 ANR-Oakland RECRUITMENT PROCESS CHECKLIST FOR                    

NON-ACADEMIC STAFF POSITIONS
CH = Charlene Harris

CC = Cathy Christy

CET = Classification, Employment, Training (Sally or Lisa)

SPS =ANR Staff Personnel Services

AA = ANR Affirmative Action

DW=David White
1. ___
See Sally Philbin of CET first. (987-0842)

· For limited-term appointments which may become career later on, Mgr. needs to follow all steps. 

· CET gives Mgr. Budget Approval Form (BAF), the web address or copy of Position Description (PD) and Checklist Packet (including AA applicant tracking forms).  Mgr. asks CET for background check request forms if the recruitment is for a critical position.

· Mgr. submits JD and BAF (semi-completed) to SPS

· CET classifies position and sends approval copy to Mgr.

· CET sends BAF to Budget for approval

· CET sends BAF to DW of AA for approval

· CET files completed BAF and approved JD

2. ___
CET contacts Mgr. (following classification, budget and Affirmative Action approval) to consult about recruitment plan and timelines.

· CET lists Job on web and other places
· For PSS recruitments: ad must state: “Send resume to apply-ANR@ucop.edu Application required for position. A follow up application will be required as part of the formal review process.”

3. ___
CET receives applications/résumés, forwards applications/résumés to Mgr. on regular basis.

· For PSS recruitments: CET sends applications to those who applied only by resumé.

· For MSP recruitments, CET sends supplemental AA forms to applicant pool.

4. ___
Mgr. reviews applications and selects, but does NOT yet schedule, best qualified candidates for interview.

· Mgr. prepares the AA Applicant Flow Summary and Applicant List forms that they received from CET.

· Mgr. sends completed forms, interview questions, and all applications and resumes to AA for review and signoff of initial interview pool.
· CET informs Mgr. that interviews may be scheduled.
· Mgr. notifies applicants not competitive for the position.  Those applicants who might be considered if the initial interview pool does not provide a successful candidate should be held for possible use later.
5. ___
Mgr. schedules and interviews candidates, checks references, makes a selection and salary recommendation. (Among the post-interview comments recorded on the Applicant List, a ranking of the top two or three candidates is helpful. In the event that the top candidate declines the position, if the applicants are ranked, an offer may be made immediately to the second-choice candidate without additional approvals or signoffs.)

· Before offer is made, Mgr. submits updated Applicant Flow Summary & Applicant List to AA.

· AA and CET approve selection (and salary recommendation, if applicable), and notify Mgr.

6. ___
Mgr. drafts offer letter, and gets approval on content from CET. Mgr. then sends offer letter to first choice candidate, which includes hiring offer and starting date. See CET for sample offer letter.

· Mgr. makes note of probationary period, if any, in offer letter.

· If critical position, offer letter should stipulate “Offer Contingent of Background Check”

7. ___   Mgr. sends original acceptance letter to CET.

· For critical positions, Mgr. completes background check request forms and returns them to CET.
· CET gives CH/CC Original Offer Letter, Copy of BAF, the candidates application and resume, the Original Job Description, and the Above Step Request (if applicable)

· CH/CC prepares hiring documents. CH (A-K)/CC (L-Z)

8. ___   Mgr. telephones or sends rejection letters to unsuccessful candidates.

9. ___   CC/CH sends Job Description to Mgr. to have new employee sign off on it.

10. __   CC/CH files all documents in new Personnel File
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