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It is the responsibility of the Human Resource Officer to receive all applications, resumes, transcripts, and letters or calls of inquiry.   Upon closure of the application deadline the Human Resource Officer processes each candidate's application.  Normally, the applications will be ready for review by the hiring supervisor the first business day following the application closing date.  If a selection committee is used, the supervisor of the position being filled selects committee members.  After contacting all potential members, the supervisor transmits names of selected members to the Human Resource Officer by memo.
When the committee is convened the Human Resource Officer reviews the committee’s responsibilities and answer questions concerning the evaluation process.  The Human Resource Officer informs the committee they should recommend at least three to five candidates for an interview.  Committee members select a chair during this organizational meeting (not before).  

The Selection Committee's responsibility is to review each application packet in accordance with the established criteria included in the Vacancy Announcement.  The committee reports its findings by
1.    Completing the Application Review Form for 
       each candidate with all committee member signatures. 
       (mark why or why not applicant was  chosen for an interview)
2.    During the evaluation process the committee compiles
       a set of questions to be used during all interviews.
      The questions should be submitted to the Human Resource
      Officer for review to ensure compliance with state
      and federal regulations before interviews begin.  
3.   The committee chair submits the questions at the time
      the Application Review Forms are returned to the 
      Human Resource Officer.  

The committee chair has the following additional responsibilities: 
· to serve as principle contact between the committee and the
           Human Resource Officer; 
· to provide leadership to the committee;
· to submit all memos from the committee (including the
           interview questions) to the Human Resource officer;
· to ensure each member completes the Application Review Form
           for all applicants;
· to inform the Human Resource Officer of the candidates the 
           committee wants to interview; and
· assist in organizing the interview process when candidates are 
           chosen for interviews.  (faculty and classified schedules)
The Human Resource Officer forwards the candidates recommended for interview to the advertised position's immediate supervisor. The supervisor reviews the recommendations and, if desired, he/she adds any additional candidates from the applicant pool to the list of those to be interviewed.  
The Human Resource Officer and committee chair work together to schedule interviews and notifies all parties of the schedule of interviews, documenting location and times.

The members of the screening committee 
·      during questioning of the applicant, if notes are taken by

committee members, those notes must be attached

to the Strengths and Weakness form.  All questions

must be job-related.  Human Resources can provide


additional information on what is correct questioning.

· Committee members complete an Applicant Interview Form 

for each candidate interviewed.  Each member must
document the candidates strengths and weaknesses.
· ALL NOTES AND DOCUMENTS TAKEN DURING THE

HIRING PROCESS ARE OPEN RECORDS AND CAN BE


REQUESTED UNDER THE FREEDOM OF INFORMATION ACT.

NOTE:  The screening committee should not rank candidates or choose the candidate to fill the position.  The selection committee's responsibility is to detail strengths and weaknesses of the candidates and to indicate whether or not the candidate could perform the job functions.

Following the last interview, the committee chair collects all completed Applicant Interview information from the committee along with the applications and returns them to the Human Resource Officer.

The Human Resource Officer prepares necessary packet from the screening committee and other appropriate documented sources, and meets with the supervisor  whom
· makes a selection of a candidate to recommend for
employment;
· presents written justification for the candidate selected; and
signs the Approval to Hire form 

Then the Human Resource Officer presents the hiring packet to the Vice President for Financial and Administrative Services for approval.  Upon approval, the Human Resource Office gets signature of the President and the position is formally offered to the candidate by the supervisor or the Human Resources Officer.

The Human Resource Officer calls the candidate to confirm a start date and set a time for orientation.  Upon applicant acceptance of the position, the Human Resource Officer
· prepares a Letter of Intent for classified or wage employees which is signed


 by the President 

· or the Vice President for Instructions and Student Services prepares

 
 a congratulatory letter to a faculty member.

NOTE: If a committee is not used, the supervisor follows the same sequence outlined above, but acts in place of the committee.
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