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Name of Process:
	Search Team Process


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:
	How to get a team together for initiating the hiring of a new employee for a NOV


Anticipated Implementation Date:
	12/04/09


Process Steps & Narrative:
Step 1:   The hiring supervisor proposes a diverse hiring team (diverse in ethnic background, gender, age, etc..) of approximately 5 individuals with one of them to serve as the team chair. Once acceptance is received from the individuals…
Step 2:   The hiring supervisor emails the proposed team makeup to the Director of Employee Services and Professional Development, with copies to the appropriate Employee Services personnel for review and approval. 
Step 3:   The Director reviews the proposed team for appropriate diversity and will either approve or make recommendations for changes.
Step 4:   Recommendations: Hiring Supervisor makes recommended changes and resubmits to Director for approval.
Step 5:   Approved: Team will conduct meeting to decide interview questions for candidates
Step 6:   Team chair submits questions to Director for approval.
Step 7:   The Director reviews the proposed questions and will approve or make recommendation for changes.

Step 8:   Recommendations: Team chair makes recommended changes and resubmits to Director.
Step 9:   Approved: Team chair arranges a team training session with the search team and HR.
Step 10: HR meets with the search team to conduct training on the components of the hiring process, interview protocol and interview questions.
Step 11: HR releases qualified applicants to search team in order to begin their review of the applications.
Forms needed for this process: None
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.)

     
