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BILINGUAL SELECTIVE CERTIFICATION


	Personnel Administration Rule .08(4) provides that if a requisition is made calling for persons having specialized and job-related qualifications in addition to the general qualifications already tested by an examination, the Personnel Administrator may, subject to certain guidelines, issue a selective certification of names only of such specially qualified persons from the appropriate eligible list.  Such selective certifications have been authorized in instances in which an appointing authority can clearly document that individuals in a particular title must have the additional qualification of fluency in a language other than English in order to adequately serve the public.

	In order to receive a certification from an eligible list of those who have indicated that they possess fluency in a language other than English, the appointing authority must complete the Bilingual Selective Certification questionnaire, a copy of which is included here.  Based upon the information provided relative to the non-English speaking population served and the nature and frequency of contact with that population exercised by those in the title, a determination will be made as to whether selective certification may be issued.

	It must be noted that candidates who have indicated, at the time of the examination, that they possess special fluency in a language other than English have not been tested by HRD to evaluate such fluency.  It is the responsibility of the appointing authority to ensure that such testing is conducted for all applicants being considered for appointment from the bilingual selective certification. 

	Questions relative to the selective certification process may be addressed to Human Resources Division, Civil Service Unit at 617-727-3777.


HUMAN RESOURCES DIVISION
REQUEST FOR BILINGUAL SELECTIVE CERTIFICATION

	MUNICIPALITY:      
	[bookmark: Text2]DEPARTMENT:       

	[bookmark: Text3]POSITION TITLE      
	NO. of VACANCIES      

	[bookmark: Text5]LANGUAGE REQUIRED      
	[bookmark: Text6]TITLE CODE      



The following information is submitted in documentation of this request for bilingual selective certification.

A.	Detail the reasons why bilingual capability is needed in the context of the specific duties and responsibilities of this position.
     




B. 	Number of the client population requiring this bilingual ability:        

	Total number of the client population served:       

C.	Number of employees in this position with this bilingual ability:       

	Number of employees in other positions with this bilingual ability:       

	Total number of departmental employees:       

D.	Describe the nature and frequency of the contacts between staff members and the non-English speaking members of the population served.
     



	E.	Name of Contact Person:       

	Title:       ___________
	Telephone No.:  _____________

	
Appointing Authority Signature _______________________________________________
Title: _________________________________________
	

Date:________________________




RETURN COMPLETED QUESTIONNAIRE ACCOMPANIED BY A REQUISITION TO:
Human Resources Division
Civil Service Unit
One Ashburton Place
Boston, MA 02108-1515.
Revised 3/1/2013


