Human Resources & Equal Opportunity

Recruitment, Selection & Hiring Process Summary
	Department Name ______________________________________  Hiring Authority ___________________________________________________

Position Classification____________________________________ Working Title_____________________________________________________
Position Closes ________________________________________ or Open ‘til Filled


	Step
	Due Date
	Responsible

Party
	Form/Process

	# 1
	1- 3 Days
	
	Initiating a Recruitment Request  (1- 3 Days)
(Due to resignation or termination (1A) or to fill a new position (1B)

	#1A


	________

________

________

________

________
	Hiring Authority

Hiring Authority

Hiring Authority

Hiring Authority

Hiring Authority
	Resignation or Termination 

1. Reviews current position description (PD)

a. If no changes, skip “b” and proceed to “2”.

b. If edits, forward revised PD to HREO – Classification for review and classification. (Proceed to Step #1B)

2. Completes an Administrative/Staff Personnel Requisition. 

3. Routes to appropriate individuals for signature

4. Forwards signed documents to HREO - Recruitment

5. Sends electronic version of PD to HREO- Recruitment

	#1B
	________

________

________

________

________

________

________

________

________

________

________

________
	HREO-Classification

HREO-Classification

HREO-Classification

HREO-Classification

Hiring Authority

Hiring Authority

HREO-Classification

HREO-Classification

Hiring Authority

Hiring Authority

Hiring Authority

Hiring Authority


	New Position

1. Create Position Description (PD)

a. For MPP positions, HREO – Classification will develop PD

· Consults with Hiring Authority to review needs and develop PD

· Classifies PD

· Forwards classified PD to Hiring Authority and HREO-Recruitment
b. For staff positions, Hiring Authority will develop PD

· Route to HREO-Classification for review

· Classifies PD

· Forwards classified PD to Hiring Authority and HREO-Recruitment
2. Completes a Administrative/Staff Personnel Requisition

3. Route to appropriate individuals for signature

4. Forward signed documents to HREO - Recruitment

5. Send electronic version of PD to HREO - Recruitment

	# 2
	1-5 Days
	
	Initial Recruitment Planning Session

	
	________


	HREO – Recruitment & Hiring Authority


	1. Meet to plan recruitment and discuss position skills & qualifications                                                                                    Attended By: ______________________________________________________
a. Identify if recruitment will be External or Internal
b. Discuss salary range: ________________________________________
c. Discuss years of experience required:____________________________
d. Identify “related field” within education __________________________
e. Identify the need for a supplemental application form (SAF): YES/ NO
f. Determine if a Search Committee will be utilized:  YES/NO
g. Determine position close date or  “opened ‘til filled (OTF)” 

h. Discuss contract language regarding qualified internal candidates 


	# 3
	1-5 Days
	
	 Recruitment / Advertising Process

	
	________

________

________
________
________

________

________
	HREO – Recruitment 

Hiring Authority HREO – Recruitment 
HREO – Recruitment & Hiring Authority

HREO – Recruitment
Hiring Authority

HREO – Recruitment
	1. If using SAF, create for Hiring Authority to approve

a. Provides final approval of SAF 

2. Post on following web sites: 

a. CSUSM Web Site (must post for a minimum 14 days)
b. Cal Jobs (California EDD) Web Site
c. CSU Career Web Site
3. Discuss additional advertising sources:

a. Web Sites:  SignOnSD, Career Builder, JobsInHigherEd, Chronicle, HotJobs, Monster, Dice, etc.
b. Trade Journals
c. Community Colleges, Colleges/Universities
d. List Serves

4. Provides assessment, cost, posting requirements, deadlines, etc. on additional advertising sources
5. Provide decision on final advertising sources

6. Post in additional sources


	# 4
	1-5 Days
	
	 Stage Two Planning Process

	
	________

________
________

________

________
	HREO – Recruitment
Hiring Authority HREO – Recruitment
HREO – Recruitment
HREO – Recruitment
	1. Develops Applicant Rating Form (ARF)

2. If utilizing search committee: 
a. Provide names of committee members

b. Reviews and approves committee members

3. Develops interview and reference check questions
4. Develops Interview Rating Form (IRF)


	#5
	15-45 Days
	
	Application/Resume Process

	
	
	HREO – Recruitment

	1. Applications and resumes are received on-line through PeopleSoft daily
2. Hard copy applications received are date stamped and entered into the PeopleSoft system daily

	#6
	1-5 Days
	
	Screening Process

	
	________

________
________
________
________

________

________


	HREO – Recruitment
HREO – Recruitment
HREO – Recruitment
HREO – Recruitment
HREO – Recruitment
Hiring Authority  or Search Committee
Hiring Authority  or Search Committee

	1. Screens applications for minimum qualifications
2. Verifies candidate interest based on salary requirements

3. Verifies candidate’s eligibility to work due to resident status or conviction of crime

4. Electronically forwards applications of candidates that meet minimum qualifications to Hiring Authority or Search Committee
5. Forwards application rating form (ARF) to Hiring Authority or search committee (HA/SC)
6. Completes review of applications and ARF

7. Forwards ARF to HREO - Recruitment and request approval to interview selected candidates


	#7
	1- 3 Days
	
	Pre-Interviewing Process

	
	_______

________

________

________
________

________
	HREO – Recruitment
HREO – Recruitment
Hiring Authority  or Search Committee
Hiring Authority  or Search Committee
HREO – Recruitment
HREO – Recruitment
	1. Reviews ARF and selection and notifies Hiring Authority or search committee of approval to schedule interviews
2. Provides Hiring Authority or search committee with interview questions and Interview Rating Form (IRF)

3. Schedules and confirms interviews, provides candidates with directions and arranges for parking permit
4. Notifies HREO - Recruitment of interview schedule

5. Provides Hiring Authority or search committee with reference check questionnaire and  “Applicant Authorization and Release Form”
6. Notifies internal candidates if not selected for interview


	#8 
	1-5 Days
	
	Interview Process

	
	_______

________

________

________
	Hiring Authority or Search Committee 

	1. Conduct interviews using the  interview rating form (IRF)
2. Provides interviewed candidates with the “Applicant Authorization and Release Form” for completion prior to contacting references
3. Conducts reference checks using reference check questionnaire
4. Determines final selection and  provides HREO – Recruitment with justification for selection and IRF

	#9
	1-3 Days
	
	 Job Offer Process

	
	_______

________

________

________
________
________

	HREO – Recruitment
Hiring Authority
Hiring Authority

Hiring Authority

HREO – Recruitment
HREO – Recruitment

	1. Reviews selection and  notifies Hiring Authority or Search Committee to make verbal offer with salary limits 
2. Extends verbal offer to candidate

3. Notifies HREO – Recruitment of acceptance of verbal offer

4. Generates Personnel Action Notice (PAN), routes for appropriate signatures and forwards completed PAN to HREO – Recruitment

5. Sends Welcome e-mail to selected candidate

6. Prepares the formal written offer letter and sends to selected candidate along with benefits information and date for new hire orientation

	#10
	1-3 Days
	
	Payroll/Internal Notification Process

	
	________

	HREO – Recruitment

	1. Notifies all appropriate parties of new hire start date

	#11
	1 Day
	
	Orientation Process

	
	________


	HREO – Recruitment & Hiring Authority


	1. Remind Hiring Authority to submit Employee Status Pages (ESP) prior to first day of employment in order to setup the following:
a. Telephone

b. Computer Access

c. Email Account

2.  Inform Hiring Authority that a “welcome email” was sent to selected candidate  informing them of the following:
a. What identification to bring on first day of employment
b. Parking information

c. Report to HREO  on the first day of employment to sign-in

	#13
	1 Day
	
	 Post Recruitment Meeting

	
	________


	HREO – Recruitment & Hiring Authority


	1. One week after the recruitment has closed, meet with hiring authority to review how the recruitment went.  Discuss areas that were successful and areas that need improvement.  Complete the Recruitment Customer Satisfaction Questionnaire.
 


