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Date: ___________________________________________________________________

Title of Job Vacancy: _                                      __________________________________

Department of Job Vacancy: ____       _________________________________________

Salary requested: 
_________                    _________                                                  _

Projected date to fill: _                       _______________________________  __________

Level of importance of job: ___       ___________________________________________

Advertisement date(s) requested:   __ ____                           ________________________

Method of advertisement requested: __________________________________________

If newspaper, please list papers requested: __                                                                    _

Budgeted Funding Account Code: ___________________________________________

Requested by: ___________________________________________________________

Search Committee Members:  _______________________________________________
Diversity and Inclusion Member to be on Search Committee: ______________________

(Member List can be found at https://www.opsu.edu/About/Diversity/Members/)

Funding Available/Account Code: ___________________________________________






Business Office (Comptroller or Dir. Of Purchasing)
Approved to advertise and fill job: ___________________________________________






Provost / VPO/ AVPFA/ AD
HR_New_Hires_checklist.doc

OPSU EMPLOYMENT PROCEDURES

Job Announcement of full-time employees:
1. _______ Is this a new position?

2.  _______ If an existing position, a Resignation letter must be submitted to the Human Resource Department (HR).

3. _______New Hire Checklist form (available on OPSU website) must be completely filled out and submitted to the HR before the vacant position can be advertised.
4. _______A current job description on file with the HR Dept. If one is not on file the department head must provide one before any advertising will be done.


Advertisement:

5. _______You must provide information for the ad to the HR department along with the final date resumes will be accepted.  The OPSU staff handbook, Hiring Policies for Non-Faculty, states that “exempt positions must be listed for at least 10-15 working days regardless of the number of applicants” AND “non-exempt positions must be posted for at least 5 working days or until an appropriate number of candidates have been referred:” 
· Information required to the Human Resources office before any advertising may be initiated.  
· Title of Position

· Job Description

· Minimum Job Requirements
· Beginning date for applications to be received

· Last date applications can be received

· Minimum Starting Salary

· Contact person with address

· Advertising will be done via:
· Bulletin board on campus - free

· OPSU website, job opening page – free

· Oklahoma Employment Office, Oklahoma Job Net web page – free

· HigherEd – free

· Hispanic Association of Colleges and Universities, HACU - free

· Any newspapers you request, payroll office will prepare and submit the ad to your designated newspapers. You will then be notified of the amount of charges so you can prepare a requisition with ad charges billed to your department.

Application process:

6. _______All prospective employee’s resumes will come to HR with the originals held there. A Complete packet will be forwarded to the search committee.  
Hiring Process:
7. _______Once you and your committee have received the resumes and interviewed prospective candidates, list the candidates’ strengths and weaknesses. Select the candidate that best fits the needs of your position to be filled.
· Resumes presented to the hiring committee for the interviews.  
· The committee chair must complete a Job Interview Schedule Request for each applicant to be interviewed. 

· The committee evaluates candidates on strengths and weaknesses and selects the best candidate for the position.
8.  _______Once the best candidate for an employment position is identified; the search committee must request a criminal/sex offender background check on the candidate.  Before any offer of employment will be final, the best candidate must successfully pass a criminal background check.  This step CANNOT be omitted or overlooked.  The committee chair MUST ask the Human Resource Department to run the background check on the best candidate before an offer of employment is made for the position. 
9. _______Once the prospective candidate is approved for employment, an offer of employment can be made.  
· Supervisor will complete the New Hire Employment Offer Form.
· Once the New Hire Employment Offer form is complete, HR will send it to the appropriate administrators for approval.
· After approval is received, HR will prepare and submit a letter of employment based on the information on the New Hire Employment Offer form.  
· Written job offer must be signed by the candidate and returned to the university in the proper time limits as requested in the job offer letter.

Employment completion procedure:

10.  _______As soon as your new hire arrives on campus bring him / her by the payroll office to fill out paperwork. All new hires MUST fill out an I-9 so they MUST bring an original valid driver’s license, State birth certificate, or U.S. Passport, and a valid United States social security card within the FIRST THREE DAYS OF EMPLOYMENT to allow payroll to E-verify them through the Social Security 

· Must be within the first 3 business days of employment.

· Upon arrival report to the HR Department and fill out all required documentation.

·  Employment Packet

· I-9

· W-2

· Benefits package
· Required information:
· 2 forms of identification. 
· A photo ID
· A valid original US Social security card

I have read and understand the terms regarding the New Hire Procedures as set forth by Oklahoma Panhandle State University.
___________________________________                  _________________

Signature





       
       Date
___________________________________                  _________________
Print Name





        HR representative
