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NOV submitted to HR 
along with a CBC by 
Tuesday at noon for 

advertising the following 
Friday 

HR Director 
reviews & approves 

Position number 
and deadline date 

are assigned 

 

NOV, CBC are faxed 
to District HR 

 

HR emails Supervisor with 
posting date, close date, 

position number  

Applications are 
received from District

HR logs applicant 
information into Access

The week following the position 
close date, HR prints roster and 

sends letters to all applicants

Applications are put in 
alphabetical order and 

topped with a cover letter 

Applications are 
released to the Division  

Each week applications are 
collected until close date of 

position. HR emails 
supervisor to pick up  

Division Dean 
qualifies applications 

Division returns “Not 
Qualified” applications with 

cover letter to HR  

Division returns “Qualified But 
Not Interviewed” applications 

with cover letter to HR

Division contacts qualified 
applicants to schedule interview 

HR codes applicants as “3” 
on Roster in system  

HR codes applicants as 
“4/5/6” on Roster in system  

Applications are put in alphabetical 
order and all staples/paperclips are 

removed 

File is put in order; (Ready To Scan 
Cover Sheet, NOV, CBC, Roster, 

Grid Roster, Supplemental Sheets, 
Applications, Search Process 

Acknowledgement Forms, Misc. 
papers) and scanned 

On interviewed but 
not hired applicants, 

division returns 
applications with 
cover letter to HR

HR codes 
applicants as “13” 

on Roster in system 

On interviewed and 
hired applicants, 
division returns 

applications 
attached to a New 
Hire Packet to HR 

HR codes 
applicants “15” on 
Roster in system 

and prepares 
paperwork for 

processing 

Position is listed as closed in NOV 
log book and in Access 


