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General Government Transition Pool (GGTP) – User Guide
Important: Do NOT make any changes to the GGTP eligible list, the candidate’s information on the list, or send notices to candidates directly from the list, only filter as outlined below.
The GGTP is a skills based pool available to general government, including WMS employees who have been laid off or are at risk of layoff. GGTP candidates with the skills and abilities for a position may be considered along with the certified candidates for represented positions. For non-represented positions, GGTP candidates who satisfy the competencies and other position requirements must be certified when a certified pool contains eligible candidates other than layoff or internal promotional candidates.

Overview
On December 22nd, 2008 Governor Gregoire issued a memorandum to State Agency Directors, Statewide Elected Officials, Higher Education Presidents, and Boards and Commissions indicating the following:

“In view of the deep budget reductions we are making, I ask that where possible, you hire employees that were impacted by a layoff before hiring from outside state government . . .You should not hire from outside state government until efforts to consider qualified candidates from among those affected by layoffs are exhausted.”  
Given this, employers should ensure “consideration” of those on any layoff list or in the GGTP prior to hiring outside state government when filling both represented and non-represented positions.

· Represented Positions - when there are layoff candidates available, the employer must hire the available layoff candidate if they meet the skill and ability requirements of the position.

NOTE:
While under the contract it is optional to consider the GGTP when filling represented positions, given the Governor’s letter, where possible employers are encouraged to consider these candidates that meet the skill and ability requirements of the position prior to hiring from outside state government.

· Non-Represented Positions - Employers must check the layoff lists and GGTP lists, and consider available candidates prior to hiring from outside state government.
Insight Recruiters access the GGTP Candidates
1. From My HR, click on Lists from the top level navigation and click on Eligible.
2. All of the Eligibility Lists that you have access to appear. Click on Eligible GGTP Candidates * Filter Only in the List column for the GGTP Administration exam plan.
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3. The Eligible List will appear in the table. In Select Action, click on Advanced Filter. In Select Candidate(s), click on All Candidates. Click on Go.
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4. On the next page, click on Add Filter.

5. Enter a name for your filter.

6. Use the dropdown option under Object to select Supplemental Questions. All of the GGTP filter options are entered as Supplemental Questions, except for Work Type and Shift Type which are added under the Application.

7. In the Field dropdown select the first criterion you want to filter on, typically Location. 

8. In the Operator dropdown select Equal (=) to filter on one location response or use Contains (IN) to filter on more than one location.

9. In the Value dropdown, select the location.

In this example, the filter criterion for the location is Thurston County.
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10. To add another line of criterion, click on Add Condition. 

11. Leave the AND value to be able to apply the filter for the location and the next condition. 

12. In the Object dropdown, select Supplemental Questions.

13. In the Field dropdown, select the Salary question.

Note: GGTP candidates are only eligible for the salary range in which they were laid off from or where in when notified they were at risk, or lower ranges. The candidate indicates their lowest acceptable pay range when completing the GGTP application.
14. In the Operator dropdown select Equal (=) to filter on the salary range for the position.

15. In the Value dropdown, select the salary range for the position.

16. To add another line of criterion, click on Add Condition. 

17. Leave the AND value to be able to apply the filter for the location, salary and the next condition. 
18. In the Field dropdown, select the next criterion which is a requirement for your job.

19. In the Operator dropdown, select the appropriate option.

20. In the Field dropdown, select the appropriate option.

21. Continue to Add Conditions until you have entered all of the criteria you need to filter on and then click on Save.

In this example, the advanced filter will return candidates who want to work in Thurston County, eligible for salary range 40, who have a bachelor degree in Social Sciences, AND who have experience as a Counselor or in Juvenile Rehabilitation.
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22. You will return to the Advanced Filters page, click on Apply for the filter you just created.
23. You will return to the Eligible List with the candidates filtered.

a. If no candidates meet the filters’ criterion, then you will receive a message on top of the table that reads: Filter return 0 records. All eligible candidates are redisplayed.
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24. To view the candidate’s application, click on their name. Note that limited information is entered on behalf of the candidate. 

a. Scroll down to Attachments to view their resume and their preferences, if provided.
25. Follow your agency policy to either invite the eligible GGTP candidates to apply to your Posting or you can manually add them to your Posting by going to CandidateTrack > App Entry and following the instructions.
Note: Candidates do not automatically know they have been added onto a Posting.
26. When you hire a candidate from the GGTP eligible list, please email the GGTP coordinator at LAYOFFandGGTP@des.wa.gov, include the hired candidate’s name, the job class and pay range they were hired into.
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