EOE COMPLIANCE

October 18, 2004
· A Position Opens


· Search Committee Chair appoints a committee and fills out the Personnel Hiring Justification/Timetable. 
 

· PHJ is submitted to the EO Officer.


· EO Officer submits PHJ, ad copy and job description to Sr. VP for approval.


· Sr. VP approves and returns to EO Officer.


· EO Officer forwards to the President.  After Presidential approval the justification is sent to the Payroll Coordinator and then returned to the EO Officer. 


· Once approved, EO Officer notifies search committee chair.  The EO Officer places the ad.


· Resumes arrive in the EO Office.


· EO Officer sends acknowledgment letter, EO Data Card (asked to return on a voluntary basis), application for employment (required to be returned for consideration), forwards resume copies to search committee chair.


· Resumes are reviewed using correct forms; candidates are selected and invited for interviews (after appropriate time has passed).  


· Candidates are interviewed.


· An application MUST be on file before interviewed.  No candidate can be hired sight unseen.  


· Candidates are reviewed using the interview review form.  Candidate receiving highest point total average is selected for the position or justification provided if another candidate is desired.

· References MUST be checked using reference check form.

· Search committee chair fills out the selection report and submits it to the Senior VP for approval and salary recommendations.


· Senior VP notifies EO Officer that selection is approved for signature.  


· EO Officer signs the selection report for Sr. VP and sends it to the President’s assistant for President’s approval.


· President’s assistant sends letter of appointment or contract to the individual hired.


· Search committee chair sends resume review, interview review, and reference check forms to EO officer.


· President’s assistant returns the signed selection report to EO officer.


· EO officer sends letters that the position has been filled.


