Minimum Qualification Review (MQR) process

All candidates who self-nominate to a 10-day posted requisition and selected by the hiring agency for consideration to be interviewed are submitted to the HR Certification Branch through the PERS MQR-Inbox for processing. The requisitions are checked for validity, logged in and assigned to an analyst in the HR Certification Branch for review of minimum requirements.

Steps for processing requisitions-10 day posting, MQRs:

· Review  MQR submissions on the requisition chosen by the hiring agency to verify number of veterans selected satisfies the requirements set forth in KRS 18A.150 (7)
· Filter requisition for any previously approved or rejected candidates
· After filter and veterans are checked an HR Certification analyst will begin the review process for minimum requirements
· Analyst will evaluate the applicant’s COS on-line application in its entirety to identify whether the applicant meets minimum requirements, i.e. education, experience or special requirements, for that particular job specification
· If the applicant has not supplied enough information to make an accurate determination, the applicant is sent an e-mail requesting more information and set at an Inconclusive status
· Inconclusive status can result from the following:  no employment dates listed, insufficient job duties listed; average hours worked per week; inconsistencies in employment history resulting in an employment verification letter; Foreign education evaluation needed or U.S transcripts required for specific job specifications
· If an applicant set at “Inconclusive” provides additional information and approval is justified, the applicant and hiring agency will be notified of the approval. 

· The hiring agency is notified upon completion of MQRs resulting in the following statement: 
· Your MQR request has been completed.  All candidates approved for interviews are identified by Approved MQ in your req folder.

Important Information

· If the number of qualified veterans submitted for MQ Review did not satisfy requirements set forth in KRS 18A.150 (7), we reviewed the balance of veteran eligibles and updated the HR status to Approved MQ for those who possess minimum qualifications.  Therefore, you may see additional names set to Approved MQ.
· Certain HR statuses are used exclusively by the Personnel Cabinet and hiring agencies are prohibited from using them:
· The HR status workflow indicating the merit hire path.  The HR status box shows a candidate's current HR status and the next available HR statuses.
· The following HR statuses are exclusive to the Personnel Cabinet and are not to be used by Career Opportunities System (COS) agency users:
· Admin Req Closure
· 6 - Approved MQ  (Note: okay to update from this status)
· 7 - Rejected MQ
· 5 - Inconclusive MQ
· QA Review Approved  (Note: okay to update from this status)
· QA Review Rejected 
· QA Review Incomplete
· Appointment Form PC Review Complete
· 
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