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• Medical 
• Health Savings Account
• Dental 
• Life insurance
• Salary Continuation & Long 

Term Disability
• Retirement
• Tuition reduction
• Household Member program
• Adoption benefits
• Rooms for nursing mothers

• Personal health coaching 
• On site fitness facilities and 

classes
• YMCA and fitness center 

discounts
• Team and individual health 

challenges
• Weight Watcher’s at Work
• Office Ergonomics
• Farmers Market
• Nutrition competitions
• Exercise Release Time

• Free counseling with 
ENCOMPASS

• Life event support groups
• Resource and referrals for 

life events
• Mediation services
• Career Coaching
• Financial fitness
• Flexible Work 

Arrangements
• Conflict Resolution 

Process











UltraTime Login

PC Punch Timeclock

UltraTime Mobile





Hiring the Best People
The biggest challenge for today

Legal and Policy Issues

Interviewing

Planning Strategies

PageUp



Legal and Policy Issues
Click To Change Your Subtittle

Employment Law
State and federal fair employment laws 
prohibit discrimination in hiring

Equal Employment Opportunity
GVSU is fully committed to equal employment 
opportunity 

Confidentiality
Information obtained though a search is 
confidential and should stay with the committee



Planning Strategies
Plan to succeed

The hiring process is a partnership

Position Announcement
Your pool will only be as good 
as your description was.

Committee Selection
Inclusion Advocate must be 
from outside hiring unit.

Rubric for Applicant Review
There should be a ranking or 
reviewing method that can be 
applied to all applicants.

Consistency
Every applicant must be 
treated equally with the same 
standard.



PageUp
Our new Applicant Tracking System

Hiring Approval Form
Will be done online to make the 
approval process more efficient 

and transparent

Advertising Sources
Opportunity for growth and 

partnership

Screening/Interviewing
• Can create timeslots and let 
applicants select available times.

• Pre‐screening does not have to 
be approved by HR

Offer
Timing from making offer to 
candidate accepting is more 
efficient with online system

Onboarding
Help the candidate transition and 
complete required task as  new 

employee



Interviewing
Tips for a successful meeting

Finding the right candidate

• Prepare a list of questions
• Make sure questions relate to job qualifications
• Create open‐ended questions
• To identify past behavior as an indicator of future behavior
• To predict success in the job and with the organization
• Don’t Talk too much (you brought them in)
• Silence is okay



Not to ask Take Notes Consistency

It is easy to forget what a candidate 
said or simply forgot who said it

Take Notes

Do not ask about protected classes. Be 
careful when establishig rapport

Questions to NOT ask

Always ask the same questions in the 
same order.

Consistency

Interviewing
Areas to watch out for



















National Labor Relations Board/Michigan Employment Relations Commission



Title VII makes it illegal to discriminate against  any 
protected class in regards to the terms, conditions, or 
privileges of employment. 

Discrimination is treating, or proposing to treat, 
someone unfavorably based on a personal 
characteristic protected by law.  

BFOQ’s



non‐employee

must 
investigate all complaints. 
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