Hiring Guide Checklist

A eryoudidentify a vacant position please Jtili.e the following checklist to successfully
complete the hiring process.

IS th's pug T al' gned ¥ th thA n'vers't/’s m'ss' g1 and v's'.g1? (page 7)
Have (/g d'sc'ssed th's pug t'wg and search ¥ 'th gy department? (page 9)
Have (/g nw¢ fed Hyman fs.‘ rces ab.‘t the pug T 7 (page 11)

Have (/ng d'sc'ssed the vacant pug t'wg) ¥ th the Off ce ¥ n'vers'ty B'dget
and #2nn'ng? (page 13)

Has the j«& descr'pt'«g been v pdated? (page 21)

T}'ll [/~ N're a search f'rm? (page 15)

W /g yt1ze @ Search Adv's.g/ Cgnm ttee? (page 16)

Have (/g placed advert'sements, created a search ¥ ebs'te, and s.‘ght Nw.gn Nat’.§s? (page 13)
Have /g Cxe¢d Nated the ‘mpl'c'tb'as tra'n'ngand f'rst meet'ng? (page 20)

Have (/g «¢ganzed the rev'e¥ meet'ng?

Have (/g ~¢gan‘zed gy nd .ge nterve¥s? (page 22)

Have /g d'scyssed referenc'ng strateg'es?

Have (/g f'lled gt the 25 g A'thn;'zat'nn et fug Nwg-elected cand'dates? (HR Site)
Have /g C-e¢d Nated the reference cheams N'tk; Hyman ES-grces Department?

Have /ng ~gganzed rqnd t# g nterved's?

Have fnal'stcampys v's'ts and lg'st'cs been «gganzed?

Has the h'r'ng dec’s’ . been shared ¥ th H Rand Off ce v Inst't'tqpal Eayu?

Has the baa.gr.‘ nd screen’ng prwgess been\cumpleted? (page 25)

Have /ay negw¢ ated remy nerat’«g?

Have preparat’.§s been made f.g the cand'date’s .yib-@rd ng? To include:

ATaSE refer tugHy MaN [£Sug [CES fug ~g1Dn@rd Ng prugess (.. ¥ m'ch ema’l, phwgie ny mber,
v oy g v
b.s'ness cards, «¢f ce space, «§f ce eqy pment and s'ppl'es, paf ngspace and perm't, ¥ ¢



