TYPE:

PERSONNEL RECRUI TI NG AND HI RI NG PROCEDURES

EXEMPT - FULLTI ME - PARTTIME - OUTSI DE H RE OR TRANSFER

RECRUI TI NG PROCEDURES:

6-

7-

Conpl et e STAFF REQUEST FORM and obt ai n Departnment Head approval .

Prepare Job description.

Prepare text for newspaper ad and job list.

Conpl et e RECRU TMENT PROCEDURES FORM

Submt staff request form job description, text for ad, and recruitnent
procedures formto Personnel. (ad will run 2 Sundays in Tines Picayune and
on job vacancy list until the Friday fdlow ng the 2nd Sunday).

Revi ew resunes recei ved from Personnel .

Identify and interview finalists.

H RI NG PROCEDURE:

8-

O-

10-

11-

12-

13-

14-

Sel ect desired candi date.

Conpl et e SEARCH QUESTI ONNAI RE FORM

Submt search questionnaire formand resunes of finalists for hiring
approval along with remaining (non-finalist) resumes to Personnel.
(paperwork will be reviewed by the Ofice of Equal Opportunity)

Once paperwork has been approved by Ofice of Equal Opportunity, conplete
PAYROLL ACTI ON FORM

Have new enpl oyee conpl et e PAYROLL/ PFRSONNEL | NFORVATI ON FORM and
EMPLOYMENT ELI @ BI LI TY VERI FI CATI ON FORM

Col I ect bl oodborne pat hogen certificate fromnew enpl oyee (if necessary).
Submt payroll action form payroll/personnel information form enploynent

eligibility verification form wth supporting docunents, and certificate
to Personnel .

* * TULANE REQUI RES A SOCI AL SECURI TY CARD. * *



O-

Page 2
TYPE: NON- EXEMPT FULLTI ME - PARTTI ME - QOUTSI DE H RE OR TRANSFER
Conpl et e STAFF REQUEST FORM and obt ai n Departnent Head approval .
Prepare job description.
Prepare text for newspaper ad (optional) and job vacancy list.

Submt staff request form job description, and text for ad to Personnel
(Vacancy will appear on job vacancy list for a mninumof 5 working days)

Revi ew applications received from Personnel

Identify finalist; informPersonnel of those to be interviewed. (Personne
wi Il schedul e appointnents for applicants to be interviewed).

Conduct interviews and conpl ete APPLI CANT REFERRAL FORM for each person
i ntervi ened.

Sel ect desired candi date and conpl ete APPROVAL FORM FOR NON- EXEMPT STAFF
PCSI TI ONS

Submt applicant referral formand approval formfor non-exenpt staff
positions to Personnel for approval

TO COVPLETE HI RI NG PROCEDURES: FOLLOW STEPS 11 THRU 14 ON PAGE 1



Page 3

SEARCH WAl VER - PROMOTI ON FROM W THI N DEPARTMENT.

1- Conpl et e STAFF REQUEST FORM and obt ai n Department Head approval
2- Prepare job description
3- Submt staff personnel request form letter to request waiver and resune

for hiring approval

H RI NG PRCCEDURE
1- Conpl ete PAYROLL ACTI ON FORM

2- Submt payroll action formto Personnel

TO REQUEST SEARCH WAI VER FOR OUTSI DE H RE: FOLLOW STEPS 1 THRU 3 ON PAGE
2 AND 11 THRU 14 ON PACE 1.



