Hiring Process Check List

	 FORMCHECKBOX 
  Complete Personnel Requisition Form and Job Description announcement.

	 FORMCHECKBOX 
  Send Personnel Requisition Form and Job Description to Human Resources for review and signature.

	 FORMCHECKBOX 
  Pick up applications after job closes and review for candidates that meet minimum requirements of job description.

	 FORMCHECKBOX 
  Coordinate with the Human Resources Office, which qualified applicants are to be interviewed.  After interview, determine top two candidates.

	 FORMCHECKBOX 
  Complete the following Hire paperwork:

· Reference Check Form

· Ranking Sheet Form

· Personnel Transaction Form

	 FORMCHECKBOX 
  Send completed Hire forms to Human Resources for signature and approval.

	 FORMCHECKBOX 
  Notification from Human Resources that the candidate has been approved for hire by V.P. and College President.

	 FORMCHECKBOX 
  Call candidate to extend offer and establish start date.

	 FORMCHECKBOX 
  Communicate start date to Human Resources so Employee Orientation meeting can be scheduled in advance to complete I-9, W4, and Benefits Enrollment sheets.


