

Selection/Recruitment Process:						                                                 12/15/06


(Bureau/Personnel Liaison referred to as Liaison)





1.  Liaison sends completed C-47 to HR analyst along with signed PD; ensures the correct Index/PCA #’s are used





2.  HR (Lynn/Donna, Sabrina) logs the C-47 into tracking and assigns a tracking number and forwards to Finance





3.  Finance reviews the C-47 to ensure funding and FTE is available;


if Disapproved - returns to the Bureau, via HR analyst


if Approved - forwards to HR Director











4.  HR Director reviews, approves and forwards to DLEG Deputy Director





5.  Deputy Director reviews, approves and returns to HR Director





6.  HR analyst reviews/determines if a vacancy exists (go to #8) or a position needs to be established (go to #7)





7.  Establishment 


HR analyst reviews PD to ensure the duties meet the concept for the classification requested, works with liaison if revisions are necessary and then forwards PD to Civil Service.  Spl/Analyst completes a CS-129.








7a. CS reviews PD and supporting document and if approves returns it to HR analyst





7b. HR analyst notifies Liaison CS has approved the establishment








8.  Vacancy exists


HR analyst notifies Liaison C-47 has been approved. 





Liaison


Completes the Posting Notice and e-mails it to Patti Hengesbach/UIA HR analyst


2.  Sends e-mail to Patti requesting Dept Transfer List names





19.  Liaison or designee schedules interviews, conducts reference checks of  top candidates, and identifies preferred candidate





10.  Liaison e-mails Patti Hengesbach (HR) requesting any UAW interdepartmental transfer names, or employment lists; analyst pulls recall names





11.  Patti e-mails back any names that need to be considered





12.  HR staff posts position for 5 work days





13.  Liaison submits selection plan to HR analyst for 12 level & above positions.  For 11 level & below  proceed to #16





14.  Analyst reviews for compliance with CS Guidelines and forwards to appropriate EEO Officer





15.  EEO Officer reviews for compliance with EEO guidelines & retains until Appt. package is reviewed, notifies requester of approval/denial via email





16.  Resumes received by liaison or contact person, conducts initial screening, does a random sort to a manageable number then applies any screening criteria used





17.  Liaison sends resumes to HR analyst to do credential review





18.  HR analyst completes credential review of state employees and other authorized classes, sends others to Civil Service to complete credential review; returns all resumes and completed CS-153 noting qualified/not qualified applicants for interview back to liaison








