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JOB DESCRIPTION

TITLE COORDINATOR, APPLICANT SCREENING
QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

Education/ Bachelor’s degree in Business, Human Resources, Education or related

Experience field. Five years experience in education administration, human
resources or business with responsibility for organizing, planning, and/or
supervising/selecting programs/personnel. Experienced in management
practices, selection and placement, school curriculum, employee and
labor relations, interpretation of legal documents and use of databases
and spreadsheets.

Language Skills Ability to read, analyze and interpret the most complex documents.
Ability to respond effectively to the most sensitive inquiries or
complaints. Ability to make effective and persuasive speeches and
presentations on controversial or complex topics to top management,
public groups and/or Board members.

Mathematical Skills  Ability to apply concepts such as fractions, percentages, ratios and
proportions to practical situations.

Certificate/License None required, Professional in Human Resources (PHR) or Senior
Professional in Human Resources (SPHR) human resource certification
preferred.

Reasoning Ability Ability to define problems, collect data, establish facts, and draw valid
conclusions. Ability to interpret an extensive variety of technical
instructions in mathematical or diagram form and deal with several
abstract and concrete variables.

Physical Demands The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is required to sit,
talk and hear; stand and walk; use hands to finger, handle, or feel; reach
with hands and arms. The employee occasionally lifts and/or moves up to
10 pounds. Specific vision ability required by this job includes close
vision, distance vision, and the ability to adjust focus. The employee
shall remain free of any alcohol or non-prescribed controlled substance in



the workplace throughout his/her employment by the District.

Work Environment ~ The work environment characteristics described here are representative

of those an employee encounters while performing the essential functions
of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. The noise
level in the work environment is usually quiet.

REPORTS TO Director of Staffing

GENERAL RESPONSIBILITIES

1. Oversees and manages the pre-screening process for all applicants, volunteer and

vendors to ensure compliance with Provisions of the Jessica Lunsford Act (Section
1012.465, Florida Statutes); District School Board of Collier County Bylaws & Policies;
and all local, regional, state and federal regulations related to criminal history and
employment screening.

2. Utilizes online resources and employment verification to ensure thorough review of

application materials during the pre-screening process.

3. Recommends and develops strategies and processes to support the background screening

process.

SPECIFIC RESPONSIBILITES

1.

Conducts initial review of completed application materials for all applicants and
performs evaluation based on four criteria: (1) application materials (including consent
form for background screening), (2) related experience, (3) academic background and
professional training and 4) references and recommendations.

Evaluates employment history against the minimum job requirements of current
opening(s); identifies any gaps in employment and/or prior history of involuntary
termination.

Reviews official transcript to verify degree earned.

Reviews issuance and expiration date of certification/licensure; utilizes online resources
to confirm the following:
a. Type of certification/license (subject area)
State of issuance
Issuance date
Expiration date
Restrictions/sanctions
Additional certification/license information
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Reviews Florida Department of Corrections offender search registry.

Reviews Florida Department of Law Enforcement Sexual Offenders and Predators
website.



10.

11.

12.
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20.

Conducts initial phone screen with current/prior supervisor (within the last two years) to
complete initial employment verification.

Conducts as necessary, initial phone screen with applicant to request additional
information regarding:

Gaps in employment

Eligibility to work in U.S.

Out-of —state certification/license history

Prior history of being released from contract, resignation to avoid termination or
disciplinary action, suspension or placement on leave with or without pay
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Responsible for review of volunteer and vendor applications and online search on
Florida Department of Corrections offender search registry and Florida Department of
Law Enforcement Sexual Offenders and Predators website.

Conducts initial phone screen of volunteer candidates, as needed.

Follow up with applicants, volunteers and/or vendors when issues arise during
application review and complies with all disclosure regulations.

Provides professional assistance in:
a. verifying convictions obtained through criminal history reports and researching
details of convictions, as necessary.
b. participating in a decision-making process regarding the suitability for
employment, volunteer service or vendor relationship.

Remains current on all local, regional, state and federal regulations related to applicant
background screening.

Develops strategies and processes aligned with the School Board of Collier County
Bylaws & Policies related to Criminal Background and Employment History Checks
(3121.01).

Assists in implementing the District’s goals and strategic commitment to ensure a safe
and secure environment for every student.

Reviews process on an on-going basis to ensure an effective system has been
implemented to identify former employees who were terminated for cause outside of the
Collier County school district.

Attends conferences and events, as relevant, to represent the District School Board of
Collier County and liaison with members of the academic, nonprofit, law enforcement
and business communities on topics related to criminal history and employment
screening.

Prepares confidential records and reports.

Maintains the confidentiality of personnel records and District related information.

Performs other duties as assigned.
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