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1.  Description of Work
Description of the Organization

Cooperative Extension is a national organization run by the US Department of Agriculture through state land grant universities.  Cooperative Extension began in 1914 when the government authorized funding for the program.  Currently, this funding is assisted through county and state money as well.   In Colorado, Cooperative Extension programs and primary funding are based out of Colorado State University in Fort Collins.

The purpose of Cooperative Extension is to provide education opportunities and sources of information at no cost to the general public.  This information can range anywhere from how to shop for safe toys for infants to how to sheer a sheep to starting home gardening projects.  Cooperative Extension provides the link between the resources at the University and the citizens of the state.  This is facilitated by county offices, each of which has faculty specializing in agriculture, natural resources, consumer and family education and 4-H youth development.  These faculty are known as Cooperative Extension Agents

4-H youth development programs reach over 100,000 youth in Colorado each year.  These programs are designed to teach life skills to Colorado youth through projects, demonstrations club activities and local, state and national opportunities.  The emphasis is on gaining skills such as leadership, ethics, decision-making, record keeping, responsibility, community service and good work habits.  4-H is based on the premise that youth are the most vital resource for the future, and these skills are essential to making youth valuable, productive members of any community.

For our project, we chose to investigate the position of Boulder County Cooperative Extension Agent, 4-H Youth Development.  This is not a position many people would choose to apply for coming straight out of a bachelors program, therefore we went into the project with very little familiarity with the job.  As well, few of us had any familiarity with Cooperative Extension or 4-H.  Despite our lack of familiarity, or perhaps because of that, we felt that investigating this particular position would be a challenge and one we took up eagerly.  

Job Investigation

We contacted Judith A Barth, the Coordinator of Human Resources for Cooperative Extension at CSU, for both permission to send our questionnaires and for an interview to get a general background on the organization and the responsibilities of an Extension Agent.  Judy, who was an Extension Agent in Boulder County for over 10 years, provided us with a great deal of information on:

· current hiring practices

· the purpose of the program to help us identify what to look for

· an outline of the job description

· size, nature and structure of the organization in Colorado

· what the basic tasks of an agent are

· an idea of where to focus our efforts

Based on the information Judy provided us, we developed and sent out 25 questionnaires to agents in counties all over Colorado.  (A copy of this questionnaire is attached at the end of our report).  In order to get as diverse a response as possible, we choose an equal number of male and female agents, specifically targeting 4-H youth agents.  There were several thing we were hoping to gain by sending out the questionnaire:

· if geographical location had any impact on job tasks

· any similarities across locations

· any differences across locations

· how county size and location may affect to number of responsibilities

We also sent our questionnaire to the current 4-H Youth Agent in Boulder County, Trish Blush.  In order to expand upon her responses to the questionnaire, we also conducted an interview with her.  We did this for several reasons:

· to talk to someone about their actual experiences versus what they expected

· to get an idea of what to look for on other questionnaire responses

· to learn what the specific duties are for a 4-H youth agent in Boulder County 

· what are the KSAOs necessary at the time of hiring

· what are her primary tasks and responsibilities versus what she does on a daily basis

Limitations

1.  It is important to note that our lack of knowledge regarding both the organization and the responsibilities of the job itself were our greatest limitations in completing the project.  

2.  One of the points at which we were strongly limited was in trying to determine what the essential job tasks were and the coordinating KSAOs that would coordinate with those tasks.  As well, CSU Cooperative Extension has a very general job description for a 4-H Youth Development Agent which gives little or no idea to an outsider what the job entails.  We used these job descriptions and the information from our interview with Judy Barth to create the questionnaire, but we were limited to that basic information.  

3.  Another limitation was our inability to interview more than one agent.  At the beginning of the project, there was only one active 4-H agent in Boulder County and the traveling required to interview even one or two other agents was out of our realm to accomplish.  This is why we created the questionnaire.

4.  Most counties are not large enough to have several agents, each specializing in a different area, therefore, many of the agents are responsible for more than one knowledge area, say, 4-H and Family Education.  Upon the return of the questionnaires, we found that agents with more than one area of specialty were unable to separate the responsibilities of one area from the other.  This limited our ability to use the information gathered to create a job description.

2.  Job Description

DOT Position:  096.127-022 Four-H Club Agent (education)

Organizes and directs educational projects and activities of 4-H Club:  Recruits and trains volunteer leaders to plan and guide 4-H Club program to meet needs and interests of individuals and community.  Directs selection of educational projects, such as sewing, woodworking, photography, and livestock raising.  Procures, develops, distributes, and presents teaching materials, such as visual aids and literature for educational projects.  Arranges for 4-H Clubs to exhibit or participate in events, such as county and state fairs and state 4-H Club events.  Develops and maintains recognition and incentive program for members and leaders of 4-H Clubs.  May specialize in directing 4-H Club activities for girls and be designated Youth Agent (education).
For our position, we obtained the previous position from the Dictionary of Occupational Titles.  We used this description as a guideline to develop the following job description:

Job Description

Position:  Extension Agent (4H/ Youth- Livestock, General, Home Economics)- Boulder County, Colorado

Purpose:  To provide leadership, guidance, direction, organization, and assistance in the development, implementation, and evaluation of the 4H Youth Program in Boulder County.  To support the Boulder County 4H Youth Development Program in designated areas of responsibility.  To provide Youth Development expertise within the community.

Responsibilities:
County 4-H Fair / 4-H Youth Projects

· Coordinate Fair details with Longmont City and Boulder County officials.

· Recruit expert judges from Boulder County to judge projects entered into the County Fair.

· Provide accurate promotional information to newspapers, radio stations, schools regarding Fair happenings.

Administrative Duties

· Prepare and administer County budget to volunteer leaders, including tracking and reimbursement of expenses to leaders.

· Process and maintain accurate records regarding enrollment and fair entries in accordance with specific deadlines.

· Coordinate fundraising and donations through various methods, including carnivals and raffles.

· Prioritize tasks and duties in order to meet deadlines.

Supervision of Volunteer Leaders and Support Staff

· Train  volunteer leaders in child protection laws, drug and alcohol awareness, administrative responsibilities, meeting specifics and available information sources.

· Provide supervision to administrative support staff, including completing annual performance evaluations and setting job priorities.

· Interview and hire volunteer leaders and support staff in compliance with Affirmative Action and Title VII of the Civil Rights Act of 1964.

· Make recommendations to the Regional Director for disciplinary actions and have final responsibility for termination of volunteers and support staff.

· Delegate responsibility, and follow through with volunteers on running committees, programs, competitions, and ceremonies.

Information Dissemination

· Maintain effective communication with the Cooperative Extension Agency concerning budget and program status.

· Recruit youth for program participation through youth-oriented sources (e.g. Schools, Sunday school classes) using promotional information.

· Serve as a point-of-contact for both volunteer leaders and the community.

3.  KSAs

The next step after performing the work analysis is to determine both the tasks and knowledge, skills and abilities (KSAs) critical to the position.  This is a multi-step process that can be performed only after one has a complete understanding of position.  The ultimate goal of this process is to produce a well-defined list of attributes that incumbents must possess to be successful in this position.  This list of attributes then forms the basis for the development of the selection system.

The first step in this process is to determine the critical tasks that the position is responsible for performing. The results of the findings for the position of 4-H Youth Extension Agent are summarized in Table 1 (attached).  These findings are a result of the incumbent’s responses to the questionnaire, particularly the questions asking the incumbents to list the duties and responsibilities performed in the job, and then to rank them on the basis of frequency of performance, importance, and difficulty to do or learn.  The rankings of the responses were then averaged to obtain the frequency, importance and difficulty numbers indicated on Table 1.  In turn, the overall average is found by averaging these three numbers.  The result of the calculations, is that it becomes evident which of the tasks are most important to the position. For this position, we will consider that any task receiving an overall ranking of 4.0 or above as extremely important to the position.  These tasks are indicated in bold on Table 1.

After the critical tasks of the position have been determined, it then becomes necessary to determine what KSAs are needed in order to successfully perform these tasks. The KSAs were determined through an in-depth analysis of the position and through the insight of incumbents in the position.  We came up with the following KSAs required for the position:

Knowledge:

· 4-H Program - County, State, & National Level

· Recruiting

Skills:

· Written Communication

· Oral Communication

· Organization

· Teaching/Training

· Working with Others

· Prioritizing

· Conflict Resolution

· Recruiting

· Delegation of Duties

Abilities

· Learning  (rapid learning and high retention)

· Flexibility

· Leadership

· Initiative

Other

· College Degree

Once these KSAs were determined, we determined for which critical tasks they were required.  We then totaled how many critical tasks required the KSA.  These results are summarized in Table 2 (attached).  In order to determine which KSAs were most critical, we used two factors:  the number of times the KSA was required for a critical task and the importance of the task for which the KSA was used.  An average of the overall ratings for required tasks from Table 1 was multiplied by the number of times the KSA was required.  We then selected the seven KSAs with the highest final ratings to be our critical KSAs.  The results of the analysis are reported in Table 3 (attached).

The following is a thorough explanation of our seven KSAs:

Skills

Written Communication Skills:  The time required of an Extension Agent to perform all of his/her daily duties necessitates the use of clear, concise memos that help to direct the volunteers who work under their supervision.

Oral Communication Skills:  Agents must be able to effectively communicate with County Officials to determine annual fair planning.  Clear communication with volunteer leaders is imperative to obtain 4-H goals.  Promotion of the program is accomplished through interaction, and public awareness.

Skill of Working with Others:  The Extension Agent is highly interactive with all those who are associated with the program.  Agents must be able to work effectively with both children and adults.  Motivation, training, and recognition of others are vital to the position.

Prioritizing:  Agents rarely, if ever, have only one thing that needs to get done.  They must be able to determine which tasks have to be accomplished first, and which tasks can be done at a later time in order to meet deadlines.

Abilities

Demonstrated Initiative:  Incumbents must be self-starting.  Training of the position is minimal, and the agent must have drive and initiative to determine and meet the needs of the program.

Leadership Ability:  Must be competent, lead volunteers by example, be motivational to keep the interest of participants, and show a passion for the 4-H Program.

Other

College Degree:  Incumbents must possess a Bachelor’s Degree, however a Master’s Degree is preferred.  This can be justified by the fact that the job require a broad understanding of youth development, communication, volunteer management, etc.  Course work should reflect this requirement.

4.  Selection System

A hiring system is a comprehensive set of tools that are used in making performance-based decisions. The tools in the hiring system portfolio are selected using the Performance Attributes Matrix in Table 4 (attached).  The matrix summarizes the seven critical attributes established in the previous section on the vertical axis, and possible selection tools on the horizontal axis. The matrix provides the advantage of easily identifying tools appropriate for assessing each critical KSA.  It is evident that in most cases, more than one tool is applicable when evaluating critical KSA.  In almost all instances, the critical KSA will be assessed using more than one tool, as indicated in Table 4.  Each of the selected tools will be discussed in the following paragraphs, on the basis of their perceived practicality, fairness, reliability and legality in assessing specific critical attributes.

A.  The Application Form

In our analysis, we wish to assess both the presence of a college degree and written communication skills using the application form. We feel that the remaining five attributes would be better assessed using other tools.   

The purpose of the  application form is to collect job-related data that can be used in the initial screening of applicants. The application form offers both advantages and disadvantages, when evaluated on the basis of validity, reliability, practicality and legality.  Among the advantages, is that the application form is  practical from the employer’s perspective,  because it is generally easy to administer and evaluate. Another advantage, is that application forms are typically perceived as fair by the applicant because the job-relatedness of the tool is readily evident to applicants.

The Cooperative Extension Program currently has a standard application form that they use to capture job-related information.  The form is beneficial in that it asks for a lot of pertinent information necessary at this stage of the process.  The important information that the form asks for includes:  name and contact information, including address and phone number and information regarding past employers, including the name of the firm, supervisor name, dates of employment and a description of work performed.  It also asks for a record of education and relevant course work.  The applicant’s answers to this portion of the application blank, can be used to determine whether the candidate has a college degree, which is a critical attribute.  In addition, it calls for a list of references and contact information.  This information can be utilized in the reference checking portion of the selection portfolio.  The form also contains a legal disclaimer, asserting that any inaccurate information is  grounds for not hiring an individual, as well as a verification of the right of the employer to check references.  Another unique feature of the application blank, is that is asks several detailed questions about the applicant’s interest in employment with the Cooperative Extension Program, and various other questions.  The response to these questions can be used to measure the applicant’s written communication skills, which is a critical attribute.

The Cooperative Extension Program’s application form does, however, have the disadvantage of asking for information that is not necessary in the initial screening of applicants and may not be legally defensible.  One such piece of information that may not be able to be proven as job-related, is the blank asking for information on the name, address and phone number of someone who will always know how to contact the applicant.  Although subtle, this question does have the opportunity to produce discriminatory results.  For example, if a male applicant put down another male as his point of contact, the person screening the applications might infer that the applicant is a homosexual, therefore increasing the likelihood of a non-performance based decision.  In addition, the question asking about the applicant’s ability to travel, might also have discriminatory consequences, especially towards people with disabilities or people who do not have a car.  This question is probably better stated by describing that the position requires a lot of travel, and then asking the applicant if they are able to meet the travel requirements.

In addition, most application forms usually have other common disadvantages.  Among these, is that they generally are not considered to have a high degree of validity .  This occurs for several reasons.  First, it has been proven that some of the information collected by applications, has very little correlation with job performance.   For example, information collected on past work experience is typically very general, and often offers little insight into the relevance of this work experience in proving future success in the position. In addition, application forms often lack validity, due to the unstructured fashion in which they are used.  Alternatives to application forms, including checklists and accomplishment records should be considered in an effort to increase validity.

In conclusion, it is the group’s consensus through evaluation of both the position and the current application form,  that the existing application form continue to be used as a means for collecting information and checking for the critical attribute of a college degree.  However, changes should be made to minimize the chance of charges of illegality by applicants. 

B.  Interview

According to the Performance Attributes Matrix, we recommend assessing the critical attributes of skill of working with others, skill of prioritizing and leadership ability with an interview.  The attached interview questions (Attachment 1) are designed for a 60 minute structured, screening interview in which these three attributes are assessed.  The purpose of this interview is to screen out applicants who do not possess the critical attributes being measured.  We recommend that once the applicant pool is narrowed down, a follow-up interview is performed to explore more in-depth the experience of the candidate and to attempt to sell the position to the candidate.  However, we do feel that this should not be purpose of the initial interview.

One of the common disadvantages of interviews, is that they often lack validity due to the unstructured manner in which they are performed.  Many times, interviewers are unprepared for interviews and prefer to “play it by ear”, rather than use questions prepared prior to the interview.  This can lead to non-performance based hiring.  To combat this problem, and increase validity, we suggest using the attached, standardized job-related questions, as well as using the attached scoring system and evaluation criteria to decrease the likelihood of discrimination during this process.  

The attached questions, evaluation criteria and scoring sheet offer several advantages.  The first, is that, because the questions are job-related, there is less opportunity for discrimination to occur.  Discrimination in the interview process occurs when applicants are asked questions about abstract rather than job-related traits, and when interviewers rely on gut-feeling rather than a standardized scoring process. A standardized scoring process can be done through the aid of a rating scale (Attachment 2) and evaluation criteria (Attachment 3).  This rating scale offers the advantage of clearly indicating which attributes are to be assessed during the interview and which questions should be used to assess each attribute. Finally, to increase internal consistency the attached evaluation criteria (Attachment 3), provides guidelines for the scoring of applicant answers.  We suggest that good answers are given a 5, acceptable answers a 3, and poor answers a 1.

A second advantage of the specified questions is they provide a balance of situational, behavioral and open-ended questions to assess these three attributes.  An open-ended question is one that asks applicants to expand on their job-related knowledge, skills and experience as it relates to a critical attribute.  Question 1 is an example of such a question.  Situational questions ask “what if” questions based on work situations that applicants are likely to encounter.  Examples include questions 3, 6 and 7.  Behavioral questions require candidates to call upon their past work, educational or interpersonal experiences to show how they have behaved in the past in the circumstance described.  Questions 2,4 and 5 are this type. A final advantage of structured interviews, is that are generally perceived as fair by the applicant, provided that the questions are job related.

C.  Reference Checks

Another selection tool suggested in the Performance Attributes Matrix is reference checks. We recommend evaluating the critical attributes of working with others, leadership ability, the skill of prioritizing and demonstrated initiative with a reference check.   We suggest, that the attached reference checking sheet (Attachment 4) be utilized in the reference checking process.  The reference checking form offers several advantages.  The first is that it serves as a reminder of what attributes are to be assessed using this method.  A second advantage, is that it creates a record of who provided the reference, as well as the information obtained.  Finally, it highlights any responses in the poor or problem column, suggesting that these responses should be investigated further.  The answers may sometimes be a result of a personal bias of the reference provider against the applicant, rather than a reflection of past job performance.

There are several legal considerations regarding reference checks.  The first is that employers should ask for only job-related information, and disregard any information obtained that is not job related.  This limits the opportunity for discrimination to occur in this stage of the hiring process.  Second, employers should be aware that they can be held liable for negligent hiring if they fail to check references.  

Generally, information obtained through reference checking is deemed to be accurate, provided that the information was given by a knowledgeable source and multiple reference providers are questioned.  In addition, reference checks are usually believed to be fair by job applicants, as the job-relatedness is usually readily evident.  One disadvantage of reference checks, is that their practicality is questionable.  Past employers are often reluctant to provide any more information on an employee than their dates of employment.  However, reference checkers can increase the likelihood of obtaining quality information on an applicant, if they establish a relationship of trust with the former employer before asking questions.

D. Work Sample/Performance Test

There are four attributes that we think can be best measured by work samples or performance tests: written and oral communication (measured separately), skill of working with others, and skill of prioritizing. The attributes and critical tasks of the job mold together that results to a job well performed according to the expectations of incumbents and superiors.

Work sample is a test situation in which the person being tested performs one or more practical tasks drawn from or based on the job itself.  We think that these four attributes are best measured using work samples because the work samples can represent some of the scenarios of the job that we analyzed that requires the incumbents to deal with numerous situations. In fact, they also have to confront with a diverse group of people in their everyday routine. These attributes are critical and must be measured consistently to guarantee a high quality job performance. 

This selection tool may require the examinee to perform one of the tasks in the everyday routine, or it may involve a specially designed task that requires the demonstration of a skill essential to the job. To be considered a valid measure of the applicant’s skills and/or abilities, performance tests must seek to replicate the actual job environment and conditions as closely as possible, and simulate the actual tasks of some major function of the job. 

We chose to use work sample as one of our selection tools to measure these four attributes because the work sample tests are directly job related, or posses high face validity, that is an obvious direct relationship between predictor and criterion. Since it is definitely job related, issues such as discrimination and validity can be avoided. They also meet the objections of those who claim that they can do a good job, but not “talk” a good job. Besides that, every examinee performs the same task(s) under the same conditions and is scored in exactly the same way, no matter who does the scoring. The work sample tests can be anticipated to possess validity coefficients equal to, if not greater than, those shown by the customary paper-and-pencil tests. 


Example of Work Sample/Performance Test for Each Attributes

I. Case Analysis to Test Written and Oral Communication Skills, and Skill of Prioritizing

By referring to our job description, all of the critical duties require that the incumbents possess these skills to perform well and to communicate with others who are related to their job effectively.  The accuracy of information delivered or received is vital to avoid any problems that might occur. Besides that, prioritizing is another skill that can assists incumbents to handle their job routines systematically. Therefore, we decided that any job applicants must be tested on these skills to ensure that the applicants possess them based on our expectations for future benefits.

As an example, an applicant is given material to read that describes an organizational problem, such as budgeting, and is then asked to prepare a set of recommendations about it for higher management. The problem may require financial, system, or process analysis. One advantage of this exercise is that it is quite flexible and can be tailor-made to assess general attributes, such as calculating certain rates, or specific skills including the skill to organize an operation (prioritizing). The results of this exercise can be in written report or oral presentation. In an oral presentation exercise, applicants are asked to make a short speech, more formal presentation about the case or any topics. This provides an excellent opportunity to assess a particular facet of oral communication skill-the ability to make formal or informal presentations and allows examiners to see how they use technical devices, such as projectors, to enhance the effectiveness of their communications.


II. Work Sample to Test Skill of Working with Others

The job description describes that the job that we analyzed requires the incumbent to cooperate and involve other people to accomplish a certain tasks. Due to that, we think that work sample test can best measure the skill of working with others among job applicants.

An applicant is assigned to work on a case with a group of four people in which the others are actually company workers who disguise as applicants in order to avoid bias for evaluation purposes. For example, the real job applicant is assigned a role as a leader to lead a discussion with subordinates regarding a problem of how to handle personnel issues that have arisen in the organization. They have to come up with recommendations at the end of their discussion. This exercise simulates the job of a 4-H Youth Agent as a leader that requires to work hand-in-hand with sponsors, youth leaders and community to accomplish a certain task.

E. Personality Test (Paper and Pencil Test)

In reference to our job description, we analyzed that to perform the critical tasks of the job effectively requires certain personality characteristics of applicants that lie beneath the essential attributes that we have identified earlier. There are two critical attributes of the job that we think personality of the applicants can affect job performance. The attributes are the skill of working with others and the skill to prioritize. Therefore, in order to assess the personality of applicants that relate to the attributes, we decided to assess them by using personality tests. 

Personality tests include a wide variety of instruments dealing with the diagnosis of affective aspects of individual’s behavior and character such as conscientiousness, emotional stability/adjustment, agreeableness/likability, extraversion and openness to experience/intellectance. The personality factors in job success are generally recognized. Every personnel knows that many job failures are due to deficiencies in personality. We want to recommend to 4-H organization to hire people that have the ideal personality for their jobs so that they can adjust themselves in the work environment in order to perform successfully. 

Personality inventory is one of the methods used to test personality traits. We think that the indirect self-report personality inventory is appropriate to measure traits that are relevant to skills of working with others and prioritizing. A typical inventory like this contains a large number of statements asked to each respondent, and they are asked to mark the extent to which they agree (i.e., strongly agree, agree, neutral, disagree, strongly disagree). The statements are usually taken from a variety of areas and follow one another without logical sequence. The attributes measured are not so obvious to the respondents, thus preventing them from faking. Also, comments may be given (The job must always come first. A person’s private life should never interfere with professional life), and a candidate has to state an opinion about it (strongly agree, agree, neutral, disagree, strongly disagree). The candidate’s answers are used to determine the profile of his or her personality so that we can decide if that person is suitable for the job.

By referring to our job description, it is necessary for an applicant to be conscientious to delegate responsibilities to staffs and volunteers and also when coordinating projects or activities. An incumbent has to work endlessly with different groups of people in different situations; thus he or she may need to possess emotional stability, likability and extraversion to maintain the status and image of the job. 

The advantages of personality tests cover most issues on validity, reliability, practicality, fairness and legality. Chief advantages appear to lie in good face validity, careful construction and standardization of a type making it less susceptible to faking and it forces the test user to validate it in the specific situation in which it is to be used.
5.  Decision Guide

The goal of the decision guide is to identify all applicants who meet minimum requirements while also attempting to hire as many applicants who exceed these minimum requirements.  Our decision guide will accomplish this goal.  By scoring each attribute, we will be able to summarize each candidate and this will prevent us from making a whole-sum decision instead of one based on how well the applicant can fulfill the critical KSAs.  The decision guide also eliminates hiring someone who is overall great but who is not qualified in one area.

Our decision guide will be qualitative.  It will consist of three criteria to evaluate:  unacceptable, acceptable, and desirable.  Candidates with the most desirable ratings on KSAs will be considered first for employment.  Candidates with  unacceptable ratings will not be considered for employment regardless of ratings on other attributes.  However, since we have used multiple tests for each attribute, applicants who received an acceptable or desirable rating under one test and an unacceptable rating for the same attribute under another test should be further investigated.  This is not to say that unacceptable ratings should ever be overlooked, but as an example, a reference may give an unacceptable rating because of personal bias.  It is chiefly for this reason that we have selected multiple tests for each attribute.  

The performance attribute matrix can be used as a skeleton evaluations.  For every place which contains an “x” indicating this is a tool used to evaluate the attribute, the evaluator can write an unacceptable, acceptable, or desirable rating for that candidate.  The KSAs for each test will be evaluated as the following:

Application Form:  For the college degree, desirable candidates would indicate a master’s degree in a relevant field.  Acceptable candidates would indicate a bachelor’s degree in a relevant field.  Unacceptable candidates would indicate no degree.  For written communication, desirable candidates would have no grammar or spelling errors.  An acceptable candidate would be allowed to have a few minor errors, but a large number of errors would be unacceptable.

Interview:  See attachment 2.  Good answers are desirable, acceptable answers are rated as acceptable, and poor answers are rated as unacceptable.

Reference Checking:  See attachment 4.  Good answers are desirable, indifferent answers are acceptable, and poor answers are unacceptable.

Work Sample:  A formal evaluation form for each attribute would be developed for the work sample test.  The guidelines would be as follows:  Desirable applicants would be confident and make few errors in their work sample.  Acceptable candidates may make a few mistakes because of nervousness etc, but they must present a “workable” sample that could be used in a real life situation.  Unacceptable candidates would present obvious errors in their work samples which would indicate a lack of the KSA.  For instance, in determining working with others, the applicant would be unacceptable if he/she became angry and argumentative.

Paper and Pencil:  Ratings for this test would be determined based on scores from the test.  It would be best to test current incumbents in the position in order to determine acceptable scores.  Scores for incumbents who already have acceptable levels of the KSA would be used as a baseline for applicant scores.

Conclusion

By utilizing our proposed selection system for a 4-H Cooperative Extension Agent, a high impact hiring decision will result.  Selected candidates will be competent and comfortable in their new position because they possess the necessary attributes to do the job effectively.
