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BEFORE THE POSITION IS POSTED
Approval may come via the annual staffing
process through the Dean’s Office - or-
through submitting a Footprints request for
Gain positions that were not approved through
Approval for | the annual staffing process (staff positions,
Hire “bridge” positions/Group IV, refilling
vacancies caused by resignations,
retirements, terminations, etc).
Update Job | Contact the HR Liaison to request the most
Documentati | recent job documentation. Updated
on as documentation will be needed if the
Necessary current documentation is older than 3
(Staff years, or if there are going to be changes to
Positions) the essential functions of the position.
Comblete Complete a new requisition in
.p. . PeopleAdmin. Be sure to include updated
Requisition . . . . See pages 1-
job documentation with the requisition. It
In People “ , 14
. can be attached under the “Posting
Admin ” . L
Documents” section in the requisition.
send to The HR Liaison will review and send to the
" . Provost’s Office for their review and return
Planning to the HR Liaison upon approval for postin
Unit” for pon app P &
roval. .
approva The HR Liaison will review the requisition
and may provide suggestions in regards to
(The HR ;
L . the recruitment plan, how we word
Liaison will e o . .
. qualifications, and screening questions that
receive the .
- may be utilized.
requisition
once th
¢ ,e The HR Liaison will forward the request on
Provost’s L Lo
. to Compensation if a review is needed -or -
Office .. . .
the HR Liaison will then post the position on
approves)

the OHIO jobs website, LinkedIn, Twitter,
Higheredjobs.com, ChioMeansJobs, and
Workforce WV.




OHIO

UNIVERSITY College of Arts and Sciences
Hiring Procedures Checklist and Guide
August 2014

POSITION IS POSTED

The hiring manager should coordinate
any advertising specified in the
recruitment plan outside of the sites
identified by HR (LinkedIn, Twitter,
Higheredjobs.com, OhioMeansJobs,
Workforce WV)

D Place Targeted
Advertisements

*In general, postings should be at least
15 days in duration.

POSTING CLOSES — APPLICANT REVIEW/SELECTION BEGINS

The hiring manager/search committee
should begin screening applicants based
upon the minimum and preferred
qualifications stated in the job posting.
Prescreening activities may include: 1 or
D Applicants are more individuals ranking applicants based

Pre-Screened upon qualifications; telephone
interviews, Skype interviews, e-
interviews, etc.

There may be several layers of “pre-

screening” activities that take place
before a FINAL interview pool is selected.
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After the FINAL pool of candidates is
selected via pre-screening activities, the

Complete hiring manager should update each
“pre—Interview | applicant’s status in PeopleAdmin and

Candidate complete the Pre-Interview Candidate

Selection Selection Form in the PeopleAdmin
Form”; Requisition.

[] Update For Group | faculty positions, the HR See Pages 15-

Applicant Liaison will present the final interview i

Status’; pool and appropriate documentation to

the Dean for approval.
Submit Final
Interview Pool | After the pool has been approved by the
to Planning Unit | HR Liaison and the Dean {if applicable),
the HR Liaison will forward the pool on to
Institutional Equity for their review.

OIE will examine the interview pool to
ensure compliance with the university’s
diversity initiative and other
state/federal rules and regulations.

Await approval
[] of final pool
from OIE

For staff position’s (classified and
administrative positions), please include

the HR Liaison in face to face interviews.
Schedule and
[] Conduct Face to | The Dean does not require meetings with
Face Interviews | any faculty candidates. However, hiring
managers may arrange a meeting
between the Dean and candidates if they
so choose.
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SUCCESSFUL CANDIDATE(S) SELECTED-OFFER AND REQUISITION CLOSEOUT BEGINS

Extend a Verbal
Offer

For faculty positions, the hiring manager
may make an offer with the approved range
from the annual staffing process or
Footprints request.

For staff positions, the hiring manager
should consult with the HR Liaison to
determine develop a strategy for making the
offer.

Completing the
Hiring Proposal

Each candidate’s status should be
updated in PeopleAdmin.

and Closing Out See Page 17
the Search
Should negotiation beyond the approved
React to salary range be necessary, the hiring
acceptance/ | manager should consult with the HR
rejection of Liaison who will coordinate and seek
final offer. appropriate approval from the Dean’s
Office.
Update the Update the final applicant(s) status in
PeopleAdmin PeopleAdmin and change the status of See Page 17
Requisition the requisition to “Offeree(s) Selected”
Complete the hiring form in
PeopleAdmin. Remember, for new
employees, you will need the
Complete the | employee’s social security number and
Hiring date of birth to complete the form.
Proposal/Hiring See Page 17
Formin Once the hiring form is complete, make

PeopleAdmin

sure to click the orange button and “send
to Planning Unit for approval”.
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Hiring Form
Approval/Data
[] Processing/
Offer Letter
Preparation

FACULTY POSITIONS: The HR Liaison will
review the hiring proposal and either
consults with the hiring manager for
more information or provide an offer
letter to the hiring manager for approval.
The hiring form will then be routed to the
Employee Service Center for entry into
Oracle.

STAFF POSITIONS: The HR Liaison will
review the hiring proposal and either
consults with the hiring manager for
more information or approves the
proposal. Once approved, the Employee
Service Center will process and email an
offer letter to the hiring manager and HR
Liaison.

OTHER IMPORTANT TOPICS
WAIVERS OF POSTING- (When you need to shorten the posting period, promote See Page 5
from within, etc.)
Diversity Initiative Information- (General Information and Tips for growing a diverse | See Page 18

pool)

Opportunity Hires

See Pages 19-
20

Reference Checking and Background Checks

See Page 21
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Creating a Requisition/Job Posting:

The Following Guide was made as a visual, quick reference guide to supplement process outlines on the
UHR website. This guide has been tailored to the College of Arts and Sciences and may differ slightly
from the standard process outlined by the document on the UHR website. Should conflict exist between
the documents, the general rule of thumb is that the College process trumps the standard process. The
HR Liaison should be contacted if you are unsure of how to proceed at any point during the process.

The HR Documentation is located at:
http://www.ohio.edu/hr/employment/upload/Creating Requisition 3.pdf

Signing On:

***You need a special account to utilize PeopleAdmin as a hiring manager. Please contact the HR Liaison
if you need assistance obtaining or accessing your login information.

REMEMBER: Your PeopleAdmin password may not be the same as your OHIO.
Go To: https://www.ohiouniversityjobs.com/hr

Login Using your unique PeopleAdmin userid and password

Select You Position Type:

Welcome to your Online Recruitment System

¥ Inbox (o rams naed your attantion) Clickona Shartedly
. shortcut to begin Craals Maw Classified / BU Posting
Displapng itema lor group 1 firing Mlunagers® Creala Mow Faculty  Admin Ragular Posting
the posting. Creata Mew Term Mon-Banefts Eligible Posting
Postings (0} Hiring Prapo3ais (0) Adions (0) , — o ]
Joob Tithe Tyyre Current St Oveaey
Ky Links
Usatul Links
Traming Vidaos
(Go here fur helpful vidaos for stalf tanung

on the use of PA7 )
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NEXT SCREEN:

What would you like to use to create this new posting?

Create from Position Type Choose
cludoo onty the Wiformation that apgdies acrass the sotan Poamion Typa &
nawr Posting fram o Pusition Typae §1 almast comelolsly Lt HC
reate from

Create from Title

& "
Capihes in gonond infuiuyen from a title Yoo will nacd to pronda sproific Tlt‘e
wiforratic irade the posting

Creata from Posting

Uuan an a:gating poubng ai » temnmplas gsnd sizamotieslly cop.an o mas)
nfureasnion

NEXT SCREEN:
CHOOSE THE APPROPRIATE POSITION OR POSITION TYPE:

FACULTY/ADMIN CLASSIFIED

bt ety Admaa Septer - FizFinzliie s

T i G B T e TSR 3 by

. (1] fied /7 13U T
Faculty f Admin Regular Tilles napino e
Upen ben 1 saercn w T
Opta dsastercre ik i | Sah | Mrewwrc
" AR g e =3

e Fareend e it TR Teengrlataus o o4 0oen o Feaind)

. 4+ a
Mirgiis 5 e e
Unsaem—n
& Saved S A lemplates® (| s el Gt Ll D]
s maerorg Bwen Lahat
Ararion vove avstorent
3aPn Vool tgtared Dimtiotn Ren jstnisniratdiel
e S e e e e e~
Faosy LR TR L] Kerna AT OLLAL TV TRCHPINGAPS 1 L3 B M)
am qu, TECYH RCIAPL 1 (CORTROL Go 0]
Mooy I B Mt AT Agpsanct Ao UIALITY TECHHACIAN 2 (AG & M B9GP
Rewwad A RN spund AN GUIALITY TE o mIUARE T (i mear2e WY )
ARCIAR T ATTEINOANT +
PastCadent EYEVIPLIE B Jpernl

ACTHETALIT MY O IALITY TEOOiae & rEr

| Choose the Appropriate Employment
Category for
Faculty/Admin/Research/PostDoc

For Classified Positions that are awaiting

compensation review chose the CURRENT
job title. [

S—
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NEXT SCREEN:

LA
IRSIYTY

Bl 2 T

3 o P

Home |0 kbf Proilie

Sherry Gitlogly, you have O mess

tgular f Faculty i Somniary

SL%O(VI;aculty / Admin Regular) C LI c K

Faculty / Admin Created by: System Ad
HERE! ©

¢) Create Posting from this Title

A

Jetails

fotmation

sification Title Faculty
litle Faculty
Jescription

mnum Qualifications

Starting the New Posting:

77 NevPostng e e P | Job Title: Use the
current, approved job
title.

Jaly Tite ! Profosas of H £ Ivoress Tranng

Select the Appropriate

Orgutzaions) thit Department.

Davlsion * (R

Oepartment” Fdy r == —
‘ ADMIN/FACULTY: Choose “Under

Appicant Workflow | Review by Department”

Workica Yta Urakes Fer £ by Degaihrent - ‘

Nl A 51 ST el I 4Rl o e b Dt Vs v | CLASSIFIED positions default to
| “Under Review by HR”

References - - B

4 Azept refsrancas

. For STAFF positions, DO
NOT CHECK THIS BOX!

Raference Netification
{trtond) e Refrences o aend Bacommerda e whes eanibarte e bl oh sunid s 5207

Heccmmendaton Workfios
{Teenal} 'Vhon 28 Fer on mendats €3 g.e beon i red moot at L v W cie?

FACULTY POSITIONS: If you
wish to use the reference
letter feature, please check
this box and select the
appropriate settings. More
can be found about this on
PAGE XXXXX

Racommendation Oocument ipe Tt requred
Remge2 decoment it when 3 iderznce posder seids 3 Reemmendaten?




Online Applications

Make sure
K keceplonine pplcstions? — e

Special offline application instructions

Accspted Application Forms

| clicked!

[ Comprehensive Application - Applicant
| Compraliensive Apphication N0 HEFERENCE LEFTERS - Applicant
| Omick Applieatiun Apglicant

| Cuitk Applicatdun - KO REFEHERCE LETTERS - Applicant

' Click here .
. when you're
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WHATS THIS MEAN?!

history. A QUICK

CV OR RESUME).

LETTERS.

A COMPREHENSIVE
application asks the
applicant for complete
educational and work

application just asks for the
basics (USE THE QUICK APP
IF YOU ARE ASKING FOR A

If you are not requesting
reference letters, make
sure you sat NO REFERENCE
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Posting Details:

Fostzas i Facety fAdaw Regular | Protessor of Harmg Process Elmagement Coatly © €4 € Port-g Delik When Finished
with this section
Editing Posting Posting Detalls i | DN G .
Postng Dot . ick Here.
© Posting Documents Check zoofing - . L | RS-
oR tment Pa Fo crecte a Pastey Rrst comp'ele B dormatan on thes screen, then cick the Next bultcn or select the page in the iefl fand navgaden
i menuL Proceed through o seciicns conipleting a necessary ifurmation To subeid the: Postng fo human rescurzes, you must go lo the
Budget Information Posting Summary Page by ciclanyj on the Naxt button untd yeu reach the Postng sumsmary Pogs or select Pestr g Surmmary Page
from the lelt naprgation 1 emut OnCe a REnmMAry paye oppRar, hover your mouse over The arange Autan buton fur akst of poswie
@ Apphicant Decuments spprovi step eptiuns —— . - =
© Pasiing Speciic Quest Ripied o an Select “YES” in this field. All ‘
© Guest User Fosaon irforyaten R
e s positions that have been approved ‘
Summary e via the staffing process or Footprints i
enmgruend with tho I - inu&ddunqmd 5 .
i3 appioves g are congruent with College Staffing
plama
Plans. @
o o' wo chosen,
plewss enler an
axphmation
See below regarding
Pocfing ezcepton . .
aberotpetog)  [Vinm whut - i fetd s e Waivers of Posting.
requested?
mms.
G el pshennen fo sl i Fult, desensa mrr Ty mtametaiess Fegaest g0 b e

smelyey, pess Josrbe hor v Gty sar denkilod
Alsch crid ol cf amz-pes piume b e Tostag Licarents” b
Gomgfe ng orl fe'ds Loy inchd; xh deserpbo & msmen ualfc shms

Waivers of Posting:

In general waivers of posting are utilized when a department has a special request that varies from
our national, 15 day posting standard.

Departments may request that the posting period be shorted, that a posting is only open to
departmental-wide, college-wide, or university-wide, or that the posting period may be eliminated
entirely.

Occasions that may warrant a Waiver include (but aren’t necessarily limited to):

e Promotion or transfer opportunities for internal candidates who were originally hired through
an open and competitive process

e Candidate located with extremely unique skill sets in very short supply

* Aspecific person is required as a part of a grant agreement for purposes of continuity of
specific research

For more information about waivers and how the hiring process differs when a waiver is involved,

please visit: http://www.ohio.edu/hr/employment/upload/Requesting a Waiver of Posting.pdf
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Pusltlin Vacaney Typo Lﬂl Exiztn Pontinn Withiiat Changw © New Pacition fnew [TFE) 7 E sicting Poiion Chamged I I
has Bekd 13 required -
1' TTHIE chanp
1
| ! Geganization change
| L Unet ehamp S — S
| 1b Caagury change (ClinuSed/Adown uriiad acuty] -
Rarann for Chaogels) | cuhy Type chinge (Graip 1, 8 V) Req vired
| Grada chanvo (fum sppeas s}
| 1! Claaficaton o Tale change (from appeovod aekt) 3
Li o tion Menits change (3, 10, 11 o 12) fields are
|1 Ushioe 58 10 tha Lank
|
self-
4l tine Prufussor ot Hang Froces s Managene us
Peogosaed ik | explanatory
Prld f3eled s bo m tmnige, » CaTyeL. ar mbeply tn thIS
infr A mathing Liks “cussscncmeans wish
Adwirtiusd Sabary A Vs aned eones elEaeme. | =
section.
Pay Gexdu 'l'lml'ul ah i - |n-, Beid 13 requwnd
Panning Unit [Fronan satan =] This Beid s mquired
Omyanlsattan [ e sinen =] s foid a requrnd
Canigrs l Fnnan gkt - ]‘ml fald s mgared
Sugmeay Padon? [ =Y rws batctia requined
Projectad St ve [ ] his et 18 requined
Bact Rocunt Incumbani
n Poalticn §f
apptliatic)
L | Thes Resd s regured
Frum it FRXIOUGH
Codtian Wymbng Prztien pombes nist A il chustinn A possion sembet Begoy wih BT
14 ror sustes wales SmFTE Kot STE =8 Fa e oninied by Pronoa? aorer 5o wssprmast of (v Dossiar
Hhacnbie %)
Extur caelphs sumine J aves g
Sapesvisur of this
pasition @ame ol | ] Thus field 15 requaed
Superdsor)
Fraployment Type | Pinaze salrcl - |ma field i3 required
Jub Categoy [Pluu:m select -]Tha Geld 13 requined
Jub Descdption Amiit Plizao seluct .
Status frlacsFed & ada
Pushing tefanmatinn
Departmental Usoss
with aceess to this ; 4 3 e
pusition
- lain
iving Ssniager emait s Exp a to
addmss wanval b e Lo | -
S ap plicants
Hitlng Manager phane .
number L i fa s g what info

Applications Accopled F

From

Intradepaitiunt
Unemrsity Wide
Public: Open to the Puble: ‘

they need to
provide, what
! forms to

' attach, etc.

I Begiment

Credc barm fon hoip

Appl ety ahould nclwis a curreatl €V, Lonrsr
arf [nnacesc, vl Pvbltace of Teactuing Exeal leoce.

g MpLicanta will alan be prompred to eater the
Spoclal instrctions t pulicanta will alan be prempied co enrerc

Applicants

Posting Numla:r

Joh Description

consact informailon Loz 9 dndiwvliials who swill
In: aaYxed to provide a leccer of redercno: on
thele Eshals,

For Staff positions, the job
description should be tailored
using the information provided
on the Position Description.




Use this space to
list those
qualifications
that are above
and beyond the
minimums.
Those
skills/knowledge
that would be
nice to have, but
most qualified
applicants don’t
possess.

Wintmanm Qualifications

]

Prefeied
| CQualifications

Postlng Upen Duts

Posting Enid Dati:

Wtk Schadute

Applicants may contnct
this passon il they have

questions akout this
pusition,

Bivensily Statement

QulchLink
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These MUST match the
minimum requirements

listed on the approved job
documentation on file for
Staff Positions.

Phrases like “or closely
related degree” or “Or

| equivalent combination of

| education and experience”
should be considered to

[Thez dae: pilersd nlo Shs fuf o Be B date s s gooben 15 g ated on e 1

L

allow for flexibility in hiring.

{Pirase mobcaly diss of neek and roors o e roked Ex 815 8- 5 Sat 9-6)

{eravide name smat ardhs pliora senitingd

Ol Unlveisiicy 1o coemlcost oo creacliy a
regpesnfinl anl incluslve abeaclooal aoud
wurkplace envivaeeat. Chlo Coiversicy ia an
equal acceas/egual ompotiunlcy ant arfirmacive
neLinue emgilayrs wlch a siroug enemicment o
Luildiog ned malncnindiyy a divieeas workfores.
R, poctows of oolor, pecsomy wlch
dizabilivies, nal satetany are eo gl Lo
apply.

http /lvaern chiouniersityjebs comvpastings/ 10870

Click here when

| done with this
|
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i hwunaerabs conv g /T ] ) IR T 1SN - L
£ Aot R [B MozVisted 2] Doller Advances Agamn... @ Getring Statad [ 3 hitpsfrowt.ahlauniv.. || hatp=iivew.ahicuniy... 3 Sumpgested S22 L1 Ohio University - HR Si. { | Web Slice Gallery
Editiog ' Recruitment Plan (save | («wrov | [CEEE
Posting Detatls
¥ Check spelling =}
© Posting Documents
ultment Plan Please hily describe your recnintiment plans for any faculty or admunistrative search This page will be avalable throughoit the search
Recr process for edis Inforrnation included here will be mchded on the Affurnative Action Recrutment Repoit
Budgel Information
= As aremnmder, all facuity searches are requied to mclude at least orte prat nentm a prol 1al joirnal appropriate to
© Applicant Documents thefiekd K you are inferested in collzhorating with other departments on adverlising, please cafl the Emy . E
© Fosing S Quest Recrutinent Pian List where the department
© GuestUser

is advertising here. UHR
automatically advertises

Summary
Summary of planned — on TWitter, Linkedln,

. & Reference Letters

advertising . .
Higheredjobs.com,
L st rameys) of pud canons) and valefs) m eppesr Spenfy Lucal Regonat g OhioMeanslobs, and
anrmuncemenin Professondl Jowmals o ressathers asd any alner plices o
Workforce WV.
Organizations that will
ber consutted any

actively recrited iom.

Active mcruttment
effoits thatwilt be or

have heen tnhen f . .
salicht applications. See Diversity

from wumen. o . .
Initiative Standards
- for More
Active recrstimont

offarts that will b or Information.
hive bein tokan
sulicit applications

from minnrity group
mutnbiera.

Commeis

Firaze melice descrplees of otbu eiaalve und anovibve recru b sl vlfuils plasred

Propised Pilnt Ad
Lugry

Search Commitee
Bemhers

Irclite name oral abkrss gurder amd rve Charnas lu Search comui flead map Le imdeaturd oo tie
Fac My Silmn Raciutment Ropett Fom

Search Lomm-fee Irusicg o g vy ard sbocgh eesamwrded Fo350 e hify 4w ol 0 4 2oets

ainder ofm f infermiaben
Sove | i <ePuav

Click here when
done with this

| Page.

L TS J
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The budgetary information should reflect that which was approved in the annual staffing plan or in
the Footprints ticket. The HR Liaison will verify budgetary information during the planning unit

approval phase.

RSN EU mIUISTLY

© Recruitment Plan
Budgat Information
© Applicant Documents
. © Posting Specific Quest.
" © Guest User

© Relerence Lelfers

Budge! intormiation

Fit

Muonthn

Summary Fositiun Budgeed

' Funding Soumre

Acconnt Number

Peacent

For siditonal Esmding
please enter Fanding
Source, Aceount
Numiyes and Pement.

Prapased Satary

Estimaten beuelits
axprnsy

Peopased Other
Stait-up expense

Estimated 39 sapense

Total annual funding
required

Hirigut Unft Munager
rertificafion of
available funds:
YESNG

EE=—uu
L :Inuwumq;ma than one

If filling more

e pe—_ | RERINGN,
T e e S S — please Jist
[ mus fetd is required TOTAL FTE.
IPIn:wi:njm.l 'lThssWIslequlud . USE PER
L L POSITION
Fomal tecaror seore-goes o - TASK -

figures below
[ | Ths 6ield is roquired r F

| for financial
info.

-

. Sa'.'o.| [ <<Prav EL‘:‘;;;]

‘ Click here when I
| done with this

I_ page._ B ) |
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Applicant Documents:

Select which documents you want the applicant to submit. Remember, the applicant cannot submit
the application for review until they attach ALL REQUIRED documentation.

If you are using the reference letter feature, select “NOT USED” for “References”.

'{mm 18 Mostvisted 2] Bultar Advances Agrin-. @ Cettng Sarted [} itpicsAumvciouniv.. [ fizprat o abinani.. [ Sungested Sees [ Obi

—

o Universty - HR Si- [ Web Shea Galtary
U T e Ty " ]

Shery Giingly, you hava § mussages lognut {(gifiogls)

Postngd /Faculty { ASmin Reguiar | Faculty Test [Drafh ¢ Fdit Applicnid e nrents

Editing Pasting Applicant Documents [Sam | | <P | EEES

Posting Details Selict the documents o be required with this dem, and these that may uptionally be attached Ducument types nacked Mot Used”
© Posting Documants canmot ke attached lo thes den

© Racruitment Plan Oider  Namn Not Used Optional Required
Budget Infomation
o t Resume/Curnculum Vilae L
Applicant Documents
€& Posting Specific Quest... 5 Cover Letter :
© Guest User
€ Ralerence Letlers 4 Relarences .
Summary
4 Actual Or Proposed Course L]
Syllabt
5 Teaching Philosophy Statement L]
[ Unofficial Transcripls .
7 Research Interest L
H Other (See Special instructions ®
To Applicants For Details)
9 Student Ctass Schedule 3
Sza l ur Cancel

[son | [ <crom | D

| Click here when |
. done with this
| page.
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Posting Specific Questions:

Applicant questions can be utilized to assist in the applicant pre-screening process based on minimum
and preferred qualifications. Carefully crafted questions and responses can be effectively utilized:

o forinformational purposes only,
o to rank or score applicants or,

o To screen-out applicants who do not meet the minimum criteria (example: PhD
required).

For assistance with this feature, please contact the HR Liaison.

MR T F (7 ] 4
T - -

Pastings [Faculty/Admin Regular : Facudty Test (Drnit) ¢ Edit: Postiny Spoaltic Qresstiaas

Sharry Gilogly, you have @ measages logoud {gliogls)

Edifing Pasting ' Paosting Specific Questions i sem | | <<Pe | RS0
Posling Details Adding Mew Posting Questons. Chitk on tae button labeled *Add a Question® A pop up section will appear where you can add an exsting
© Posting Documents question or create a new one
. €& Recruitment Plan Adusng Existing Porting Questions  There are two ways to search for apprioved posting quesitions to add to the job being posted Yuu can
filter using the key viord search or filter by queston caleqgory
Budget Information
licant Documents Assin Points or Desquakfyng Responses Chok on the question ttet has been added and a diopduva mienn vall appear whore points
© A and dstpabfying responses can be assocrtad to the posing queston
Posting Specific Quest...
G U Pasting Question Ophiots Once questons have been addid to the posting you vall see a column of clicckboxes to the e of esch
@ Guest User question, checlang these boxes vell make a question required
| @ Refarence Letters Included Supgt 1 Quect W
Summary
Pastlion Ruigsired  Cuteyosy LQuestion Statun
1 b Unestenpnany Please indicate how you leamed about this pasting actve X

[soe | <<rre | R
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Guest User

Using this feature creates a unique account that can be utilized by Search Committee members to

access applicant and posting information. Guest users cannot modify or change anything associated
with the requisition.

Btee o TEe s ]

Starry Gdogly. you hava 0 measages logoud {gilagta)

sty | Faculty 7 Admin Reguiar ¢ Facalty (Dvaft) # £diL Guost Buer

Editing Posting Guest User [ save | [ «<Prev | [BEEE]

Posting Details
.ng Clivk on the Create Guest User Ascount button. The systern wil automatically generate a Guest Username Guest Users will still
© Posling Documents nead to contact the Hiring Manager or HR to recelve the Guest User Password, Yo may update the passwad if needzsd

© Recruitment Plan You £an w@so nobly the members of the revew commniice by adding their emall address in the Emall Address of Guest User
Budget Information Reclplents Each email addres must be on a separate fne: Onee you have added al of the email addresses, click on the Update
Guest User Reciplent List to nolify the review commiting users
© Applicant Documents

© Posting Specific Quest. When finishied of to sldp ties secton, cick the Next button

Guest User Want to give guests access to view this posting?

© Reference Letters
[ Create GuestUserAccowt |
Summary ) )

|' Save | ' <<Prav

Click here when
- done with this

! page.
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Reference Letters:

This feature collects letters of reference directly from the reference provider electronically, which may be
viewed as a part of the application materials.

o Applicants will be prompted for contact information of reference letter providers
(volume determined by you by setting minimum and maximum number).

o The reference provider receives an invitation via email to provide a recommendation
and a unique link to upload their document.

Reference letters may be collected for all applicants or only for those of selected by the
hiring manager.

Applicants do not have access to the uploaded reference letters.

Shaury tufogly. o have 0 me3ages loyoud {ghonki

D e T e Tk s L] {

Prst=ga : Faculty !Admes Ragolr ! Facoly (Te-lr, / Fux Fatoinca Lettys

Editing Poating Reference Lefters san | [« | [
Postng Delals
¥ Check speling ~
© Posting Documents =
:9 Recruftmant Plan feference Letiors
Budget Infomaton bt
© Appicant Documents Acken? [ S—— -
P S Wt | Referees will receive
ey . . .
technical instructions
©, Gl ther Winiwam fenber - - .
Rfarence Lattars Wetereacen | automatically in their
Summary ' email. Use this space to
instruct the referee on
lasmokons for i i
il any certain subject,

criteria, etc. that you

Lot ftho o pun s eddlord siliclo s wer el et b gesns podn fog wivsi Would Iike to be

! whwien ller)

| i | [ . addressed in the letter.

: Click here when
| done with this (8 S

page. I




Page |14

SUMMARY AND REVIEW:
Once everything looks good, its time to change the status of the posting.

From the requisition Summary, an orange highlighted “Take Action on Posting” button appears
in the upper right hand corner. There are four action options:

* Keep working on this posting — this leaves the posting in Draft status and only the creator can
access

* Send to Departmental Review ~ this keeps the requisition at Hiring Manager level, but
allows other designated departmental users access to the requisition

¢ Planning Unit — this moves the requisition to the HR Liaison for review

e Regional Campus Dean - this is for regional campuses only to allow the Dean to
review before submitting to the RHE approver

T Posting was succasstully updated.
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Complete “Pre—Interview Candidate Selection Form”;
Update Applicant Status’;
Submit Final interview Pool to Planning Unit

After the recruitment phase is complete, but before the final screening stage (normally the on-site
interview), approval of the finalist pool must be granted. Complete the Pre-Interview Candidate
Selection Form and update the status of all applicants.

1. Complete the Pre-Interview Candidate Selection Form — can be completed at the status of
Posted or Closed
e QOpen the requisition
e From the requisition summary, the first section of the requisition should be
“Pre-Interview Candidate Selection Form”

e Choose the Edit link beside the section header to open that section and to complete the
form

¢  When finished, choose Save, then return to the Summary e
In these

sections, you
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Actions |

e
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e You may change a single applicant by clicking on the applicant’s name, and then
choosing “Take Action on Job Application.”

e You may also bulk transition a group of applicants:

Select the applicants you wish to update by clicking in the box to the left of the

applicants’ names.

Hover over the grayed “Actions” button above the “(Actions)” column, and

choose “Move in Workflow”

o If changing the status of multiple applicants, select from “Change for all

applicants” drop- down options and choose one state for all. If needed, you

can then select unique statuses for each person. Some statuses require that a

reason be chosen. If prompted, choose one reason code for all applicants, and

then you should change each person individually to accurately describe the

reason for each person’s transition.

e NOTE: All applicants should be transitioned to either “Select for FINAL
Interview/Selection Step” or “Not interviewed, not hired” or “Pre-interviewed, Not

Hired” prior to submitting for approval.

e When finished, choose “Save changes.”

2. Submit Interview Pool for Approval

When the Pre-Interview Candidate Selection Form is complete and the applicant status’ are
updated and the requisition is at the status of “Closed,” the requisition can be submitted to
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the Planning Unit (who will review and submit to the Office for Institutional Equity).

® Hover over the orange “Take Action on Posting” link on the top right-hand corner of the
requisition

® Select either, “Submit Interview Pool to Planning Unit” (Faculty/Admin position types)
or “Submit Interview Pool to HR” (Classified position types) and confirm

e Whentheinterview poolhas been approved, the Hiring Manager should receive an email

stating that the requisition is at the status of Interview Pool Accepted. Interviews may
be scheduled and conducted.

Completing the Hiring Proposal and Closing Out the Search

e Complete Hiring Form:
o Move applicant to the status of “Recommended for Hire”
* See above in “Updating Applicant Status and Submitting Interview Pools for
Approvals” for more detail on adjusting applicant status.
= Open requisition, go to “Applicant” tab
= Put check next to potential offeree(s)
= Select the grayed “Actions” button above “(Actions)” column, and choose
“Move in Workflow”
* Choose the “Recommended for Hire” status and save
Start Hiring Proposal
* Click on hired applicant's name to open the application
* Inthe upper right hand side of the application are some action items, choose
the green button, “Start Hiring Proposal”
* Complete all of the appropriate fields on the hiring form
* Save Hiring form, then choose “Take Action on Hiring Proposal” orange button
and selecting option to submit to HR
e Allnon-hired applicants must be moved to an inactive status (“Interviewed, Not Hired” or
“Not Interviewed, Not Hired”).

e Move requisition to the status of “Offeree Selected.”
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Diversity Initiative

The President’s Employee Diversity (http://www.ohio.edu/president/archives/empdiversity.cfm )
provides direction for the composition of final interview pools and recruitment efforts. The initiative

directs that:

I For full-time presidential appointments, there must be at least one candidate from an
underrepresented group in each interview pool or the search will not be approved by
the Dean, Vice President or planning unit head.

1

All searches for permanent full-time presidential appointments must be national,

show innovation, exhibit creativity, and reflect an aggressive effort to recruit
qualified persons from underrepresented groups as a part of the process employed
or the search will not be approved by the Office for Institutional Equity. Requests for
exceptions to this standard must be approved by the Dean, Vice-President, or
planning unit head prior to submission to the Office for Institutional Equity.

What this means is, each of our final interview pools should contain at least 1 diverse individual. To
do this, we need to make our postings open, accessible, and competitive for individuals from
traditionally underrepresented groups (women, minorities, veterans, and the disabled).

To accomplish this, hiring managers and the HR Liaison will work together to identify creative yet
efficient and reasonable strategies to accomplish this task. Efforts might include:

Advertising with professional organizations in the field of hire (listservs, websites,
newsletters).

Identifying affinity groups (within or outside of professional organizations) that target
the aforementioned underrepresented groups. These groups may have listservs,
websites or publications we can use. If there aren’t any formal means of advertising
within these groups, sometimes an email to the webmaster or group leader can be
very productive. Simply ask the webmaster or leader if they are able to forward an
email to their group members. This is effective and efficient!

Tap into our student-centered groups on campus that have a tie to diversity. Again,
you could ask the leader of the group to send emails out to alumni alerting them of a
potential opportunity.

Ask faculty and staff with your department to send out the posting to diverse contacts
and groups with which they may have contact. Word of mouth can be just as effective
as an advertisement in The Chronicle, sometimes!

Utilize a simple tagline in advertising such as: Women, minorities, veterans, and those
will disabilities are highly encouraged to apply. Sometimes, just stating the obvious
will help potential applicants feel more welcomed and comfortable with applying!
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Opportunity Hires

Forms and information about the Opportunity Hire Policy can be found on the Office of Diversity and

Inclusion Website: http://www.ohio.edu/diversity/opportunity.cfm

Opportunity Hire Policy
Ohio University belicves a climate that represents and embraces different cultures enhances an
institution’s ability to provide its students with relevant experiences to successfully compete and achieve
in an increasingly diverse and complex society. To bring about this climate, Ohio University provides
support through the Opportunity Hire Fund to employ highly qualified individuals who make unique
contributions to the University and its community. Such individuals specifically include those who bring
a unique or different perspective because of their personal or professional backgrounds, interests or
expertise; partners of current or prospective University faculty and staff who themselves have talents that
match the needs of the organization; and those with national or international stature.

Opportunity hires are most often used to hire candidates for faculty positions. However, this hiring
practice may also be used to fill professional and administrative staff positions. This fund is not
specifically intended to support individuals in the Dual Career Network. However, positions are
occasionally funded for spouses/partners to assure hires in line with the opportunity hire policy.
University Human Resources (UHR) maintains a Dual Career Network designed to help recruit partners
in networking and locating employment opportunities in the Athens arca
(http://www.ohio.edu/hr/employment/dual_career.cfm).

Ideally, opportunity hire funding is best situated for departments/planning units that do not have a funded
faculty/administrative line but have identified a highly qualified individual that adds some measure of
diversity to their department. The new position must fit within the unit’s strategic plan for growth or to
replace lost capacity. Opportunity hire funding is only a bridge to permanent funding so the hiring
authority must be able to demonstrate how the position will be funded fully within two to three years.

Funding Guidelines

Opportunity hire funds are available to phase in appointments, which are eventually supported through
department/college base budgets. Financial support may be requested for one to three years. A common
model over three years is to have the share of opportunity hire funding decrease as the base budget for the

position increases. Exceptions to declining support can be made for less than three years of funding. The
recommended declining support model is as follows:

Year one: 100% of funding
Year two: 75% of funding
Year three: 50% of funding

Funds may be used to support a one-year appointment, such as a Teaching Fellow or a Visiting Professor
(Group HI or IV), if the appointment meets relevant criteria of the opportunity hire program. If
individuals supported through this fund leave the University, any future opportunity hire funds committed
for said individuals revert to the original pool.
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The criteria for evaluating these requests include:

e Justification for resolving current and future facultv/staff workload demands

o Impact of the hire on Vision OHIO and institutional goals

o Position alignment and fit within the strategic and budgetary priorities of the college
and/or department

e Degree towhich college/department funds support the position over time

e Qualifications of the individual proposed

Procedure

The appropriate hiring authority must contact the Vice Provost for Diversity, Access and Equity to
discuss the feasibility of opportunity hire requests before formally submitting the paperwork, which
includes the opportunity hire Request form, the curriculum vita of the individual under consideration, and
a clear plan for how the position fits within the strategic and budgetary priorities of the college or
department with details for incorporation into future base funding. The appropriate Dean or planning unit
head must sign the opportunity hire request. The Vice Provost for Diversity, Access and Equity will
forward recommendations to the Provost or President, who approves the appointment.

Important Note: Approval of opportunity hire funding does not fulfill the requisition process. If the
vacancy to be filled is a new position, the process of filling it begins with the creation of a job description
that clearly defines the dutics and responsibilities of the position, and the skills and abilities needed for a
successful placement. An essential position request form must be completed and submitted to the
President’s office and either appropriate Job Documentation needs to be approved by the appropriate
planning unit head and submitted to University Human Resources for review and assignment of
classification and pay grade to complete the process. Please reference the UHR website for more details
(http://www.ohio.edwhr/tools/vacancy.cfm).
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Checking References and Background Checks

Reference Checking

Checking references is a crucial part of the employment process. At minimum, Hiring managers should
check references for the final offeree before an official offer extended. This might mean extending an
offer letter with the terminology “This offer is contingent upon successful completion of a reference
check”.

For Faculty positions, departments are highly encouraged to use the Automated Reference Letter
feature within PeopleAdmin. Please see page 13 for details.

For Staff positions, the hiring manager may check references anytime throughout the hiring process. For
the sake of treating all applicants the same, the hiring manager should decide at which point they would
like to check references during the process and check the references provided by all applicants that
were pushed through to that particular stage.

For example, the hiring manager might:

e Check references for all applicants at the beginning of the search and utilize the information as a
pre-screening tool (Recommended for small searches).

e Checkreferences for only the candidates selected for the final interviews (Recommended for
farge searches).

e Check reference for only the final offeree (Recommended in time-sensitive or special
circumstances only).

Some very useful examples of questions to ask during the background check can be found at;
http://www.ohio.edu/hr/tools/upload/Reference check guestions.doc

Background Checks

Although not required, University Human Resources offers a Background Check service through our
partners at HireRight.

Departments should seriously consider this as an option to ensure the safety of our Students, Co-
Workers, Campus Community, and university resources. Usually, Background Checks are completed on
only the final offeree and a conditional statement is placed in the offer letter such as: “Offer contingent
upon successful background check”.

Please ask the HR Liaison about background checks if you are interested.



