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Open Recruitment Checklist 

Initiate Classification/Recruitment Process
__ Complete the Staff Position Request (SPR) Form: 
    http://ucanr.org/sites/anrstaff/Administration/Business_Operations/Staff_Personnel/ 
__ Obtain all required approvals from County Director and Program Director (if required).
__ Forward the SPR form electronically and background info about your recruitment request to:
	__ Staff Personnel Unit (anrstaffpersonnel@ucanr.edu) 
__ While waiting for approval, update your unit’s organization chart.

Position Description/Classification 
__ HR analyst will provide you with a username/password to enter the position description if needed.  
__ Review training materials for CATS if needed: http://ucanr.org/sites/anrtraining/CATS/__ Enter new or use existing position description and upload required documentation:
	__ SPR         __ Organizational Chart            __ Waiver of Recruitment Form (if required by AA)  
__ Contact your assigned HR Analyst to review the position description.  The system does not send any auto-notifications.
__ Wait for approval receipt with directions on next steps.

Requisition
__ HR Analyst will contact you to begin the requisition after the position description has been approved. 
__ Contact your assigned HR Analyst after you have completed the requisition. 

Position Posting 
__ HR Analyst will review the requisition and send it to AA for approval.  
__ HR will provide you with the job link once the position is posted.

Selecting Candidates for Interview
__ Review applications and prepare/enter reasons for interview pool selection and non-selection* as well as the interview questions and list of interview committee members. 
__ Submit to Department Approver and notify the HR Analyst to review. The system does not send an auto-notification.
__ HR Analyst will review the reasons and send to AA for approval, 
__ HR will send you approvals to proceed with interviewing the selected candidates.            

Final Candidate(s) Selection
__ After conducting all the interviews, determine the status of the candidates and include the final reasons for selection or non-selection. 
__ If possible, select a 2nd, 3rd and 4th choice should the first candidate decline. Alternates cannot be requested after the initial offer is declined.
__ HR Analyst will review and send to AA for approval.

Salary Determination
__ If the offer is above minimum, contact the HR Analyst for the required form.
__ After approval receipt provide candidate with the offer letter.
__ Provide the HR unit with a signed copy of the offer letter.
[bookmark: _GoBack]
Position Close-Out Process 
__ Once the applicant accepted the offer, complete the “Hiring Details” and notify the HR Analyst.
__ HR Personnel Assistant will contact you with the new hire packet and instructions.

*More info can be found on the ANR Staff Personnel Website: http://ucanr.org/sites/anrstaff/Administration/Business_Operations/Staff_Personnel/ 
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Waiver of Recruitment Checklist 


Initiate Classification/Recruitment Process
__ Complete the Staff Position Request (SPR) Form: 
    http://ucanr.org/sites/anrstaff/Administration/Business_Operations/Staff_Personnel/ 
__ Obtain all required approvals from County Director and Program Director (if required).
__ Forward the SPR form electronically and background info about your recruitment request to:
	__ Staff Personnel Unit (anrstaffpersonnel@ucanr.edu) 
__ While waiting for approval, update your unit’s organization chart.


Position Description/Classification 
__ HR analyst will provide you with a username/password to enter the position description if needed.  
__ Review training materials for CATS if needed: http://ucanr.org/sites/anrtraining/CATS/
__ Enter new or use existing position description and upload required documentation:
       __ SPR         __ Organizational Chart           __ Waiver of Recruitment Form         __Prior UC Service of Candidate
__ Contact your assigned HR Analyst to review the position description.  The system does not send any auto-notifications.
__ Wait for approval receipt with directions on next steps.


Requisition
__ HR Analyst will contact you to begin the requisition after the position description has been approved. 
__ Contact your assigned HR Analyst after you have completed the requisition. 


Position Posting 
__ HR Analyst will review the requisition and send it to AA for approval.  
__ HR will provide you with the job link once the position is posted.
__ Provide the job posting link to the identified candidate to apply (if needed).
__ Be sure that any identified candidate completes all the required fields on the application and attach a resume when applying.   
** NOTE: Any incomplete/blank fields on the application and failure to submit a resume will result in disqualification.  The recruitment will need to start over.
__ Notify the HR Analyst once the application is submitted. 


Salary Determination
__ If the offer is above minimum, contact the HR Analyst for the required form.
__ After approval receipt provide candidate with the offer letter.
__ Provide the HR unit with a signed copy of the offer letter.


Position Close-Out Process 
__ Once the applicant accepted the offer, complete the “Hiring Details” and notify the HR Analyst.
__ HR will contact you with the new hire packet and instructions.
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