ADMINISTRATIVE SEARCH PROCESS FLOWCHART

For Managers 190 and above, State University Administrator 3's and the Supervisory Physician.
[A separate process is used for faculty, coaches, and staff.]

~ YES 3. _ 4. Supervisor develops Search
1. Supervisor submits request 2, PSP =UpEETelr Committee with Pres/VP and
to fill position to Pres/VP. approval? obtains consults w/ Assistant to the
i J documents President for Social Equity
L NO from HR. & Diversity (APSED).
v
I
I
5. Supervisor 6. Search
prepares »  Chair reviews » 7.Search Chair schedules
search docs docs and meeting with APSED.
1-6 and prepares docs
submits to 7-11 and
Pres/VP & submits to
APSED.

8. Search Chair, Search Committee &
Pres/VP meets with APSED and HR to discuss
and review all search materials.

LEGEND

HUMAN RESOURCES

SEARCH CHAIR

10. APSED and Pres/VP
approves and emails Ad and
Publications List to HR.

SEARCH COMMITTEE

9. Search Chair emails agreed
upon Ad & Publications List to
Social Equity and Pres/VP.

SOCIAL EQUITY

SUPERVISOR

PRES/VP




ADMINISTRATIVE SEARCH PROCESS FLOWCHART (cont.)

For Managers 190 and above, State University Administrator 3's and the Supervisory Physician.
[A separate process is used for faculty, coaches, and staff.]

11. HR formats Ad and sends
final copy to Search Chair, APSED
& Pres/VP for approval. HR sends

Applicant Tracking Form to Chair.

12. Social Equity, Search

A 4

Chair & Pres/VP review final ad 13. HR advertises vacant position.

and emails approval to HR.

16. Search Chair sends alpha
list of all applicants and
candidates to Social Equity.

A

15. Search Committee screens 14. Search Chair receives and
applications using approved n tracks applications and sends
Selection Criteria. all applicants docs 1-4.

17. Social Equity identifies UR and
protected class on file and sends
to Search Chair, Pres/VP and
Supervisor requesting reasons
for non-selection.

18. Search Chair prepares

: 19. Search Committee conducts
job-related reasons for those

A 4

LEGEND

HUMAN RESOURCES
SEARCH CHAIR
SEARCH COMMITTEE
SOCIAL EQUITY
SUPERVISOR
PRES/VP

A 4

reference checks on candidates

identified (to be included on . :
recommended for interviews.

Pre-Interview Recruitment Report).

20. Search
Chair submits
Pre-Interview
21. Pres/VP and APSED Recruitment
approval? Report

to Pres/VP and
APSED for
consideration/
approval.



ADMINISTRATIVE SEARCH PROCESS FLOWCHART (cont.)

For Managers 190 and above, State University Administrator 3's and the Supervisory Physician.

22. Social Equity emails approval NO
to Chair and Supervisor. 26. Search Chair
s submits 27. Pres/VP and
v "|  Post-Interview APSED approval?
23. Search Committee Recruitment
conducts interviews. Report,
including
v unranked
24. Supervisor reviews Pos. Desc. recommendations
& Essential Func. Forms, and obtains to Pres/VP and 28. Pres/\/P
; : APSED for - res
signatures from each. Supervisor ) ) repares
i : : consideration/ prep
distributes Post-Interview Evaluation Forms. Administrative
approval. .
N | Appointment
Vv Form
25. Supervisor proce_sses_TraveI and submits w/
Expense Voucher for interviewee’s Post-Int. Recr.
reimbursement of travel expenses. Report to APSED.

31. Search Chair notifies remaining
LEGEND candidates that search has been
HUMAN RESOURCES concluded after candidate accepts

employment offer. 29. APSED affirms

recommendations and sends

SEARCH CHAIR
complete packet to HR

SEARCH COMMITTEE 32. Search Chair submits search
records to HR for retention.
SOCIAL EQUITY THE END

30. Supervisor/VP consults with Pres/VP
SUPERVISOR and HR about salary and extends
PRES/VP an employment offer.




