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Position Name: _________________________________________________________________

Department: ______________________ Supervisor: _______________________________

	Completed
	Date
	Action

	
	
	Position vacancy will be reviewed by the division Vice President and manager to determine whether position will be filled and how to proceed with the recruiting and hiring process.  The Vice President will coordinate the completion of the hiring request form.  

	
	
	Position Description completed (if a new or modified position) and sent to Human Resources Office for personnel file.  Position Description template is available online http://www.averett.edu/facstaff/forms/hr/docs/Position%20Description%20Template.doc

	
	
	Advertising  

All position openings should be sent to the attention of the VP of HR in order to review the steps necessary for posting the position on the web and in various markets. HR will consult with the department representative to review the advertising process.

The position announcement prepared by supervisor and sent to the appropriate Vice President (or President) for review and approval and forwarded to the Human Resources Office. http://www.averett.edu/facstaff/forms/hr/php/new_job_form.php for posting.  It is the responsibility of the supervisor to provide additional publications or sources for other types of recruiting opportunities. All other advertising is completed by the administrative assistants by recommendation from the division VP. 

All position openings sent to HR must have a job description (template is online under HR section) accompanying the posting request with contact name, email address and whether or not phone calls will be accepted. All advertisements will end with the statement Averett is an Equal Opportunity Employer.

All position openings will be listed on the AU Web site (Jobs@Averett) (HR). 

All position openings will be listed on LinkedIn’s Averett Alumni Group (HR).

All position openings may be listed on the VEC website (HR).

Advertisements for faculty positions are handled by the Asst. to the VPAA.  Recommendations for online sites and local classifieds are available from the VP of HR. 

Advertising for positions is handled and budgeted for by the hiring department which can include a professional publication, local newspaper, or any other job advertisement venue. The process may be coordinated with Human Resources.  All faculty positions are handled within the VPAA’s office. 

Each department manager is asked to remind HR to take down the web posting once a candidate has been hired.  

	
	
	Interviewing

It is recommended to managers to have a committee of at least five to interview the candidates and preferably at least two staff or faculty members outside of the department.  Please send the names of your committee to the appropriate VP for approval.
All finalists will meet the president during their on campus interview or a phone call may be scheduled.  Make sure to make contact with her before making an offer.
Candidate evaluations should be completed and compiled by the interviewing Leadership Team member or designated manager.  These evaluations should be kept confidential and stored appropriately.
Questions for each candidate are prepared by the Screening Committee. All candidates must be asked the same interview questions.

Interviews conducted by the Screening Committee. All members of the screening committee must be available to participate in each interview.

Letters are sent to the applicants who were not selected for an interview by the Supervisor and/or the Administrative Assistant.

Reference Checks completed by the Screening Committee.

Committee recommendation(s) submitted to the appropriate Vice President or President.

Decision to hire candidate is made.

	
	
	Hiring 

A background check is required for all prospective hires.  Exceptions are given to recent graduates who are hired as new faculty or staff.
Call or email HR with the finalist’s name and address in order that the required forms may be sent or emailed to the candidate.

Human Resources Office sends authorization form for background check to the selected candidate.  

Upon completion and submission of forms to HR, they will be processed.  The department manager will be notified of the candidate’s background check status as soon as it is finalized. No candidate should be promised employment until the background check process is completed.

Satisfactory results must be received by HRO prior to the candidate’s employment.

Once the background check status is clear and complete, HR will email the department manager or Vice President of the division.  

	
	
	Formal Request to Hire

Form and Procedures to complete the Hiring Request form are located on web site at http://www.averett.edu/facstaff/forms/hr/docs/ and http://www.averett.edu/facstaff/forms/hr/pdf/

	
	
	Offer made to candidate and candidate accepts position. Letter sent by Assistant to the CFO to successful candidate. (Letter will state salary, position title and start date. Candidate must sign the letter and return it to the President’s assistant.

	
	
	Letters are sent by the hiring manager’s or vice president’s office to unsuccessful applicants who were interviewed. Committee Chair can also make a phone call to the unsuccessful candidates, if desired.

	 
	
	All document copies of vitas, resumes, references, must be shredded at the conclusion of the search or they may be returned to the Human Resources Office for shredding.

	
	
	An email is sent by HR to candidate requesting him/her to call or email to schedule an HR 1:1 orientation appointment.

	
	
	Supervisor provides a brief orientation for candidate on first day of work. Candidate should also report to the Human Resources Office for a 1:1 orientation to review payroll and benefits follow up and to the Public Relations Office for photograph. A college wide orientation also will be held each fall and spring for new employees.

	
	
	Supervisor ensures that successful candidate has IT Security, IT access to appropriate applications, phone, furniture, keys, etc.  The IT Access request form is available at

http://www.averett.edu/facstaff/forms/IT/NetworkApplications-3.doc.

	
	
	HR Orientation
 The new employee must meet with HR in order to have all paperwork reviewed with him/her or a packet may be sent to the new employee upon request and then a follow up meeting may be arranged at a later date. 

The new employee must also return financial and insurance paperwork to Faye Dix to allow ample time to be placed in payroll and enrolled in the insurance benefits plans.

The Support Staff member representing the department hiring will initiate the IT Request Form required to have the new employee entered into PowerCampus, the phone and email systems.  The IT Request Form is available online under Business Forms in the HR section.  This form must be sent to HR first; in turn it is forward to the Internet Accounts coordinator and deemed a viable employee by HR.  The employee ID number, email address and phone number are then sent to the web master, university receptionist, security, and human resources.

HR will provide a complete packet of information to the new employee including a welcome letter, a demographic form,  payroll tax forms and information, insurance forms and information, and retirement forms and information along with a University Calendar and publications to include an Averett employee and student profile.  

The administrative assistant for the respective department enters the new employee into AU People, the receptionist makes the necessary changes to the online phone directory, security has the ID number required to create an Averett ID card and HR keeps the information in an electronic folder. 

The original IT access request is returned to the new employee’s supervisor and the employee (h/h alternate email) with access codes indicated.  

All employees must read their respective handbooks (Faculty-Faculty handbook) and (Staff-Staff Handbook) and sign the signature pages indicating they have read and understood the policies and procedures written within the handbooks, both of which are located online.

All employees are encouraged to read the Critical Incident Response Team (CIRT) manual located online on the Averett web site and sign the signature page at the back.

The signature pages from the handbooks and the CIRT manual are to be returned to HR.

All employees are required to register their email address and cell phone with E2Campus.

A Human Resources tour may be scheduled with the Campus Guest Coordinator by dialing 434.791.6880 or at ext. 16880.  Arrangements should be made with the CGC by the new employee in order take into account h/her respective schedule.

Campus ID cards are a necessity for many individuals on the Danville campus.  These ID cards serve as library cards, and may be scanned to open outside doors after hours.  New employees are encouraged to visit the security office with a valid driver’s license or some form of a picture ID.

All new employees are encouraged to call back to HR or the Benefits Coordinator with any additional questions or concerns after the first HR visit.

The majority of forms included in new employee packets are available on the Averett web site under Faculty/Staff Business Forms in the Human Resources section. http://www.averett.edu/fac-staff/forms/formlink.htm

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Revised 12/2011
