RECRUITMENT PROCESS 

FOR VACANT STAFF POSITIONS

1. Hiring manager should complete an “Authorization to Fill Vacant Position” Form and submit to Human Resources.  Human Resources will send a job description to be reviewed and updated.  The senior administrator will send a notification of the intent to fill the vacancy to the Planning & Budget Committee (PBC) for the PBC to determine if discussion is necessary based on the type of position to be filled (budgeted versus non-budgeted, etc.).  Human Resources will obtain senior level approval to proceed with the recruitment process.
2.
Upon approval, Human Resources will work with the hiring manager to create an advertisement for the open position. The current job description will be used in design of the position advertisement.
3.
Human Resources will post all jobs internally and place advertisements as directed.  All resumes should be mailed directly to Human Resources to be recorded and acknowledged upon receipt.  Resumes will be forwarded to the appropriate manager for review.

4.
Managers will make selections on candidates to interview and will notify Human Resources when the interviews are being scheduled.   Candidates must be scheduled to meet with Human Resources to complete an employment application and review benefits.  Human Resources will review the application for completeness and accuracy.  

5.
Upon completion of the application, the candidate can be escorted by Human Resources to the appropriate department or the designated escort can meet the candidate at Human Resources.   A copy of the application can be given to the supervisor to assist in the interview process.
6.
Managers should keep Human Resources abreast of the interview process.  When the search for a candidate has been narrowed down, professional reference checking is essential.  Reference checking must be done prior to a job offer being extended.  Managers should obtain at least 2, preferably 3, professional references.  All reference notes must be maintained and sent to Human Resources.  Human Resources will keep all notes with the application for one year.

7.
After careful consideration of all relevant data, the hiring manager should notify Human Resources with a final hiring decision.  After consultation with Human Resources, verbal offers of employment can be made by the hiring manager.  Once an offer is accepted, a written commitment letter will be sent from Human Resources with a copy to the manager.   The manager or Human Resources should verbally contact or send written notice to all interviewed candidates that the position has been filled.  
8.
All resumes/applications should be returned to Human Resources for proper retention. 
