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Todayôs Presentation
1. The Case for Change

2. New Process Overview

a. Recruitment & Hiring, a 2-Phase Process

b. New Documentation

c. The Approval Process, a 5-Step Process

d. The Recruitment Process

e. New Procedures & Important Points 

3. Manager Resources

4. Questions



2

Todayôs Presentation

1. The Case for Change
2. New Process Overview

a. Recruitment & Hiring, a 2-Phase Process

b. New Documentation

c. The Approval Process, a 5-Step Process

d. The Recruitment Process

e. New Procedures & Important Points 

3. Manager Resources

4. Questions



3

Listened to Concerns of Faculty/Staff
Å We have received a large amount of  feedback on the  

difficulties associated with the current process

November 12, 2008 Letter from Father OôConnell
Å Temporary hiring freeze

Å New process, each Vice President conducts a 

careful review of each new hire request

Å Introduction of a simplified, 5 step easy to use hiring   

approval procedure

Å New simplified documentation 

Å Enhanced level of support from HR for recruiting and 

hiring new staff.
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I need to fill a vacancy in my office, 

what do I do?

Follow the two phase process



PHASE 1. The Hiring Approval Phase

What do I need? 

Obtain approval to hire into position

How do I do this?

By completing the required documentation & forwarding it 
through the 5 step approval process

When do I know?

When you hear back from your Dean/Director

Then what?

If approved, move onto PHASE 2ðRecruitment & Hiring 
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PHASE 2. Recruitment & Hiring Phase

Where Do I Start? 

Contact your assigned HR professional to begin the 
recruitment process for your position.  

What Should I Expect?

A collaborative effort between you and HR--designed to fill 
your

vacancy.  Your recruitment strategy includes:

- addressing how we will recruit for your position

- defining the selection process

- screening & interviewing qualified candidates

- the hiring phase

Result?

An employee who is the óbest fitô for your position needs
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Key Point: Elimination of Part 1 and Part 2
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Key Point: Elimination of Part 1 and Part 2
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One New Form: Personnel Requisition Form (PRF)

Three (3) sections

SECTION 1
POSITION DETAILSSECTION 2

ADVERSTISING PAYMENT 
DETAILS

SECTION 3
5 STEP APPROVAL 
PROCESS


