Staff Hiring Process

Position Management
Search Waiver Develop position description
(1)
2
P -
o
<
-+
=}
<C
2 Complete_ waiver . )
= form, if needed Proceed with Posting
T Normal search BP
(2)
A
S
-+
©
£
o
S
o
o
(&)
E=
=
o
<
'©
=
(@)
=
=
©
O
wn
\ 4
o Initiate action to Route to OSP/
< »| submit position in »| Executive Approver/
< People Admin AA/EEO
O
5 2
§ £
s 5
(&)
4 v
e
=
?
0] Approval
A pp
c
©
=
=
T
Notes:
Legend: | 1. Additional information: https://www.uidaho.edu/human-resources/classification-and-

compensation/job-descriptions

2. Due to the U of | hiring moratorium, all newly created positions need a hiring waiver,
Document/ Process unless the position is fully funded by a grant or unrestricted gift fund.

Form

/ Training /

FILENAME

Staff Hiring BP

DRAWN BY

Brooke Dahmen

REVISED

11/15/2022



https://www.uidaho.edu/human-resources/classification-and-compensation/job-descriptions
https://www.uidaho.edu/human-resources/classification-and-compensation/job-descriptions
https://www.uidaho.edu/engr/services/finance/employee-resources
https://www.uidaho.edu/engr/services/finance/employee-resources
https://forms.office.com/Pages/ResponsePage.aspx?id=Y2u8fpJXGUqyCwS4JgSIU8wgEFrYhyNOn_qCDVlL5jNUMUc4QzExUUgyOEoyNVFPMFQ0NkwwUUVEVi4u&wdLOR=c360B96C9-95DC-46C3-93B1-31E3520C616E
https://forms.office.com/Pages/ResponsePage.aspx?id=Y2u8fpJXGUqyCwS4JgSIU8wgEFrYhyNOn_qCDVlL5jNUMUc4QzExUUgyOEoyNVFPMFQ0NkwwUUVEVi4u&wdLOR=c360B96C9-95DC-46C3-93B1-31E3520C616E

Staff Hiring Process

Posting

Identify Search Committee
and Chair

Y

Identify Hiring Timeline Approve gdvertising
(posting closing date) options

| A

Hiring Authority

Create sample interview
questions and identify required Advertising options ,
applicant documents (Sample email) Prepare screening forms

Admin Coordinator

Search Chair

Finalize interview See Hiring page (pg
questions 3) of Staff Hiring BP

Search Committee

Initiate action to
submit posting in »| Route to AA/EEO/HR
People Admin

Set up search
committee meeting

V.V

AAC

Approve

Human Resources

Notes:

Legend: |

Document/ Process
Form

\/\ FILENAME

Staff Hiring BP
/ Training / DRAWN BY REVISED
11/15/2022

Brooke Dahmen



https://www.uidaho.edu/engr/services/finance/employee-resources
https://www.uidaho.edu/engr/services/finance/employee-resources
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/hiring-timeline.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/hiring-timeline.pdf
https://vandalweb.uidaho.edu/PROD/twbkwbis.P_GenMenu?name=bmenu.P_MainMnu
https://vandalweb.uidaho.edu/PROD/twbkwbis.P_GenMenu?name=bmenu.P_MainMnu
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring---sample-first-interview-questions.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring---sample-first-interview-questions.pdf
https://sitecore.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/advertising-sample-email
https://sitecore.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/advertising-sample-email
https://www.uidaho.edu/engr/services/finance/employee-resources
https://www.uidaho.edu/engr/services/finance/employee-resources
https://vandalweb.uidaho.edu/PROD/twbkwbis.P_GenMenu?name=bmenu.P_MainMnu
https://vandalweb.uidaho.edu/PROD/twbkwbis.P_GenMenu?name=bmenu.P_MainMnu

Staff Hiring Process

Hiring
()
o
= Complete interviews
g Review Application and strength and
[o) Materials and complete weaknesses
g screening form included on
o screening form
@©
(o)) A
o
S
o
-+
©
= ) ) Submits CBC
= Schedule interviews
8 and make travel
o arrangements
£ A
g
3 A
Y
) . y
Compile screening form \
information into Continued information
justification notes for compiled from strength Provide Hiring
interviews and submit and weakness to »| Reference Checks > Proposal Information
= (1) justification notes for
_ccc hire
O Search by
§ Waiver
8 \ 4
o
Notification of Reviews and
Approval provides
documentation
A
= v
S
<
5 Submits all
= ) Recommends hire - Approved to make
o documentation > Negotiations | contingent offer
=
\ 4 \ 4 A 4 \ 4 Y
Recommend for i -
: C Submits - || Hiring Proposal Draft Offer Letter | | Approved to make
First Interview Recommendation and Contract final offer
Traditional
(@)
< Search A
< \ 4
Move to AAEEO Submit EPAE
(Request Interview) uomi
8 v
8 A4
=
o
g Approval and
oo target salary — Submits CBC
% determination
e
>
T
Legend: | Notes:
1. ACC will use justification notes to get approval in People Admin, so please be
thorough as in sample.
Document/ Process
Form
FILENAME
Staff Hiring BP
DRAWN BY REVISED
Brooke Dahmen 11/15/2022



https://www.uidaho.edu/engr/services/finance/employee-resources
https://www.uidaho.edu/engr/services/finance/employee-resources
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring---sample-justification-notes.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring---sample-justification-notes.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring----telephone-reference-check.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring----telephone-reference-check.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/hiring-proposal-information.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/hiring-proposal-information.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring---sample-first-interview-questions.pdf
https://www.uidaho.edu/-/media/UIdaho-Responsive/Files/engr/services/finance/Hiring---sample-first-interview-questions.pdf

	Staff Hiring BP.vsdx
	Position Management
	Posting
	Hiring


