Recruitment and Selection Checklist

Work closely with HR at all stages of the recruitment process.

Pre-recruitment:

 FORMCHECKBOX 
   Perform a job analysis that identifies the major job duties and essential functions of your position.  

 FORMCHECKBOX 
    Review, create, modify, and/or update the position description to accurately the duties and responsibilities of the position to be filled.  Secure assistance from Classification Analyst in Human Resources, if required.
 FORMCHECKBOX 
   Submit Request to Recruit New Position for approval to the Chancellor’s Office and Budget Officer or Request to Recruit Vacant Position for approval to the VC/Provost’s Office and the Budget Officer with funding source and amount clearly identified.
 FORMCHECKBOX 
   Submit requisition in the Online Employment System with the following attachments:  Position Description, current Organizational Chart, Request to Post Form, ADA Checklist and ad copy, if relevant. 
 FORMCHECKBOX 
   Develop proactive, strategic outreach/recruitment plan to attract a diverse applicant pool.   Consult with Academic Affairs when advertising faculty position and with Human Resources when advertising EPA Non-Teaching or SPA positions.  
Prior to vacancy announcement closing date:
 FORMCHECKBOX 
  Search Chair /Hiring Official contacts EEO Coordinator within 14 days of posting position.   
 FORMCHECKBOX 
  EEO Coordinator reviews Position Description, EEO/AA requirements, the role of committee members, and provides tools/forms for the Search Committee to use during the evaluation process of the applicant pool.  Search Chair is charged with primary responsibility of communicating with EEO Coordinator during the search process. 
 FORMCHECKBOX 
   Prior to the review of applications beginning, the Search Committee Chair and Committee establish objective, quantifiable scoring or ranking process which clearly define candidates into the following categories:  Not Qualified, Minimally Qualified and Most Qualified.   
 FORMCHECKBOX 
   Search Committee Chair and Committee craft Behavioral Based Questions (for telephone and/or on campus interviews) based on the position description (Minimum Education and Experience Requirements, Management Preferences as well as the Knowledge, Skills and Abilities required to perform the job).   The questions will be applied consistently during the interview process as all interviewees will be asked the same questions.  
 FORMCHECKBOX 
  Search Committee Chair and Committee develop uniform Interview Evaluation Forms to score during telephone and campus interviews based on the Behavioral Based Questions that they develop.  
 FORMCHECKBOX 
   Once the Search Committee has fully evaluated the applicant pool, the Search Chair submits the entire committee’s scoring or ranking process (one example is a matrix) as well as the proposed telephone and campus interview questions and proposed interview evaluation forms to be approved by the EEO Coordinator.   

After receiving approval of pool from EEO Coordinator:
 FORMCHECKBOX 
   Search Committee proceeds with telephone interviews of their short list of Most Qualified Candidates.  At the conclusion of each telephone interview, each committee member completes an Interview Evaluation Form.   All Interview Evaluation Forms are tallied at the end of the telephone interview process.   

 FORMCHECKBOX 
  The Search Committee invites the applicants with the highest scores (no less than two candidates) to campus.   The Search Chair documents any candidates who withdraw or who may decline campus interviews due to salary or other reasons.
 FORMCHECKBOX 
   Prior to the candidates coming to campus, the Search Chair / Hiring Official secures Reference Checks from no less than two direct supervisors or business associates (candidates may request that committee wait to contact current employer).  
 FORMCHECKBOX 
   Search Committee proceeds with on campus interviews with final candidates.  The Hiring Official / Search Chair secure the signatures of the candidates on EPA or SPA Application and on the Background Check Forms.    Envelopes are provided to the applicant so that can insert the documents in the envelopes and seal them immediately thereafter to protect their confidential information. 
 FORMCHECKBOX 
  Search Committee makes selection and communicates to Hiring Official who the top candidate is with the name of alternate candidate should the top candidate decline.  The Final Reference Checks are completed.
After making a final selection:
 FORMCHECKBOX 
    The Hiring Official contacts the EEO Coordinator to make a recommendation to hire.
 FORMCHECKBOX 
    The HR Consultants for Employment and Classification will gather the necessary information from the Hiring Official to complete the hiring process:

Classification:  Career Banding Salary Worksheet, Applicant Assessment Forms, Documentation for Salary Analyses for EPA positions
Employment/EEO Coordinator:  All information related to Reference Checks, Background Check Forms, signed Applications, interview questions, notes, evaluative criteria (matrix, interview evaluation forms)

 FORMCHECKBOX 
  Upon salary budget approval and the completion of the background check process, an Appointment Letter shall be issued to EPA Non Teaching new hires / promotions / transfers / reassignments; a Faculty Contract shall be issued to EPA Faculty new hires / promotions / transfers / reassignment; and a Letter shall be issued to SPA Staff new hires / promotions / transfers / reassignment
 FORMCHECKBOX 
   Within 7 days of the offer acceptance, the Search Chair /Hiring Official contact the EEO Coordinator to discuss the closing of the Posting in the Online Employment System, if this has not been done already.  
 FORMCHECKBOX 
    IMPORTANT:   Hiring Official retains a file with the original copies of all documentation related to the search for three years from the date of the candidate’s hire.   Each Hiring Official has a secure, centralized location within their department/division for recruitment files.  
Note:  Reference Check Forms and Background Check Forms are not retained in departmental recruitment files as these contain confidential employee information.   These should be forwarded to Human Resources.  

In the event that a hiring decision is challenged, Hiring Officials will be required to produce their documentation to assist in the defense of the university.  
