[image: image1.png]


CITY OF BURBANK

MANAGEMENT SERVICES DEPARTMENT

MEMO
DATE:

January 4, 2016
TO:

Ronald Davis, General Manager-BWP 
FROM:

Brady Griffin, Human Resources Manager
SUBJECT:

ORAL INTERVIEW FOR:  POWER PLANT SHIFT SUPERVISOR

You or your authorized representative should help in the selection process by conferring with the Board before any applicant appears.  In conferring with the Board, you should inform the Board of the KNOWLEDGE, SKILLS, ABILITIES, and PERSONAL CHARACTERISTICS that are critical to successful job performance.  BY CITY MANAGER DIRECTIVE, NO REFERENCE IS TO BE MADE TO ANY BOARD MEMBER REGARDING THE QUALIFICATIONS OF A SPECIFIC CANDIDATE.  Due to time limitations, we ask that you restrict your conference with the Board to a maximum of 15 minutes.

We would like your representative to report to Human Resources located at 301 E. Olive Ave, Suite 100, on Wednesday, January 6, 2016 at 8:15 a.m.  Please call Human Resources - Recruitment at extension 5031 (AT LEAST ONE DAY PRIOR TO THE INTERVIEW) to confirm the name of the department representative who will brief the Board for this examination.  Thank you for your cooperation in this matter.
BG/rs
