Employment Process for County Extension
Agent/Educator/Nutrition Coordinator Positions

Note: The process noted below applies to many, but not all Wisconsin counties. The actual process used in a
county may vary depending on the specific county circumstances, its governmental structure and/or personnel
administration practices.

Vacancy occurs; Extension Education Committee
approves use of county funds to fill vacancy or funds
from grant sources are secured

Position responsibilities and qualifications identified via position description;
Salary worksheet completed to document position complexity and market issues;
Recruitment plan created

CES & UWEX review position description and recruitment
plan; Authorization to hire is granted by CES and UWEX

Position vacancy announced

| Four to six week recruitment period |

Personnel Development Specialist and Assistant Program Leader/Liaison screen all
applicant materials to identify candidates; District Director and County Department Head are
consulted as needed

Preliminary interviews conducted by District Director, Assistant
Program Leader/Liaison, County Department Head
*Usually combined with final interview for Nutrition Coordinator
positions

Final interviews conducted by Extension Education Committee
and District Director
or
Specially designated committee of the county
*Representatives of clientele groups may be invited to
participate in interviews

| New employee hired |
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