
Hiring Procedures:
1. Hiring Manager discusses need for new hire (budget availability, reason for hire, etc.) with Dean/VP/President and receives permission to start hiring process.  Prepares written justification, campus –specific duties, and organizational charts to be attached to form. 
2. For assistance in selecting an appropriate job template, functional title and job description, and in determining appropriate salary (range), contact Devon Nixon, ext. #6730, for Faculty and CLT positions, or Gila Rohr, ext. #5436, for all HEO Series, ECP, Managerial and Classified.  The job template is connected to the rank, functional title, and job code.
a. For a New Hire – Hiring Manager fills out Full-Time Search Authorization Form (available on our website at:
 –About –Administrative Offices -Human Resources -Downloadable Forms) 
Hiring Manager Completes Section 1
· Job Code- will be identified in the job template (for assistance, contact your Recruiter identified in #2 above)
· Functional Title- (Pertains to HEO jobs only; see #2 above) 
· Payroll/ Contract Title # -Drop Down

· Payroll/Contract Title Descr –Drop Down

· Dept Assign/Charged to 
· Dept Code 

· Div/Area 
· Position Reports to Name
· Position Reports To Position # 

· Salary Range from/to 

· FLSA Exempt Non-Exempt- will be indicated in the job template 

· Indicate special Funding, if any
· Attachments – Org chart, campus specific duties (also email attachments to Devon/Gila)

Hiring Manager completes Section III
· Hiring Manager contacts CDO Victoria Ajibade at ext. # 6896 to discuss Recruitment Plan and then completes:
· Search Committee Names, EMPLID, Title, ethnicity, gender
· External/Internal Posting (currently all are external; internal option will become available in the future)
· Additional Recruitment Resources
· Hiring Manager signs and dates
b. Hiring Manager sends form to HR/Provost Office

c. HR/Provost Office will check form for accuracy/all areas completed and all attachments received.
d. HR/Provost Office forwards to assigned Position Coordinator who reserves Position number and makes modifications through workflow process.
· Position Coordinator chooses and reserves position #, changes attributes, etc.
· Budget office makes budget related changes such as chart fields, budget line, shadow system, etc.
· HR/Provost Office (Gila/Devon/ Margaret) forwards to appropriate Dean, VP or Provost for completion of                                     Section II.
e. Dean/ VP sends to Chief Diversity Officer to approve section III.
f. CDO sends to President to approve section lV.
g. President sends to Budget Office.
h. Budget returns to HR/Provost Office for recruitment.

