Juniata College
Huntingdon, PA 16652

Checklist for Hiring an Administrator or Faculty Member

Position Opening: ______________________________________________________________________

Date Announced: _______________________________________________________________________

_____ Hiring manager or VP will send job announcement to Human Resources
_____ Human Resources will post job to PeopleAdmin, our online applicant tracking system

_____ Human Resources will give the hiring manager credentials to view the applicant tracking system

_____ Hiring Manager will approve the posting online and forward it to the Vice President

_____ Vice President will approve and send back to HR for final posting
_____ Send copy of advertisement and list of publications to whom it should be sent, to the Office of Human Resources                for placement in media.  

_____ Identify members of search committee and send list to Human Resources 
_____ Steward of Diversity assigned to search committee

_____ HR will give search committee members access to view online applications
_____ Review applications/obtain official credentials online
_____ Seek feedback from designated search committee

_____ Select applicants to be interviewed-contact candidates

_____ Discuss recruitment process with Human Resources

_____ Set up interview schedule with appropriate individuals including Director of Human Resources

_____ Distribute interview schedule and copy of resume to interviewers

_____ Interview candidates

_____ Forward receipts/documentation for recruitment expenses to Human Resources

_____ Receive and review interview reports

_____ Check references

_____ Make recommendation to Vice President/Provost

_____ Telephone offer made by Provost/Vice President or hiring manager

_____ Background check conducted by Human Resources

_____ Return all applicant files to Office of Human Resources with list of those interviewed

_____ Prepare Online Authorization for Letter of Employment: http://secureweb.juniata.edu/hr/empauth/index.html 
