
Non-Faculty Recruitment Process                                         

Human Resources FinanceOperational Unit

Benchmark entry 
level salary for 

position as 
described

Review 
benchmarked 
salary against 

previous 
incumbent’s salary

Excess salary?

If yes, excess 
salary is 

reallocated to 
central account
If no, funds are 
reallocated from 

central account so 
that hiring salary is 
fixed at minimum 
for qualifications 

needed

Update job 
description to 

include detailed 
description of 
qualifications 

needed

Employee resigns

Provide HR with 
work location, 

computer, phone

Review/ revise job 
description

All positions will be filled at 
the entry level for those 

qualifications. If an exception 
is desired, the Vice President 
of the division must have the 

approval of the President 
who will determine whether 

there is a compelling 
institutional reason for the 

exception before the search 
can begin.
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Non-Faculty Recruitment Process, page 2                                

FinanceHuman ResourcesOperational Unit

Posts position 

Screen applicants 
for qualifications 
including salary

Share qualified 
candidates with 
hiring manager

Identify candidates 
to interview and 
provide HR with 

available interview 
times

Schedule 
interviews; 

coordinate campus 
visits

Interview qualified 
candidates to 

interview 

Identify desired 
candidate

Make offer of at 
will employment 
contingent upon 

background check 
& verfication

Complete 
background check 

& verification

Onboarding 
begins: Start date 

established;
HR places order 

for computer, 
phone, business 
cards if needed

Perform phone 
interviews and 

Confidential 
reference checks 
(2) as provided by 

candidate

Positions will be 
posted for a 

minimum of 7 days

Candidate pool will 
be released within 

7-10   days

6/16/2009 Non Faculty Recruitment Process.vsd


	Non Faculty Recruitment Process
	Non Faculty Recruitment Process.pdf
	Page-1�

	Non Faculty Recruitment Process Pg2
	Page-2�


	Non Faculty Recruitment Process Pg2
	Page-2�


