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Guidelines for Recruitment and Hiring of Managerial/Professiona Employees

The Depatment of Human Resources (HR) is providing these guiddines to assist you and your
Department during the recruitment process. Y our adhaence to these guiddines will enaure tha
theUniversity of Nebraska Lincoln's (UNL) recruitment procedures are being applied uniformly.
It also enaures tha UNL isin compliance with federal and state laws and regulations Alongwith
these guiddines, aso refer to the Managerial/Professiond Recruitment Checklist to assist you
with this process.

Please Note: The hiring department is responsible for ensuring adequate funding and approval
prior to the recruitment process.

1. An approved job description mug bein place before arequisitionis prepared to fill aposgtion.
If creating or updding ajob description, it may be prepared electronically throughthe People
Admin system. Access to the electronic job description is throughthe same webgte as the
electronic HR Requisition Bhttp:/employment.unl.eduhr. Assistance in preparation of ajob
descriptionis available by contacting a member of the Human Resources Compensation staff or
sending an e-mail to hrclasscomp@unl.edu.

2. Submit arequisition for the postion throughthe PeopleAdmin recruitment system at
http://employment.unl.edu/r.

3. A postionmay bepoded for recruitment in oneof three ways.

¥ Department Only BDwith approva of the Office of Equity, Access and Diversity
Programs, a search may belimited to those within the department who are current
regular part-time or full time employees hired throughtheregular UNL
competitive search process (not atempaorary employee).

¥ University employees only Bwith approvd of the Office of Equity, Access and
Diversity Programs, the postionwould be open to al University employees,
induding those from University of Nebraska at Omaha, the University of
Nebraska at Kearney, the University of Nebraska Medical Center, and Centra
Administration.

¥ External Dopen to everyone both University and nontUniversity applicants.

Please Note: Approved " Department Only" searches do not eliminate the need to conduct and
document the recruiting process in accordance with these guidelines. Instead, it places the
responsibility for the entire process on the hiring unit. A minimum of five working days is
required for posting all "Department Only" positions unless otherwise approved. NO applicants,
internd or externd, will beconsdered or referred unless they meet or exceed minimum
qudifications



4. Theextent of externd advertising and the minimum poging period for recruitment is based on
the projected availability of qudified applicants and the number of applicantsin thetargeted
groups(women, minorties, and thedisabled). The scopeof recruitment (naiond, regiond, or
local) isdeermined by guiddinesissued by the Office of Equity, Access and Diversity
Programs. The UNL AA/EEO Plan encourages aminimum thirty day poding period, unless
otherwise waived. However, a minimum of ten working daysis required for all externdly
advertised managerial/professiond postions Exceptionsto required recruitment advertising
mug be approved by the Office of Equity, Access and Diversity.

5. Human Resources is responsble for placement of advertisements. Thehiringunitis
responsble for theexpense. Aslongas the postion is open, the hiring unit may re-advertise untl
asuitable candidate is found.Please Note: newspapers will bill your department directly for
advertisements (you may want to use your departmental purchasing/forocurement card).

6. TheJob Lineisupdded daly by Human Resources. The Job Linewill beavailable viaa
telephonerecording at 402-472-2303 Thejobsare poged ontheweb for the public at
http://employment.unl.edu/

7. Candidates will be asked to submit all application materials (cover letters, resumes, vita,
references, etc.) throughthe PeopleAdmin recruitment site at hitp://employment.unl.edu/

There are two standad ways to specify the deadline for candidates to respondto
managerial/professiond job openings Thefirst, designaing tha resumes "mug be submitted by
aspecific podmark dae" is used when afirm cloang dae is preferred because the anticipated
pool of candidates is strong The second, indicating the date when "thereview of resumes will
begin, but keeping the postion open until a suitable candidate is found"is used when the
prospect for attracting a goodpool of qudified candidatesis uncertain. In either case, the date by
which candidaes should respondisreferred to as the "cloang” dae. The choice of wording used
in the advertisng/announements determines how to handle application materias that arrive
after theclosng dae.

8. Application materials which are submitted on-line on or before the cloang date mug be
congdered. When a specific cloang dae is designated in the announ@ment, any application
materials podmarked after the specified deadline cannotbe consdered. Please do not record
these names on the applicant log as candidaes. When areview dde isdesignaed, butthe
postion remainsopen untl a suitable candidae is hired, application materials arriving after the
review beginsmay be consdered. Hiring units are cautioned to give all late application materials
equd congderation by the screening/search committee. Hiring units are encouraged to contact
Human Resources with questionsaboutthe appropriate handling of late arriving application
materials.

9. Thehiring unit may request that the postion bere-advertised if a suitable candidae is not
found.

10. Former employees who were dismissed from UNL are indigible for rehire; former
employees whos performance is doaumented as below satisfactory may beindigible for rehire.



Internd applicants whose performance is doaumented as less than satisfactory and those who are
unde corrective actionare indigible for trander. Questionsaboutéligibility policy should be
directed to Human Resources (472-3101). Conduding reference checks with supavisors of
current and former UNL employeesis strongly recommended.

11. Applicants receive a corfirmation number when they have completed the application process
for apostion throughPeopleAdmin. The Office of Equity, Access and Diversity can obtain the
necessary demographic information onthe candidaes from the application. Theletter of
acknowledgement and the buff demographic cardsare no longe necessary.

12. A screening/search committee isrequired for all manageria/professiond searches. All hiring
officials and staff directly involved in recruiting and screening at any level mug attend Search
Committee training. Committee members mug have attended Search Committee training within
the past two years. If your staff members are not familiar with theinterviewing process you may
want to have them attend the Search Committee Training (or Renew Training) provided by the
Office of Equity, Access, and Diversity. Please adso refer to the Solving the Puzzle of on Target
Interviewing publication (al'so obtainable from the Office of Equity, Access, and Diversity). A
screening/search committee should indudeat least onewoman and, if possible, representation
from minority groupsand thedisabled. Depending uponthe naure of thejob (e.g., much contact
with students), it is suggested that in addition to departmental personnd, other condituents be
induded. These may indudeaumni, students or community professionds.

13. Prior to conduding interviews, thehiring unit mus submit to the Office of Equity, Access
and Diversity Programs a list of the candidates who have been chosen for interviews, which can
be donethroughthe PeopleAdmin system on the Hiring Official/Search Committee tab onthe
requisition. For those postionswhich require nationd recruitment or when the hiring unit has
limited finandal resources for interviewing purposes, it is suggested tha telephoneinterviews be
condudced before narrowing the pool to the candidate(s) who interview on campus Please make
certain questionsare consstent to all applicants and focusonjob related education, skills and
experience. An offer of employment may be made based on telephoneinterviews, on-campus
vigits or a combinaion of both. Hiring units should be congstent in ther approach to adl findists
for aparticular postion. When assessing candidates and determining tho<e to beinterviewed on
campus it isbendficia to indudewomen and/or racial minoritiesin order to achieve adesirable
diverse workforce. Please Note: Hiring units must obtain approval from the Office of Equity,
Access and Diversity Programs before administering any skill, knowledge, ability tests during
the hiring process.

14. Once interviews have been completed, the hiring unit should condud reference checks of the
top candidae's previousemployers. Conduding reference checks with supevisors of current and
former UNL employeesis strongly recommended. It isimportant to be congstent in conduding
al reference checks. TelephoneReference Check List or PDF Version should beused asaguide
when conduding reference checks. Certain postionsrequire tha the selected candidae pass
specia tests or checks prior to beginning to work. Job offers are made "contingent” uponthe
successful completion of thetest or check. When gpplicable, Pre Placement Physcals (UNL
Policy) or D.O.T. mandaed Commercial Driver'sLicense (CDL) drug testing (UNL Policy) or
Crimind History BackgroundChecks mug be completed and details arranged with the




Employment Office. Please call 4722120for more information regarding these pre placement
processes.

15. Prior to poging apostion, a hiring rate/rangewill be developed with the assistance of HR
Compensation staff. This hiring rate/rangewill provide guidance in making find salary
decisons Approvd of thehiring rate/rangeand sdary offer rate will be dependent uponyour
depatmental/unit approvd requirements. If you have questionsor need assistance in
determining the appropriate salary for ajob offer, contact a member of the Human Resources
Compensation Staff. Factorsto congde in making salary decisonsindude budgé condraints,
internd equity, market relevance, and internd value of the postion, within your unit and UNL.
Judification for an offer that is abovethe approved hiring rate/rangeshould bedoaumented ona
Salary Determinaion Form. After obtaining appropriate unit signaures, thisform isforwarded
to Human Resources Compensation for review and recording of your unit@ salary decision. This
form will bereturned to your unit for record keeping.

16. If thehiringunit has authorized a move of household goodsfor the successful candidate to be
charged to UNL, please contact the Travel Section of Purchasing (472-63050r 4722126)for
assistance.

17. After theverbd offer of employmentis made a L etter of Offer listed bdow,
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mug be mailed to the successful candidae. The successful candidate mud reply to the L etter of
Offer in writing with either a L etter of Acceptance or by signing and returning the L etter of
Offer. TheLetter of Acceptance mug indudethe start date, the postiontitle, thesaary, and
confirmation of theterms of probaion. A copy of theletter of offer and acceptance should be
submitted with the PAF. When the offer is accepted in writing, all othe applicants should be
informed tha the postion has been filled. Thehiring unit isresponsble for sending eithe letter
beow.
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Occasiondly, unsuccessful candidaes inquire aboutthe status of their application. It is best to
respondto an inquiry from an unsuccessful candidae by indicating tha a candidate whose
qudificationsbeter matched the needs of theunit was selected for the postion. Additiond
reasonsshould not be given. Thehiring unit may refer persistent unsuccessful candidates to
Human Resources.




18. The hiring unit completes the necessary pgpework to officially hire thenew person. Please
refer tothe Managerial & Professiond Recruiting Checklist to assist you with this process. All
newly hired employees mug serve an origind probationay period usudly sx months This
probaionay periodis an extengon of the selection process and is used to determinean
employee's suitability for UNL employment. Notetha current UNL staff members trander
employees) who have regular statusdo not serve another origind probdaion.

19. Thehiringunit will complete the following and mail to the appropriate Budge Office:

Personnd Action Form (PAF)

Personnd Data Form (PDF)

Hiring Certification Statement or PDF Version

Copies of Letter of Offer and Acceptance

The Affirmative Action Application Log and other relevant search forms should be
completed and sent to the Office of Equity, Access and Diversity, 127 Canfield
Administration, 0437,
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If anew hire: Inaurance forms

¥ 1-9 Form
¥ Direct Depost Form
¥ W-4Fom

20. Human Resources- Employment will prepare and mail aletter to the new employee (copy
also to hiring department) confirming postiontitle, salary, and effective employment dae.

21. Additiond information aboutbenefit provisionscan befoundon
http://hr.un.edubenefitgbendfits.shtml/ Direct Depost Form/ Overtime Agreement or PDF
Verson/ UNL Photo Identification Card / Parking Permit (Temporary) Information or PDF
Verson/ New Employee Orientation

22. Application Records Retention Policy: All materials pertaining to the recruitment process
mug be maintained within the department for a period of four years. These materials will be
important to you in the event you to respondto any legd action or inquiry in connection with the
hiring process. Each hiring unit is responsble for ensuring that hiring practices and decisions
uphod theintent of UNL's Non-Discrimingion Policy. To ensure full compliance with UNL's
Recruitment Policies and Procedures, please be sure to complete and submit the Hiring
Certification Statement.

23. If you have questionsat any time during the selection process, please call Human Resources-
Employment (472-2120)



