Hourly Employment Process

Human Resources

Position
Hiring Approval Inclusion ganouncement. ginng Affirmative Action Position posted
= Ad copy & Paperwork
Form is Advocate z z on GVSU
A Recruitment reviewed & :
completed Review 5 VPIProvost website (HR)
plan submitted approved

Usiali Budget

Planning

Enter Change stat‘us in 'S_elect f Search committee reviews applications
non-selection SYSISMta ¢ eof e Prescreen applicants via Phone/Skype interviews (optional)
Selected for an on campus
reason 3 g g (no approvals needed)
Interview' interviews

| .
T

Reviewing
Applicants

Search Chair

Changes status to Search Chair submit approval for interview to HR HR submit to notified by HR of
‘Interview Send email via Outlook Affirmative Action interview
approval - Pending approval
HR' Interview
Pools

(optional) 4
At Most 5 Business Days

Interview Approval

Change status in system to 'Interviewed - Not Hired' Select Final _ Conduct interviews . .
Enter non-selection reason Candidate Change |nterY|ew s'tatus to 'Interview 1
Actual date of interview must be recorded

Candidate
Selection

SCU approya! Lol ofiier sl ST Dean / Appointing Officer submit to HR
@pRoIRtNgOMicer Send email via Outlook
Change status in system to ‘Preparing Send email via Outlook
Offer Details'

At Most 5 Business Days

©
>
o
S
o
<
o
]
=
(@]

Change status in
system to 'Offer
Declined’

HR notifies Search
Chair

Candidate Change status in

HR notifies
IR G s system to 'Offer

non-selected HR distributes T
A - 5 HR notifies s
candidates via final online & HR g
email that the appointment LT ) completes foCanginae
: PP "hired" status p Submitted
search is letter background S
Online
complete check(s)

HR creates &
uploads
appointment Accepted
letter in PageUp

Department Administration
Responsibilities : Responsibilities




