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Human Resources Department

Office of Staff Employment 
Please review the outlined step-by-step process for completing staff recruitment and selection. The total time involved in completing the process will be a collective result of the departments involved. Every effort will be made by the Employment Office to adhere to the established timelines.

	Process Step and Timelines


	Process and responsibility
	Date completed/ by whom

	Step 1

Vacant or new position identified by department 
(timeline determined by department)
	Department. Create new job description or review current job description and make necessary changes. The Employment Recruiter or Compensation Analyst can assist you. You will need a job code number to begin the next step.
	

	Step 2

PeopleSoft HCM Recruiting
(timeline determined by department)
	Department. Login to HCM, Recruiting to create a Job Opening. Once submitted, an Employment Recruiter will contact you within 24 hours to discuss to discuss the position, explain the recruitment and hiring process, discuss Affirmative Action requirements and external advertising needs. Departments are required to advertise if the position is underutilized in order to satisfy legal responsibilities.
	

	Step 3

PeopleSoft HCM approval process 
(timeline determined by signing authorities)
	University Budget Office. All job openings are reviewed and approved by university budget. All new positions are reviewed and approved by the CFO.


	

	Step 4
PeopleSoft HCM approval process 
(1 business days)
	Compensation Office. All job openings are reviewed by compensation for accurate and complete job description.
	

	Step 5
PeopleSoft HCM approval process and posting 
(1 business day)
	Employment Office. The recruiting assistant will post the position on the website. 
	

	Step 6

Recruitment and Resume Screening
(weekly)
	Employment Office. The Recruiter will ensure that all advertising is placed. Resumes will be reviewed weekly and qualified as Screened in HCM. Applicants whose credentials do not meet the stated minimum requirements on the job description will be Rejected in HCM and will not be considered for the position.
	

	Step 7
Interviewing 
(timeline determined by interviewers)
	Department and Employment Office. The hiring supervisor will schedule and conduct interviews for qualified applicants. The Recruiter can assist you in designing interview questions. 

Or the Recruiter can interview the candidates and select the top 3 to 5 candidates for department interviews. Interviews and rejection decisions are recorded in HCM.
	

	Step 8
Selection 
(timeline determined by department)
	Department. The hiring supervisor will select the top qualified candidate and discuss the decision with the Recruiter.
	

	Step 9
Clerical Testing 
(timeline determined by candidate availability)
	Employment Office. For support or clerical positions, the recruiter will contact the candidate to schedule clerical testing.
	

	Step 10
Background Checks 
(3-5 business days)
	Employment Office. The recruiter will submit a criminal background check through approved vender and contact 2-3 professional references provided by the candidate. All positions require a complete background screening with supporting documentation in order to provide legal defense during federal, state or local litigation matters and/or internal and external audits.
	

	Step 11
Salary Review 
(1 business days)
	Employment and Compensation Office. Salary recommendations are reviewed by the Recruiter in consultation with the Compensation Office regarding any internal equity concerns. 
	

	Step 12
Verbal Offer

(1 business day)
	Employment Office. Upon receipt of clear criminal history and satisfactory references (acceptable clerical test scores if necessary), the recruiter extends a formal verbal offer of employment to include salary and start date negotiation as well as schedule orientation.
	

	Step 13
Written Offer

(1 business day)
	Employment Office. The recruiter will provide the candidate a written offer letter along with a welcome, benefit information and prices, instructions regarding parking and materials for orientation. 
	

	Step 14
Supervisor notification
(1 business day)
	Employment Office. The Recruiter will send a copy of the offer letter to the hiring supervisor along with a recruitment satisfaction survey and procedures regarding orientation process.
	

	Step 15
Applicant notifications 

(3 business days)
	Employment Office. The Recruiter will prepare and distribute letters of regret for the other candidates.
	

	Step 16
Orientation and start date

(determined by new hire availability to start)
	Employment Office. Full-day orientation is hosted every Monday by Human Resources (unless holiday or low enrollment). New employee start dates will correspond with orientation dates. Appropriate paperwork will be completed, valuable information will be shared, and parking and Employee IDs are provided. It is important that the federal I-9 form is completed within 3 days of employment or the employee can be fired. 
	

	Step 17
Physicals, Health Screening and Safety training 
(1-2 business days)
	Health Services and Department of Occupational and Environmental Safety. The Recruiter will schedule appropriate staff and lab personnel for a mandatory full physical, health screening and safety training.
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