FULL-TIME REGULAR and FULL-TIME OTHER (30 hour per week} - POSITION RECRUITMENT

Review and Approval Phase

Job Vacancy exists
or is created

IMMEDIATE
SUPERVISOR
creates or updates
job description
and recruitment
forms

IMMEDIATE
SUPERVISOR
forwards
recruitment
package to Sr.
Administrator

SR.
ADMINISTRATOR
P presents request

to ELT for
cansideration

No - SR.
ADMINISTRATOR

A

informs dept

ELT reviews

recruitment

package and
considers request

A4

SR. ADMINISTRATOR
forwards recruitment
package to HR for posting

Y

SR. ADMINISTRATOR serves
as, or appoints, Interview
Committee Chair

A 4

SR. ADMINISTRATOR, or
Committee Chair pre-
screens applications for
instructional positions

Yes — proceed with
reécruitment

¥

J

HR receives budget codes |

from Business Services

¥

HR advertises position as
“OPEN UNTIL FILLED".

External postings
reviewed after minimum
of 10 working days and 5
working days for internal

posting.

4

DIR. Of HR forms initial
screening & interview
committee. COMM.
CHAIR responsible for
any changes.

Y

DIR. of HR or CHAIR pre-
screens applications for
non-instructional
positions




FULL-TIME REGULAR and FULL-TIME OTHER (30 hour per week) - INTERVIEW PROCESS

Pre-Interview

Phase Notifies
Coordinates and Tally results of candidates of .
R Communicates
Coordinates and schedules dates committee any interview
COMMITTTEE .| andtimes for . | evaluations and | .. | demonstrations .
 schedules space B, . . P P . P scheduleto !
CHAIR for interviews interviews with schedules (teaching or hr@abtech.ed :
committee candidates for presentation) -cau
members interviews included in the
; interview
Interview Phase
A 4 Oversees . . .
Provides I interview Explains and Ensures interview
interview process and collects process identifies Hand delivers all
. .| preliminary - minimum of 3 . | documents to HR
packets for ¥ ensures i P . P .
committee members paperwork from candidates for all at conclusion of
members follows legal candidates faculty and interviews
’ standards supervisory positions

Post-Iinterview Phase

Action hased on

Position Type
¥ v
Curriculum Instructors Contacts Staff and Non-Supervisors
Contacts and Supervisors recommended
recommended . .
; candidates — informs
candidates - e,
informs them of them of Commlt.tee s 2
Committee’s v recommendation Forwards copy
recommendation | | L. copy of apti::igftions
of applications Administrator ¥
to Sr. .
Administrator [ COOt:dInEI‘tEfS
and President’s \ 4 Interviews with
Office Coordinates Sr. Administrator
interviews with
Sr.
Administrator A 4
and President Sr. Administrator makes hiring
who make hiring ¥ decision and notifies HR of
decision Sr. Administrator selected candidate
notifies HR of
selected candidate v J
HR notifies 3
finalists and
hiring
department via A 4
telephone HR extends offer of

employment, contingent
upon reference and
other checks




PART-TIME REGULAR and TIME LIMITED (non- adjunct faculty)
RECRUITMENT, INTERVIEW & SELECTION PROCESS

Job Vacancy exists
or is created

No — SR.

informs dept

ADMINISTRATOR

SR.
ADMINISTRATOR

P presents request
to ELT for
consideration

IMMEDIATE IMMEDIATE
SUPERVISOR SUPERVISOR
| creates or updates N forwards
job description "l recruitment
and recruitment package to Sr.
forms Administrator
v
ELT reviews

recruitment
package and
considers request

w -~ Yes —proceed with

recruitment

v

SR. ADMINISTRATOR, or
designee forwards
recruitment package to HR
! for posting

A

SR. ADMINISTRATOR, or
designee pre-screens
applications and selects
candidates for interview

v

SR. ADMINISTRATOR, or
designee selects interview
commitiee members and

oversees interview process

]

v

SR. ADMINISTRATOR, or

A 4

HR receives budget l
codes from Business
Services

HR advertises position as
“OPEN UNTIL FILLED”

External and internal
postings reviewed after
minimum of 5 working

days

forwards information to HR

designee completes
reference checks and

SR. ADMINISTRATOR
EXTENDS OFFER OF
EMPLOYMENT and SENDS
FORM
P-2TOHR




ADJUNCT FACULTY & CON ED INSTRUCTORS — RECRUITMENT, INTERVIEW & SELECTION PROCESS

CHAIR or
COORDINATOR of
the Department DEAN or
forwards Request DIRECTOR reviews NO — DEAN or
@ for Recruitment .| recruitment DIRECTOR informs
or is created and Vacancy "l materials and CHAIR or
Announcement to consults with SR. COORDINATOR
DEAN or ADMINISTRATOR
v DIRECTOR of the i
Department ¢
DEAN or
DIRECTOR has
identified a
qualified, YES — proceed with
previously recruitment
employed
candidate and
utilizes the Rapid-
Re-Hire process. ¥ Y
CHAIR or COORDINATOR HR receives budget codes
forwards recruitment from Business Services
package to HR for posting
Y A4
]
CHAIR or COORDINATOR pre- HR advertises position as
screens applications and “GPEN UNTIL FILLED”
selects candidates for
interview External and internal postings
' reviewed after minimum of 5
working days
v

CHAIR or COORDINATOR
selects interview committee
members and oversees
interview process

\ 4
CHAIR or COORDINATOR
~ completes reference checks
and forwards information to
HR

h

CHAIR or COORDINATOR
EXTENDS OFFER GF
EMPLOYMENT and SENDS
FORM
P-2TOHR




