NC OFFICE OF STATE HUMAN RESOURCES
LOCAL GOVERNMENT HR SERVICES
CANDIDATE QUALIFICATIONS CERTIFICATION FORM (CQC)

AGENCY: 


DATE:  



SUBMITTED BY:



Phone Number:


E-mail:


Fax:


1. Position classification title and class specification code for which certification of qualifications is required (use a separate form for each classification title):

2. Name of candidate agency believes to be qualified based on a review of credentials.  Attach a completed, dated, signed application form, transcript (if required), and other pertinent information for each candidate.  (If there are special considerations in questionable cases which, in your opinion, result in a candidate’s ability to meet minimum qualifications, place an asterisk (*) beside that name and provide a written explanation as an attachment to this form.)

A. Applicant’s Name:  


B. Certification:  ___________________________________
C. Comments: 

 Signature:

_____________________________________  Date: _________________

*OSHR CERTFICATION OF QUALIFICATIONS IS CONTINGENT UPON AGENCY’S VERIFICATION OF CANDIDATE’S DEGREE(S) ARE FROM AN ACCREDITED COLLEGE/UNIVERSITY AND CANDIDATE POSSESSES ANY REQUIRED LICENSES, CERTIFICATIONS, REGISTRATIONS (OR ELIGIBLITY FOR REQUIRED LICENSES, CERTIFICATIONS, REGISTRATIONS IF SPECIFIED IN CLASS SPECIFICATION).

3. Attach a copy of this form to the appointment form(s) of the person you employ/promote and maintain in your official personnel files. 

4. You are responsible for verifying that candidates have required licenses, registrations, certifications, etc.

5. OSHR will designate via e-mail whether or not a candidate meets minimum

 qualifications  (excluding licenses, etc.).

Note: Once an applicant has been certified for a particular classification, that certification is valid indefinitely or until there is a change in the minimum requirements for the classification or there is a change in the applicant’s education and experience since last reviewed. 
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