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

	
	     


Name of Process:
	NOV - Adjunct / Part 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 advertise a vacant position for Adjunct/Part time.


Anticipated Implementation Date:
	     


Process Steps & Narrative:
Step 1:   Notice of Vacancy (NOV) is turned into Human Resources (HR) along with a Criminal Background Check (CBC) by noon on Tuesday for advertising the following Friday.
Step 2:   HR Director reviews and approves the posting by signing off on it.
Step 3:   HR assigns a position number and deadline to NOV & CBC. The position number and NOV information is logged in the 'Notice of Vacancies, Position ID #'s' binder.
Step 4:   NOV and CBC is faxed to District HR by 5:00 Tuesday afternoon for advertising the following Friday.
Step 5:   HR emails supervisor with posting date, close date and position number.
Step 6:   Applications are received from District during posting of NOV.
Step 7:   HR logs applicant information into Access. (See 'Transferring Applicant Information Into Access' instruction booklet)
Step 8:   The week following the position close date, HR prints roster (see 'Printing Applicant Roster' instruction booklet) and sends letters/emails to all applicants.
Step 9:   Applications are put in alphabetical order and topped with an instructional cover letter. The supervisor is notified that applications are ready for pick up.
Step 10: Applications are released to the department. If position is open longer than two weeks, applications are released to the department on a weekly basis.
Step 11: Division reviews and qualifies applicants.
Step 12: All 'Not Qualified' and 'Qualified But Not Interviewed' applications are returned to HR topped with a copy of the initial cover letter with the appropriate paragraph marked for each batch.
Step 13: HR codes 'Not Qualified' applicants as #3 and 'Qualified But Not Interviewed' as # 4/5/6 on roster and in Access under '4Roster'. They are then returned to the file in alphabetical order. 
Step 14: The division will contact the applicants they choose to interview and schedule interview dates.
Step 15: On the 'interviewed but not chosen as a finalist' applicants, the division will return those applications to HR to be coded as #13 on the roster and in Access. 
Step 16: On the 'interviewed and hired' applicants, the division returns these applications attached to a New Hire Packet to HR.
Step 17: HR will code the 'interviewed and hired' applicants as #15 on the roster and in Access.
Step 18: All applications are put in alphabetical order. Staples, paperclips and sticky notes are removed.
Step 19: File is then put in order of ; 1) Ready to Scan cover sheet, 2) NOV, 3) CBC, 4) Roster, 5) Grid Roster, 6) Supplemental Sheets, 7) Applications, 8) Search Process Acknowledgement Forms, 9) Misc papers. Complete clean file is then scanned into Paperwise. 
Step 20: Position is listed as closed in NOV log book and in Access



Forms needed for this process:  Notice of Vacancy  and   Criminal Background Check
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.)

     
