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Position:  _______________________________________________________________________

❑   Bakersfield College          ❑   Cerro Coso College          ❑   District Office          ❑   Porterville College

As a member of a screening committee for the Kern Community College District (KCCD), I understand that
I am participating in a confidential process [Title 5, California Code of Regulations, Section 53023(a)].  Any
disclosure of records or information of the evaluative process for any individual is a violation of California
Government Code Section 6254.

I understand that I may be held responsible for any unauthorized disclosure of information regarding this
search process.  All actions related to this process are subject to the laws and regulations relating to equal
and fair employment practices.  Specifically, I agree not to release information to any unauthorized person
regarding:

(1) Written applicant materials or evaluations made by committee members relating
thereto

(2) Oral discussions regarding applicants or committee members during the search
and screening process

(3) Any other information related to the screening process

Failure to maintain confidentiality could result in a violation of federal or state regulations.   Questions
regarding the screening process  shall be referred to the District/Campus Equal Opportunity/Diversity
Officer or designee.

I agree to comply with all Equal Opportunity/Diversity requirements.  I understand that the Equal
Opportunity/Diversity Officer may stop the paper screening or interviewing process at any time
based on alleged discrimination against one or more candidates.  If halted, the screening
process will not be resumed until the District/Campus Equal Opportunity/Diversity Officer has
reviewed and made appropriate recommendations to the Chancellor regarding any allegations.

Print Name

DateSignature
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Cerro Coso Community College  

Recruitment Timeline Search Calendar 
Classified 

 
 

 

Date:___________________                             First Meeting of the Screening Committee 
Time: __________________ Discussion on the following: 
Location: _______________  Timeline of Search Calendar 
  Review of online position announcement   
  Review and Develop Interview Questions 

• Review and Develop Teaching Demonstration or 
Exercise 

 Reading and Scoring application process 
 

 

Date: ___________________________             Finalize Questions/Teaching Demonstration                                                                                                                                                                                    
                                                                             or Exercise and submit to HR 
 
 
 

 

Date: ___________________________             Complete Review of Application Packets 
• Reminder:  HR reviews for minimum qualification 

prior to release 
 

 

Date: ___________________________            Meeting – Select Candidates for Interview  
                                                                                           Discussion on the following: 

• Individual Candidate Ratings 
• Format for Interviews 
• Length of Interview 
• Length of Teaching Demonstration or Exercise 
• Determine Courtesy 2nd Levels (if any) 
• Determine Dates for 2nd Levels (local applicants) 

 
 

 
Date: ___________________________            Interviews  
 
Time:  ___________________________ 
 
Location:  ________________________ 
 
2nd Level Interview Date: _______________________ 
 
 
 
 

Date: ___________________________             Reference Check Reports  
                                                                             
 

 

















Cerro Coso Community College 
Human Resources 

ROLES & RESPONSIBILITES OF THE SCREENING COMMITTEE 

GOAL:  Selection of the qualified applicant who best meets the needs of the District. 

Schedule 

• Screening dates 
• Meeting date(s) to select applicants for interview 
• Interview dates 
• Reference checking, if applicable 
• Meeting date to recommend finalists (could follow last interview) 

Develop job-Related Questions 

• Review position requirements/responsibilities 
• Decide what you want to know, why you want to know it and what would constitute 

an acceptable response 
• Have a variety of questions-basic information/knowledge, situational, how-to, etc. 
• Incorporate diversity inquires throughout the questions and/or include a specific 

question regarding diversity 
• Determine whether to include a demonstration and/or a written exercise 
• Develop interview evaluation form 

Screen Applications 

• Be consistent 
• Use screening as a guide to select interviews 

Interview 

• Be clear and consistent 
• Ask only job-related follow-up questions that focus on the intent of the question or 

appropriate information in the initial response 
• Use interview and screening information to select finalists 
• Do not discuss candidates between interviews 

Determine Finalist 

• Consider all information about the candidates 
• Check references 

Maintain confidential throughout the process and after.  DO NOT share personal opinions of applicants 
and candidates with the Committee. 
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EMPLOYMENT INQUIRIES
WHAT CAN EMPLOYERS ASK APPLICANTS AND EMPLOYEES?

The Department of Fair Employment and Housing has developed this guide to provide employers with
guidance relating to inquiries that can be made to applicants and employees.

The California Fair Employment and Housing Act (FEHA) prohibits any non-job-related inquiries of applicants
or employees, either verbally or through the use of an application form, that express, directly or indirectly a
limitation, specification or discrimination as to race, religious creed, color, national origin, ancestry, physical
disability, mental disability, medical condition, marital status, sex, age, or sexual orientation, or any intent to 
make such a limitation, specification, or discrimination.

The regulations of Fair Employment and Housing Commission indicate that inquiries that, directly or indirectly,
identify an individual on a basis enumerated in the Act are unlawful.  However, it is not unlawful for an
employer to collect applicant flow data and other record keeping data for statistical purposes.   Misuse of this
data constitutes a violation of the Fair Employment and Housing Act.

APPLICANTS

The FEHA also prohibits an employer from requiring any medical or psychological examination or inquiry of
any applicant or to make any inquiry whether an applicant has a mental or physical disability or medical
condition.  It is also unlawful to make an inquiry regarding the nature and severity of a mental or physical
disability or medical condition.  However, an employer may inquire into the ability of an applicant to perform
job-related functions and may respond to an applicant’s request for reasonable accommodation.

Once an employment offer has been made to an applicant, but prior to the commencement of employment
duties, an employer may require a medical or psychological examination provided that:

•  the examination or inquiry is job-related and consistent with business necessity and;
•  that all entering employees in the same job classification are subject to the same examination or

inquiry.

EMPLOYEES

An employer may not require any medical or psychological examination or make any inquiry of an employee,
or inquire whether an employee has a mental or physical disability or medical condition or inquire into the
severity of the disability or condition.

However, an employer may require any medical or psychological examination or make inquiries that it can
show are job-related and consistent with business necessity.  An employer may conduct voluntary medical
examinations, including medical histories, which are part of an employee health program available to the
employee at the work site.

The Employment Inquiries table is a guide and is not intended to be an exhaustive list of all acceptable and
unacceptable inquiries.  Those questions considered unacceptable are likely to limit the employment
opportunities of persons protected by the Fair Employment and Housing Act.

California Department of Fair Employment & Housing
Fact Sheet
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EMPLOYMENT INQUIRIES

ACCEPTABLE SUBJECT UNACCEPTABLE

Name NAME •  Maiden name
Place of residence RESIDENCE •  Questions regarding owning or

renting.
Statements that hire is subject to
verification that applicants meet legal age
requirements.

AGE •  Age
•  Birth date
•  Date of attendance/completion of

school
•  Questions which tend to identify

applicants over 40
Statements/inquiries regarding verification
of legal right to work in the United States.

BIRTHPLACE,
CITIZENSHIP

•  Birthplace of applicant or applicant’s
parents, spouse or other relatives.

•  Requirements that applicant produce
naturalization or alien card prior too
employment.

Languages applicant reads, speaks or
writes if use of language other than
English is relevant to the job for which
applicant is applying.

NATIONAL ORIGIN •  Questions as to nationality, lineage,
ancestry, national origin, descent or
parentage of applicant, applicant’s
spouse, parent or relative.

Statement by employer of regular days,
hours, or shifts to be worked.

RELIGION •  Questions regarding applicant’s
religion.

•  Religious days observed.
Name and address of parent or guardian
if applicant is a minor.

Statement of company policy regarding
work assignment of employees who are
related.

SEX,
MARITAL STATUS,

FAMILY

•  Questions to indicate applicant’s sex,
marital status, number/ages of
children or dependents.

•  Questions regarding pregnancy, child
birth, or birth control

•  Name/address of relative, spouse or
children of adult applicant.

RACE, COLOR,
SEXUAL ORIENTATION

•  Questions to applicant’s race, color,
or sexual orientation.

•  Questions regarding applicant’s
complexion, color of eyes, hair or
sexual orientation.

CREDIT REPORT •  Any report which would indicate
information which is otherwise illegal
to ask, e.g , marital status, age,
residency, etc.

Statement that a photograph may be
required after employment.

PHYSICAL
DESCRIPTION,

PHOTOGRAPHS,
FINGERPRINTS

•  Questions as to applicant’s
height/weight.

•  Requiring applicant to affix a
photograph to application or submit
one at his/her option.

•  Require a photograph after interview
but before employment.

Employer may inquire if applicant can
perform job-related functions.

Statement that employment offer may be
made contingent upon passing a job-
related mental/physical examination.

MENTAL/PHYSICAL
DISABILITY,

MENTAL CONDITION
(APPLICANTS)

•  Any inquiry into the applicant’s
general health, medical condition, or
mental/physical disability.

•  Requiring a psychological/medical
examination of any applicant.
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A medical/psychological examination/
inquiry may be made as long as the
examination/inquiry is job-related and
consistent with business necessity and all
applicants for the same job classification
are subject to the same
examination/inquiry.

MENTAL/PHYSICAL
DISABILITY,

MEDICAL CONDITION
(POST- OFFER/PRE-

EMPLOYMENT)

•  Any inquiry into the applicant’s
general health, medical condition, or
physical/mental disability, if not job-
related and consistent with business
necessity.

A medical/psychological
examination/inquiry may be made as long
as the examination is job-related and
consistent with business necessity.

MENTAL/PHYSICAL
DISABILITY,

MEDICAL CONDITION
(EMPLOYEES)

•  Any inquiry into the employee’s
general health, medical condition, or
mental/physical disability, if not job-
related and consistent with business
necessity.

Job-related questions about convictions,
except those convictions which have been
sealed, or expunged, or statutorily
eradicated.

ARREST,
CRIMINAL RECORD

•  General questions regarding arrest
record.

Questions regarding relevant skills
acquired during U.S. military service.

MILITARY SERVICE •  General questions regarding military
service such as dates/type of
discharge.

•  Questions regarding service in a
foreign military.

Requesting lists of job-related
organizations, clubs or professional
societies omitting indications of protected
bases.

ORGANIZATIONS,
ACTIVITIES

•  General questions regarding
organizations, clubs, societies and
lodges.

Name of persons willing to provide
professional and/or character references
for applicant.

REFERENCES •  Questions of applicant’s former
employers or acquaintances which
elicit information specifying
applicant’s race, etc.

Name and address of person to be
notified in case of accident or emergency.

NOTICE IN CASE OF
EMERGENCY

•  Name, address, and relationship of
relative to be notified in case of
accident or emergency.

NOTE:  Any inquiry, even though neutral on its face, which has an adverse impact on persons on a basis
enumerated in the Fair Employment and Housing Act, is permissible only if it is sufficiently related to an
essential job function to warrant its use.

This publication can be made available in Braille, large print, computer disk, and tape cassette.

STATE OF CALIFORNIA
DEPARTMENT OF FAIR EMPLOYMENT & HOUSING
2218 Kausen Drive, Suite 100
Elk Grove, CA, 95758 DFEH-161 (8/01)

For more information, contact the Department
toll free at: (800) 884-1684

TTY Number: (800) 700-2320

or visit our Web site at: www.dfeh.ca.gov

http://www.dfeh.ca.gov/










KERN COMMUNITY COLLEGE DISTRICT
_______________________________________________________________________________

______________________________________________________________________________________________
Educational Advisor / Classified / Range 46.5
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CLASS TITLE: EDUCATIONAL ADVISOR

BASIC FUNCTION:

Under the direction of an assigned supervisor, serve as a paraprofessional counselor advising
students in areas related to academic careers including certificate, graduation, transfer and major
requirements; advise students on various careers and on the requirements necessary for achieving
career goals.

REPRESENTATIVE DUTIES:

Serve as a paraprofessional counselor advising students in areas related to academic careers; assist
students with establishing academic goals and selecting courses to meet their goals; utilize test scores
to discuss appropriate class levels; communicate with students in person, on the telephone and on-
line. E

Provide initial assessment of transcripts from other institutions; receive and forward transcripts to
admissions and records office. E

Provide guidance relating to complaint and discrimination policies. E

Refer students in need of special services or outside counseling or testing services. E

Assist students with career searches; provide referrals to various print and computerized resources. E

Assist students with completion of various forms necessary to meet educational goals. E

Make appropriate changes in student database based on counseling appointments and student
contact. E

Advise students on a variety of student services programs covering the overall matriculation process
for students attending classes at a District site; refer students as necessary to specialists; maintain
caseload of new and continuing students. E

Participate in community outreach programs. E

Assist students in achieving transfer goals including completion of university applications and
utilizing various resources to acquire information regarding university requirements; maintain
current knowledge of university systems as well as independent colleges. E

Score various personality and interest inventory tests for campus counselors and instructors; assure
current career counseling testing software is installed. E

Update various handouts and forms as necessary. E
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Provide advising support for assigned programs such as health career, EOP&S, financial aid and
others as assigned by the position. E

Participate in various graduation preparation activities; request formal graduation evaluation and
review evaluations with students; assure completion of appropriate graduation forms. E

Maintain budgets for assigned activities at a site as assigned.

Make presentation to students, faculty and community; participate in conferences and off-campus
meetings related to assigned areas.

Conduct career center, EOP&S or other orientations for new and continuing students as assigned.

Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
College policies, procedures and resources.
Program and degree requirements.
Laws, rules and regulations related to assigned activities.
Student services programs.
Operation of a computer and assigned software.
Distance education modalities.
Career and personality tests available to students as a resource tool.
Interpersonal skills including tact patience and courtesy.
Record-keeping techniques.
Oral and written communication skills.
Counseling/advising techniques.

ABILITY TO:
Serve as a paraprofessional counselor advising students in areas related to academic careers
including certificate, graduation, transfer and major requirements.
Advise students on various careers and advise students on the requirements necessary for achieving
career goals.
Interpret and explain college policies and procedures to students, faculty and the community.
Establish and maintain cooperative and effective working relationships with others.
Meet schedules and time lines.
Operate a computer and other office equipment.
Prepare and maintain records and reports.
Proctor and score a variety of tests.
Communicate effectively both orally and in writing.
Work independently with little direction.
Analyze situations accurately and adopt an effective course of action.
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EDUCATION AND EXPERIENCE:

Any combination equivalent to: Bachelor=s degree and one year experience in a student services or
related function.

LICENSES AND OTHER REQUIREMENTS:

Possession of, or ability to obtain, a valid California driver=s license.

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:
Incorporated within one or more of the previously mentioned essential functions of this job
description are essential physical requirements.  The chart below indicates the percentage of time
spent on each of the following essential physical requirements.

1. Seldom = Less than 25 percent 3. Often = 51-75 percent
2. Occasional = 25-50 percent 4. Very Frequent = 76 percent and above

  4    a. Ability to work at a desk, conference table or in meetings of various configurations.
  1    b. Ability to stand for extended periods of time.
  4    c. Ability to sit for extended periods of time.
  4    d. Ability to see for purposes of reading printed matter.
  4    e. Ability to hear and understand speech at normal levels.
  4    f. Ability to communicate so others will be able to clearly understand a normal

conversation.
  1    g. Ability to bend and twist.
  1    h. Ability to lift   10    lbs.
  1    i. Ability to carry   10    lbs.
  3    j. Ability to operate office equipment.
  1    k. Ability to reach in all directions.

This job description is intended to describe the general nature and level of work being performed.
 It is not intended to be construed as an exhaustive list of all responsibilities, duties and skills
required of individuals so classified. 









Cerro Coso College 

Application Packet Review Instructions 

 
Enclosed are the following materials: 

1. Position Announcement and Job Description 

2. Application Packet Rating Tabulation Sheet—Please place your individual ratings 
on this form and give to Human Resources either in person; or e-mail 
(kathryn.tankersley@cerrocoso.edu) (rhess@cerrocoso.edu) before the committee 
decides who to invite to the interview. 

Human Resources will prepare a spreadsheet in descending order based on rating 
scores. 

Note: In the upper right-hand corner of the Application Packet Rating Tabulation Sheet 
is a Number (concealing your identity).  This number will represent you on the 
tally spreadsheet—Please Make Note of that Number. 

mailto:kathryn.tankersley@cerrocoso.edu
mailto:rhess@cerrocoso.edu


Recommend Highly 4
Recommend 3
Recommended with Reservation 1
Not Recommended 0
(The number two is purposely omitted to define separation from applicant you definitely want to interview versus the applicant with some reservation)

RatingApplicant Name Education Experience NotesInterview
Meets Minimum 
Qualifications

Application Screening Form



Cerro Coso Community College       Number______ 
Office of Human Resources 

 
 

Cerro Coso Community College  
Application Review Rating Tabulation 

 
 

Applicant 
 

 
Rating 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 
 
4 = Recommend Highly 
3 = Recommend 
1 = Recommend with Reservation 
0 = Not Recommended 
 
(The number two is purposely omitted to define separation from applicant you definitely want to interview versus the 
applicant with some reservation) 
 



Cerro Coso Community College

Office of Human Resources

#1 #2 #3 #4 #5 #6 #7 Total
3 3 3 4 3 3 1 20
4 4 0 4 1 0 4 17
3 3 4 3 3 0 1 17
0 0 4 4 1 4 3 16
1 1 3 0 3 1 0 9
1 3 1 0 3 0 1 9
1 0 1 1 0 1 0 4

4 = Recommend Highly
3 = Recommend
1 = Recommend with Reservation
0 = Not Recommended

  Composite Of Rating Tabulation from Applications

Applicant Screening Committee Member

Applicant's Name

(The number two is purposely omitted to define separation from applicant you definitely want to interview)

Applicant's Name
Applicant's Name
Applicant's Name
Applicant's Name
Applicant's Name
Applicant's Name



CANDIDATE:   
CERRO COSO COMMUNITY COLLEGE 

EDUCATIONAL ADVISOR – KRV/CAL CITY CORRECTIONAL FACILITY 
SAMPLE INTERVIEW QUESTIONS & ASSIGNMENT 

Committee  
Member 

   Questions   Comments 

 
 1. Please review your training and work 

experiences as it relates to an educational 
setting. Describe any of your own experiences 
that you feel will assist you in your role as an 
Educational Advisor. 

 
 

 

 

 2. What attracts you to a position of advising 
community college students? What qualities do 
you possess that would aid you in this position? 

 
 

 

 

 3. What opportunities and challenges does a 
culturally diverse population present to an 
advisor? How do you go about meeting the 
unique needs of these students, staff, and 
faculty? 

 
 

 

 4. As an Educational Advisor, you will be frequently 
meeting with students to outline their 
educational path. This may include various 
options including transfer, school to career, or 
advanced degrees. What is your philosophy and 
approach to advising students? What specific 
resources would you use in your advising of 
students? 

 

 

 5. Here are six cards that represent typical job tasks 
for an Educational Advisor. Please look them 
over, put them in the order you would complete 
them, and explain your reasoning to us. 
 

 



• A new student has an appointment in 15 
minutes to discuss their first semester 
schedule. Classes start in two weeks. 

• You need to respond to correspondence from 
incarcerated students who have questions 
about their classes.  

• A student shows up in your office in crisis. 
She is really upset about how she is doing in 
her classes and wants to drop out of school. 

• You have a student who you need to call that 
needs a hold lifted so they can register for 
class. 

• You are scheduled to attend an outreach 
event in the afternoon and need to prepare. 

• You need to prepare abbreviated education 
plans for 25 students at the prison. You are 
scheduled to go there next week. 

 6. How do you approach working with a student 
who is experiencing academic challenges?  

 

 

 7. What do you consider to be your preferred work 
style? Are you more independent and/or 
collaborative? Give us an example that illustrates 
your style. 
 

 

 8. Please describe a particularly challenging student 
situation that you have encountered. How did 
you resolve it?  What did you learn from it? 

 
 

 

 9. In the position of an Educational Advisor, how 
can you help increase student success, retention, 
and completion? 
 

 

 10. Do you have any questions for us?  

 
 

 
 
 
 
 



 
Educational Advisor – KRV 

 
 

Candidate Name:___________________________________________________________ 
 
Directions:  You will have 15 minutes to complete this timed assignment.  Please print out 4 
copies at the end of the timed assignment. 
 
The Kern River Valley (KRV) site serves Lake Isabella as well as a number of other surrounding 
communities. In addition, the Advisor in this position will serve students at the California City 
Correctional Facility.  
 
The Counseling department at Cerro Coso provides assessment, orientation, counseling, and 
other services to the community to support the College’s outreach efforts and to maintain and 
increase enrollment. In order to conduct outreach and maintain effective collaboration with 
community members, you will need to develop relationships with other educational partners 
such as local high schools and correctional facilities.  
 
Please craft an email that you would send to the Director of Counseling that outlines your ideas 
for establishing and maintaining a cooperative relationship with other community partners and 
your thoughts and ideas about targeted outreach activities within the KRV community and at 
the prisons. 
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