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1. Job Description and Salary Determination
a. The hiring manager reviews the job description on for accuracy and sends changes to Human Resources (HR)
b. Hiring  Manager discusses with HR the salary range 
 
2. Request to Hire Authorization
a. Hiring Manager completes the Approval Form indicating FTE, Title, Budget, Supply Needs, etc. and sends to HR
b. HR obtains approval signatures and notifies Hiring Manager of approval or denial
 
3. Job Posting and Advertising
a. HR crafts the job posting for Hiring Manager approval
b. HR and Hiring Manager discuss advertising options
i. Posting Ideas: PNWU Website, Northwest Newspapers, OPSO, WOMA, Fellowship Programs, Residency Programs, Publications, Society Lists, State Licensure Lists, Direct Mail, Census Data, Consumer Data, AOA/AMA, AACOM, AAMC, DEA List, Personal Referrals, Email List Serve Blasts, Alumni, Web Advertising, NAAHP, COMOA, Higheredjobs.com, The Chronicle of Higher Ed, Academic Keys
c. HR posts the job
 
4. Applications Screened and Logged
a. HR screens all incoming applications for minimum qualifications and logs them in the HR system
b. HR sends the Hiring Manager applications for consideration
c. Hiring Manager further reviews and screens applications
d. Hiring Manager shares applicant’s with other appropriate personnel for feedback
 
5. Interviews and Testing
a. Hiring Manager chooses top applicants for interview using the standard interview guide
b. HR conducts testing if appropriate for position
c. Hiring Manager asks additional PNWU personnel to be involved in the interview process if appropriate
 
6. Reference Checks
a. Hiring Manager conducts reference checks on at least two references. It is preferred that references include a past supervisor.
 
7. Applicant Selection
a. Hiring Manager meets with HR to review the applicants
b. Hiring Manager turns in all documentation to HR
 
8. The Job Offer
a. HR makes the job offer (and/or writes faculty contract) and schedules applicant for a urine drug screen (24hr notice)
b. HR emails applicant the offer and provides links to complete required paperwork
 
9. Preparation for New Hire
a. HR notifies Hiring Manager of applicant’s start date
b. Hiring Manager completes IT/Facilities/Security Set Up Request
c. HR sends letters to applicant’s not chosen and updates decision in HR System
 
10. 1st Day New Hire Orientation
a. New Hire meets with HR for approximately 1 hour
b. HR gives new hire orientation checklist to be completed in 90 days with support from Hiring Manager
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11. Department Orientation and Training
a. Hiring Manager creates department orientation and training appropriate for position
 
12. Evaluation
a. Hiring Manager meets with the new hire after 90 days to assess their progress and needs 
b. Hiring Manager conducts performance evaluation annually
 

Exceptional Education. Extraordinary Impact. 
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