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Process # (to be assigned by OPRIE):              Date Submitted:                        Document Type:  FORMDROPDOWN 

	
	     


Name of Process:
	NOV (Notice of Vacancy) - Full Time


Department:
	RLC Human Resources


Process Owner(s):
	RLC Human Resources


Process Mapping Steward (Work group member overseeing mapping):
	Kim Bishop


Process Documentation Team Member(s):
	Pat Bollin, Bill Dial, Kim Bishop


Description of Process:
	Process to fill a vacancy position


Anticipated Implementation Date:
	12/4/09


Process Steps & Narrative:
Step 1:   Position becomes vacant due to retirement, growth, termination, etc.
Step 2:   Supervisor completes a Notice of Vacancy (NOV) and Criminal Background Check (CBC) form. Once completed and signed, the Supervisor will deliver the forms to the Human Resource (HR) Department. 
Step 3:   HR Director will review both forms for accuracy, signatures and total completion and prepare to present to Thunder Team for their approval.
Step 4:   Thunder Team will review request to fill vacancy and approve, deny or postpone the request.
Step 5:   If denied by Thunder Team, the Area Vice President will notify the Supervisor
Step 6:   If postponed by Thunder Team, HR will hold all paperwork until authorization to release is received by Thunder Team. Area Vice President will notify the Supervisor.
Step 7:   If approved by Thunder Team, the NOV and CBC is returned to HR. HR then assigns a position number and notifies Supervisor that the vacancy was approved for advertising and hiring.
Step 8:   HR will print out the generic job description and attach to the NOV and CBC. The packet will be faxed to District HR for advertising by the pre-appointed designated district deadline.
Step 9:   District Human Rescources (DHR) prepares the advertising draft and sends to location HR for approval.
Step 10: Location HR reviews for accuracy and returns corrected draft to DHR. If no corrections are needed location HR will notify DHR that everything is good to go.
Step 11: Position is advertised accurately.
Forms needed for this process: Notice of Vacancy (NOV),
 and Criminal Background Check (CBC)

                                                                                       Job Descriptions
Assessment: (Describe any needed updates, changes, corrections, or additions identified during the mapping process that were discovered in the initial process map. Use these notes to update later (corrected) versions of the process map.)

     






