meet the stated minimum qualifications for the position. 

a.​ Internal applicants are evaluated using the same evaluative criteria as external 

candidates. 

b.​ Courtesy interviews are not provided to internal applicants. 

2.​ Applicant Notification of Reason for Rejection (Classified Positions Only)  

a.​ Personnel Procedures for Classified Employees, Chapter 5 (Section A-3) states 

“The University shall notify in writing any applicant whose application is rejected 

under this provision, specifying the cause for the rejection of the application, and 

shall, upon the request of the applicant, give him an opportunity to show cause 

why his application should not be rejected.” 

b.​ The designated “MEMS Applicant Reviewer” is responsible for updating 

Application Status in MEMS (Example: “Not Interviewed, Not Selected” or 

“Interviewed, Not Selected”. Please Note, Applicants will not receive an update 

regarding the status of their applications unless the Applicant Reviewer 

processes applications in MEMS. This action satisfies the requirement for 

notification of application status referenced in the aforementioned personnel 

procedures. Hiring Manager should not send separate email notifications to 

applicants.  

3.​ An MSU employee that accepts a position in another department should not submit a 

resignation letter. He or she should submit a letter of intent, indicating acceptance of 

another position within the university. Submitting a resignation letter may result in 

termination in the State’s Central Payroll System and disruption of the employee’s health 

benefits and/or pay.   

4.​ Hiring Managers who select an internal candidate, should consult with the current 

supervisor to agree upon a mutually acceptable start date, after the employee has 

accepted the official offer of employment.  

5.​ Internal applicants must provide the same number of references that an external 

applicant provides. Internal applicants may list their current Morgan State University 

supervisor as a reference on their application.   

6.​ Regular Morgan State Employees are allotted administrative leave to participate in 

employment interviews.  
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Appendix B - New Position Justification Form (For New Positions Only)  
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Appendix C - Position Description Form  

 

Office of Human Resources 

Staff Position Description 

Section I: Identifying Information 

Purpose: This document is designed to provide essential functions of a position. 

Position Number (PIN): 

  

Department: 

  

Incumbent (current or previous): 

  

Division: 

  

Location: 

  

Reports to (Supervisor/Manager name 

and title): 

  

Classification Title: 

  

Requested Class. 

Title*: 

Approved ‘Working Title’ (if 

applicable): 

Position Status: 

Choose an item. 

Overtime Status: 

Choose an item. 

Schedule: (If Part Time indicate weekly 

hours) 

Chose an Item. 

Employment Class: 

Choose an item. 

Essential Employee**: 

Choose an item. 

Collective Bargaining Status: 

Choose an item. 

*HR Class/Comp may approve title different than requested, following review. 
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** Essential Employee defined within current AFSCME Memorandum of Understanding. 

  

Section II: Main Purpose of Position 

Instructions: Summarize general nature and purpose of position. Concisely describe how 

position relates to mission of the department. 

  

  

Section III: Description of Duties 

Instructions: Describe 5 -10 major duties in detail and indicate approximate percentage each 

is performed per month. Begin statements with a verb to describe what and how. 

% of Time 
must equal 100% 

Duties 

    

    

    

    

  

Section IV: Decisions/Recommendations, Scope of Impact, and 

Consequences of Error 

Instructions: Describe the major decisions and recommendations made by this position. 
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Major Decision/ 

Recommendation 

Scope of Impact Consequence 

      

      

  

Section V: Contacts 

Instructions: List the key persons or organizations with whom this position will have contact 

on a regular basis (both internal and external to Morgan State University), and the scope. 

Key Person/ Department Frequency (daily, 

weekly, monthly) 

Scope (Decision making, scheduling, 

etc.) 

      

      

      

  

Section VI: Physical Requirements 

Instructions: List any physical demands related to this position such as walking for long 

periods of time, carrying heavy objects, etc. 
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Section VII: Equipment Used 

Instructions: Please list the equipment that this position will use.  Include machines, tools, 

and chemicals (if applicable). 

  

  

Section VIII: Supervision Exercised 

Instructions: List employees this role will supervise/lead as well as vacant roles. 

Name (or list 

Vacant) 

Their Job 

Title 

Are they being 

Supervised or 

Lead? 

Employee Type 

(Exempt, 

non-Exempt, 

Contractual, 

Student) 

Does this person have 

supervisory / lead 

responsibilities? If yes, 

include titles. 

          

  

Section IX: Role Requirements 

Instructions: List the education, experience, and licensure required to perform the duties of 

the role. 

Incumbant/Applicants must meet all required criteria, indicate the minimum amount needed 

to perform role. This information is also used for the job advertisement if the position is being 

posted. 

EDUCATION (For Non-Exempt Positions – Refer to MSU Job Specifications) 

Education Required: 
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Education Preferred: 

  

  

EXPERIENCE (For Non-Exempt Positions – Refer to MSU Job Specifications) 

Indicate number of years, one year of experience is equivalent to one year of working 40 

hours per week; experience will be pro-rated for part time. 

  

Experience Required: 

  

Experience Preferred: 

  

  

LICENSURE/ CERTIFICATIONS (For Non-Exempt Positions – Refer to MSU Job Specifications) 

Licensure/ Certification Required: 

  

Licensure/ Certification Preferred: 

  

  

Section X: Signatures (Can also be submitted through DocuSign.) 

 

  Name Title Signature Date 
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Employee         

Immediate 

Supervisor/Manager 

        

Department 

Head 

        

  

OFFICE OF HUMAN RESOURCES ONLY 

Approved Classification Title:  

Collective Bargaining Status?     Included​ Excluded ​ N/A 

Excluded Reason:  

Effective Date:  

HR Signature: 
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Appendix D - MEMS Access Form   
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Appendix E - Job Posting Preparation Checklist 
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Appendix F -  MEMS Quick Review Guide - For Search Committee Members  
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Appendix G -  Interview Questionnaire Form 

Interview Question Form 

Purpose: The purpose of this interview question form is to systematically evaluate candidates for a specific 

job role by eliciting detailed information about their qualifications, experiences, and suitability for the 

position. By standardizing the interview process and collecting consistent data, this form enables us to make 

fair and informed hiring decisions, ultimately ensuring that we select the most qualified individuals who align 

with our company's values and objectives. 

 

Candidate Name: 

Position Title: 

Interviewer Name: Date: 

Scoring Rubric: 

1 – (low) Applicant does not describe such an experience or describe ineffective behavior in the given 

situation.​ ​  

2 

3 – (avg) Applicant provides a general description of an experience but with few details or describes 

moderately effective behavior in the given situation. 

4 

5 – (high) Applicant describes an experience in great detail, including specifics of the situation or 

describes effective behavior in the given situation. 

 Question #1:  

Notes:  
 
 
 
 
 
 

​​ 1 
​​ 2 
​​ 3 
​​ 4 
​​ 5 

1 – (low) Applicant does not describe skills or knowledge that would correlate to the responsibilities 
associated with this position. 
2 
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3 – (avg) Applicant provides a general description of skills or knowledge but with few details or 
describes moderately effective correlation between skills/knowledge and the position. 
4 
5 – (high) Applicant describes skills and knowledge in great detail, including specifics of the situation 
that describes effective correlation into contribution to the operation. 

Question #2: 

Notes: 
 
 
 
 
 
 
 

​​ 1 
​​ 2 
​​ 3 
​​ 4 
​​ 5 

1 – (low) Applicant does not describe such an experience or describe ineffective behavior in the given 
situation.​ ​  

​ 2 
3 – (avg) Applicant provides a general description of an experience but with few details or describes 
moderately effective behavior in the given situation. 

​ 4 
5 – (high) Applicant describes an experience in great detail, including specifics of the situation or 
describes effective behavior in the given situation. 

Question #3: 

Notes: 
 
 
 
 
 
 

​​ 1 
​​ 2 
​​ 3 
​​ 4 
​​ 5 

1 – (low) Applicant does not describe such an experience or describe ineffective behavior in the given 
situation.​ ​  

​ 2 
3 – (avg) Applicant provides a general description of an experience but with few details or describes 
moderately effective behavior in the given situation. 

​ 4 
5 – (high) Applicant describes an experience in great detail, including specifics of the situation or 
describes effective behavior in the given situation. 

Question #4: 
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Notes: 
 
 
 
 
 
 

​​ 1 
​​ 2 
​​ 3 
​​ 4 
​​ 5 

 

1 – (low)  Applicant does not describe such an experience or describe ineffective behavior in the given 
situation. 
2 
3 – (avg)  Applicant provides a general description of an experience but with few details or describes 
moderately effective behavior in the given situation. 
4 
5 – (high) Applicant describes an experience in great detail, including specifics of the situation or 
describes effective behavior in the given situation. 

Question #5: 

Notes: 
 
 
 
 
 
 

​​ 1 
​​ 2 
​​ 3 
​​ 4 
​​ 5 

1 – (low) Applicant does not describe such an experience or describe ineffective behavior in the given 
situation.​ ​  
2 
3 – (avg) Applicant provides a general description of an experience but with few details or describes 
moderately effective behavior in the given situation. 
4 
5 – (high) Applicant describes an experience in great detail, including specifics of the situation or 
describes effective behavior in the given situation. 

Question #6: 

Notes: 
 
 
 
 
 

​​ 1 
​​ 2 
​​ 3 
​​ 4 
​​ 5 

1 – (low) Applicant does not describe such an experience or describe ineffective behavior in 
the given situation.​ ​  
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2 
3 – (avg) Applicant provides a general description of an experience but with few details or 
describes moderately effective behavior in the given situation. 
4 
5 – (high) Applicant describes an experience in great detail, including specifics of the situation 
or describes effective behavior in the given situation. 

Question #7: 

Notes: 
 
 
 
 
 
 

​​ 1 
​​ 2 
​​ 3 
​​ 4 
​​ 5 

 

 

Total Points: ___________ 
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Appendix H -  Reference Check Form  
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Appendix I: Search Committee Member Confidentiality Terms & Conditions  
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Appendix J: Strengths & Weaknesses Form   

 

 

34 



 

Appendix K: Interview Summary Sheet (Search Chair Only) 
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●​ Appendix L 

○​ Reviewing & Processing Applications 
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●​ Appendix M  

○​ Search Committee Member MEMS Login Instructions  
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