Carleton College Staff Recruitment Process
The Human Resources department and the supervisor seeking to fill a job opening work jointly on recruiting and hiring staff, and in using services of the Human Resources office in finding, screening, and selecting candidates.  As an employer, we want to select the best qualified candidate for each position by making sound hiring decisions.  Below are steps for completing a successful search process.

1. Approval Process 

The first step in beginning the recruitment process requires the completion of a Hiring Approval Form (HAF) by the supervisor.  This form must have four required signatures before it will be considered approved and authorized, Division Head, Supervisor, Budget Analyst, and Director of Human Resources.  No postings or advertising will be done before this form is fully authorized.  Incomplete forms will be returned to the originator. The Hiring Approval form is available on the Human Resources web site on the Staff Recruitment for Supervisors page.
2. Supporting Documentation 

The next step in the process is to complete either a job description (for exempt positions) or a PDQ- position description questionnaire (for non-exempt positions) for a new position.  The job description or PDQ should be reviewed and updated as necessary, any time there is a job vacancy.  The description should summarize clearly and concisely the essential functions of the job, the knowledge, skills, and abilities, as well as the minimum requirements needed to perform the job.  This description is required and should be sent to Human Resources either attached to the Hiring Approval Form, or (preferably) electronically forwarded.  Additionally, a position posting description (posting notice) should be forwarded electronically.  No postings or advertising will be done before HR has received the complete documentation.  This step can be excluded when positions are short-term temporary.
3. Time Line or Search Schedule 
The Hiring Approval form provides an area to document a time line/search schedule.  This information will help the HR staff to field calls from applicants for open positions.  HR will contact the hiring supervisor periodically for search status updates.  If the anticipated time lines listed on the hiring approval form are not met, HR will communicate with applicants regarding the status of the search.
4. Internal Postings 
Internal job postings are used to announce a job opening internally to the College by way of the job posting notice, which will be drafted by Human Resources.  

There are three different ways in which internal postings can be advertised:

· Job board in Human Resources 

· Currently at Carleton

· On the Carleton web site (Not limited to internal exposure)
There is an automatic connection to Currently at Carleton via web placement.  If a hiring supervisor wishes not to post to the web, a request to submit to Currently at Carleton should be made.
Some regular, continuing or temporary openings may either not be posted or may have a limited internal posting time at the discretion of the Division Head and/or Supervisor.  If a strong internal candidate has been identified, this will be noted on the posting notice.  Generally, if a position will not be posted internally, non-exempt staff will receive notification of the opening via an e-mail announcement. 
The minimum time that any job opening is posted internally is five (5) business days.
5. External Advertising 
External advertising will usually run concurrent with internal posting.  The hiring approval form provides avenues to list your recruitment advertising requests.  HR will provide the final authorization on requested advertising; however, hiring supervisors may request alternate posting venues for consideration.  Human Resources will forward hiring supervisors the “draft” ad copy (small print ad and/or posting notice) for review and final authorization before placement of the ads ensues by Human Resources. Web sites, news publications, job boards and list serves are all good venues for advertising a job opening.
6. Review of Resumes and Applications 
Human Resources will forward electronic copies of all resumes and applications received by email to the hiring supervisor for review.  The emails will be marked confidential.  Should the hiring supervisor wish to pass this information along to others assisting with the search, it is highly recommended that all parties utilize care in assuring for the proper storage of this confidential information.  Human Resources will retain the original copies of the resumes and applications received.  Hiring supervisors must forward original applications/resumes to HR that are received directly from applicants.  The hiring supervisor should review the application materials that would be useful in evaluating an applicant.  

7. Acknowledgement of Receipt 
Human Resources will send a letter to the applicants acknowledging receipt of their application materials.  Rejection letters, prepared by HR, may be sent out right away to any applicants that clearly do not meet the minimum qualifications of the position.  This is a courtesy that should not be neglected if the search lags.  This helps to eliminate the number of phone calls from applicants inquiring about the status of a search.     

8. Screening and Interview Process 
Consider telephone interviews, prior to face-to-face interviews, to screen candidates.  Internal candidates should be interviewed if they meet the minimum qualifications of the job.  The interview process should be the same for both internal and external candidates.  Courtesy interviews should not be done.  
It is helpful to prepare a set of standard questions based on the needs and requirements of the position to be asked of all candidates interviewed.  The interviewer or search committee should evaluate the same general job criteria for each applicant.  Be sure to only ask questions that are relevant to the job.  The interviewer or committee should request only information that you intend to use in making your hiring decision.  All essential functions of the job should be presented to the applicants.  A list of general interviewing procedures and interview questions is available on the Human Resources web site on the staff recruitment page.  HR can assist you, if requested, in the screening, reference checking, and the interviewing process.
ADA
It is an applicant’s responsibility to ask for an accommodation (ADA).  If an accommodation is requested, the interviewer should ask for suggestions on how we could accommodate them.  Human Resources and other appropriate personnel can assist in determining whether the accommodation is reasonable, if there is an alternative accommodation, or if we cannot accommodate the request.
9.  Reference Checking 
Reference checking must be done as part of the selection process.  The hiring supervisor or a member of the search committee should handle this.  Human Resources has a reference checking form that is available for use by the supervisor.  If requested, Human Resources will assist with the reference checks to help expedite the process.  Be sure that references have been provided and determine the relationship of the reference to the candidate (i.e. personal or professional).  
The applicant should be advised that you will be checking their references.  You may ask the candidate for additional references that were not listed on the resume.  As a professional courtesy, you should honor any requests to refrain from contacting the current employer until the candidate reaches the final stage of the selection process.
10. Salary Negotiation 
Human Resources (Karyn Jeffrey, Associate Director) will provide assistance in determining the salary range, or provide help in salary negotiating techniques.  Human Resources will review the intended salary to assure this will not cause institutional problems, such as compression.  The hiring supervisor may have a salary range or amount in mind, and the Division Head should approve this.  Consideration will be given to the candidate’s education, relevant experience, and current applicable external market data. 
11. Appointment Letter 
Human Resources will handle the writing of the appointment letter after a verbal offer of employment has been extended by the hiring supervisor.  Appointment letters are required for all positions.  HR will send out the appointment letter along with a packet on benefit information, when applicable.  Positions that have physical work requirements, or that require background checks as conditions of employment will have that specific language included in the appointment letter.  
12. Notification of Decision 
The hiring supervisor should contact those who were interviewed, but not selected, with a phone call and a letter notifying them of the decision.  This should be done after receiving a verbal acceptance from the candidate.  Human Resources will provide assistance, as requested, during this stage of the process including sending out rejection letters to unsuccessful candidates.  Rejection letters may be sent out earlier in the process to those applicants who do not meet the minimum requirements of the position.
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