1. PREPARATION

2. APPROVAL

3. ADVERTISING

4. SELECTION

5. PAYROLL
PROCESSING

6. REPORT ISSUED

HIRING PROCESS FOR CLASSIFIED & HOURLY EMPLOYEES

Will Position the
Description Form-30

Department sends previous
& revised Form-30 to Total
Compensation section of

change? ves
Human Resources (HR).

Department is notified about the position
classification (i.e., grade and job title).

Noi J,

Department completes a Personnel Requisition & a Position
Skills Inventory. Attaches Form-30. I~ The following
individuals sign the Requisition: Principal
Investigator/Appointing Authority, Dean/Director, and the Vice-
Chancellor/Provost. Signatures indicate that the form has been
completed accurately and that the employing department is
authorized to fill the requested position.

Vice Chancellor’s Office forwards a copy of the Requisition to the
Employment Office along with the Position Skills Sheet and Form-30.
VC’s Office distributes remaining Requisition copies back to recipients.

Employment Office posts the

Employing department receives

If no applicant is selected, the department indicates reasons on

vacancy announcement on the
Employment Opportunities
“Yellow” Sheet and HR

v

Applicant Profiles and contacts
individuals for interviews. —>

Summary Sheet. Returns all applicant materials to Employment
and requests another applicant pool. Process is repeated until an
individual is chosen.

website. Application period is

Upon selecting the successful candidate,
department completes Applicant Summary
Sheet and returns it to the Employment
Office, along with Applicant Profiles.

Department schedules appointee to attend

the New Employee Information Program. | | Personal identification documents to the
program for 1-9 completion and to immediately

make an appointment for a tuberculin (TB) test.

Department informs appointee to bring

Department completes: P.A. (signed by the
Appointing Authority), Work Schedule Form (if
applicable), @ 35-week Minimum Term of
Employment Agreement (if applicable), and
attaches Form-30 (initialed by the employee).
Forms sent directly to HR.

New employee fills out
personnel & payroll forms
at the Information Program
and submits TB Test
results to HR.

HR verifies that all forms have
been received & if needed,
sends P.A. to Accounting for
encumbering. HR enters
employee data on HRMS. V-
C’s Office distributes remaining
P.A. copies to recipients.

First paycheck is issued
within the next 1-3 weeks
depending on when the
hire was processed in the
bi-weekly pay schedule.

The names of New Hires are added to the department’s Employee Roster — a report that’s updated on Thursday of eac
week and available for viewing in the PeopleSoft Report Distribution Tool.

Procedures may vary by executive area. Additional steps may be required in the event of a hiring freeze, early retirement incentive program, reduction in force, etc.
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1. PREPARATION

2. APPROVAL

3. ADVERTISING,
SEARCH &
SELECTION

4. APPOINTMENT
PROCESSING

5. REPORT ISSUED

HIRING PROCESS FOR PROFESSIONAL STAFF

Department sends previous & revised position
descriptions to its Administrative Officer (A.O.)
who will forward to Total Compensation section

A.O. notifies the department about the SAP
level, normal starting salary, and hiring range.

Will the Position
Description E change? Yes
—>
i of Human Resources (HR).
No =

Department prepares a Personnel Requisition & a Job
Advertisement. Attaches Position Description. 7 The
Requisition is signed by: Principal Investigator/Appointing -
Authority and Dean/Director. Signatures indicate that the
form has been completed accurately and that the
employing department is authorized to fill the requested

position.

Documents are forwarded to EO & D for review. If revisions are needed,
EO & D returns I~ to Appointing Authority. If approved, EO & D signs
the Requisition and forwards "~ to the Vice Chancellor’s Office for
approval. VC’s Office distributes Requisition copies back to recipients and
gives copy to HR. In addition to Requisition copy, the Appointing
Authority also gets the Position Description & job advertisement.

Department advertises the position
in the media according to

established advertising procedures | —)

and sends copy of the ad to the
Employment Office.

Following the application closing date, the
Search Committee
applicants,
finalists. Appointing Authority makes the
selection but doesn’t make an offer yet.

screens” the

“paper
identifies |

interviews, and

Appointing Authority forwards Search Package
to EO & D for review and approval. EO & D
responds back within 24 to 48 hours & returns
package to V-C’s Office for distribution. If the
salary is above the 1st quartile, the Appointing
Authority must consult with his/her A.O. The
A.O. must, in turn, confer with HR.

Appointing Authority makes offer to finalist.@ If accepted,
the Department prepares Offer & Acceptance Form (contract), | —)
and a P.A. (both forms signed only by the Appointing Authority),
attaches 3 letters of reference, a resume, and Position
Description. Position Description and contract are signed by

the appointee. 7 Folder is sent directly to HR.

Department schedules
appointee to attend the
New Employee
Information Program.

_}

New employee fills out personnel and

payroll forms at the Information Program

and submits TB Test results to HR.

_}

HR verifies that all necessary forms have been
received & if required, sends P.A. to Accounting for
encumbering of funds. HR enters employee data on
the HRMIS. V-C’s Office distributes P.A. copies to
recipients.

Department prepares “Welcome”
letter and informs appointee to
bring necessary personal documents
to the program and to immediately
make appointment for a Tuberculin
(TB) test.

First paycheck is issued
- within the next 1-3 weeks
depending on when the
hire was processed in the
bi-weekly pay schedule.

The names of New Hires are added to the department’s Employee Roster — a report that’s updated on
Thursday night each week and available for viewing in the PeopleSoft Report Distribution Tool.

Procedures may vary by executive area. Additional steps may be required in the event of a hiring freeze, early retirement incentive program, reduction in force, etc.
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