New Hiring Process:

Preliminary DRAFT

Must hire defensively.

· Ministry notifies Finance Office of open position:

1. Budget process

a. Job Description

i. Written for position and not person

ii. Essential elements

iii. Skill requirements

b. Compensation Analysis

c. Personnel Ministry Approval

d. Finance Team Approval

2. Vacated position

a. Job Description

i. Written for position and not person

ii. Essential elements

iii. Skill requirements

iv. Develop candidate analysis for “manager” interview

b. Review Compensation

c. Pert chart for interview process??????

· Two levels of posting:

1. Professional positions

a. Identify what positions fall under this category (such as pastoral level with directorship like responsibilities, and whose skill qualifications require prior experience, professional education past bachelor’s, etc..
b. Consistent process of positing vacancies/soliciting applicants
2. Other professional and support positions

a. Identify what positions fall under this category.

b. Post position in-house for 5 days.  (Post in key work areas, intranet (?)

c. After 5 days post position in newspaper, on-line (such as Career Builder) professional periodicals, schools, seminaries, etc.  Posting should include essential job functions.  Consistent practice between class of employees.
· Accept Resumes

1. Compare resumes against job description.

2. Check for gap in employment history.

3. If does not meet minimum qualifications, send letter/card stating ????
3. If meet minimum requirements, schedule interview.
· Initial Interview
1. Employee completes application and background check authorization.

2. Compare application with resume.

3. Assess skills, qualifications, etc.  (Two thoughts:  some say interview before evaluating; other say assess skills, then interview.)  

4. If “pass” initial interview, send to hiring manager.

· “Manager” interview
1. Manager interviews applicants.

2. Following the interview, manager completes candidate analysis which lists key responsibilities.   Candidate analysis will give ranking.  Job description will be key to questions.  Manager will document reason for each ranking.

3. Complete applicant group analysis.  
4. Send analyses back to Finance Office.  

· Background and reference checks.
1. Finance Office will perform background check and reference check on top applicant.  Background check will be consistent among like positions.
2. Have adverse information process.  FCRA requires chance for applicant to review and correct.

3. Document all conversations with references.

· Next step…
1. If hiring decision needs to be reviewed by staff coordinator, then DofF discusses with SC.

2. If not, make offer.

· Make offer.
1. Place phone call to applicant and make offer.

2. Send follow-up letter denoting offer, start date, document requirements, etc.

· Orientation
1. Orientation done by Finance Office.

2. Orientation includes employee benefits, personnel policies, payroll process, introduction to finance polices and finance staff, other introductions as appropriate.
3. HR paperwork.

4. Tour of facilities.

· After the interview
1. Keep resumes/ applications on file for one year.

2. File employee’s resume, application, interview notes, background and reference checks in employee’s personnel file.

Do we want to consider drug tests?

Do we have a drug test policy?

Criminal convictions.

Other names used.

