Hiring Process
1. Notify Human Resources of a position opening by divisional Vice President. 
a. HR will confirm, via email with divisional VP and hiring supervisor, the hiring process and HR Position Information document. 
b. Send ad placement requests to HR.
c. Establishment of search committee.

d. Hiring timeline projections established and sent to search committee and HR.
2. HR will collect and disseminate application materials to designated individual of search committee; at which time, HR will send follow up letter of receipt of application materials to individual applicants. 
3. On campus interviews areas to be addressed:
a. Search committee coordinates and communicates on campus interview dates and times with and to candidate and HR. 
b. VP for hiring department and/or committee chairman must verify compensations levels with VP for Business and Finance.
c. Assign ½ hour for HR for benefits review.

d. VP for hiring department is responsible for compensation conversations with candidates. 

4. Candidate information for those not chosen to progress is returned to Human Resources for follow-up correspondence. 

5. Offer made to selected candidate. Upon acceptance of offer, it is the responsibility of the divisional VP to ensure that Human Resources receives all proper documentation by completing: 
· Position Filled Announcement at: http://www.dwu.edu/humanresources/forms/position_filled.doc
· Incomplete documentation can/will result in a delay of payroll processing.
6. Schedule date and time with Human Resources for orientation prior to or on first day of employment. 

7. Return all applicant materials to Human Resources upon selection and acceptance of offer for final letters and mandated storage of applications. 
