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User Guide: Recruitment and Hiring Procedure

Purpose


This procedure will ensure that our recruitment and hiring practices are fair, consistent, and in line with our Equal Opportunity Employer and Affirmative Action Plan obligations.
Recruitment and Hiring

1. A fully completed Personnel Requisition Form (PE014) is required to start the recruitment process.  The hiring supervisor must discuss the contents of the form with a Senior Leadership Team representative, if applicable,  prior to the form being submitted to the President for approval.

2. The hiring supervisor forwards the approved requisition and job description to the HR Department. The HR representative may assist with the job description.
3. The HR Department and the hiring supervisor collectively determine where the job opening will be advertised (e.g., internal posting, job board, newspaper).    
4. The HR Department handles all inquiries or questions about employment opportunities at PCB, including contact with outside recruitment and temporary agencies.  

5. The HR Department collects resumes, job applications, and internal job posting applications (PE013).

6. The HR Department reviews the resumes, job applications, internal job posting applications and may conduct preliminary phone screens.  Applicants that possess the basic qualifications for the job opening are forwarded to the hiring supervisor.  The hiring supervisor chooses the applicants to be interviewed.

7. The HR Department contacts the applicants directly, or works with the outside recruitment agency, to schedule the initial interviews.  Job applications must be completed prior to conducting the interviews. 
8. If necessary, the hiring supervisor chooses the applicants for second and subsequent interviews until a job offer is ready to be made.  Pre-employment testing for certain positions may also be administered during the evaluation process.  All such testing must be pre-approved by the HR Department. 

9. All those involved in conducting interviews will complete an Interview Evaluation Form (PE022) and submit it to the HR Department to be kept in the applicant’s file.

10. The HR Department prepares the written pre-offer and obtains the necessary approvals from the President.  Note: Job offers will not be extended unless a completed job application, job description, and job requisition are on file in the HR Department.
11. Once approvals have been obtained, the offer letter is submitted to a Senior Leadership Team member for signature, unless otherwise specified.  The job offer is then made to the applicant by the HR Department.  The job offer is contingent upon the successful completion of a background check, pre-employment physical and drug screen.  Applicants who fail to successfully complete any of the above requirements are removed from further consideration and another applicant is selected.

12. Upon successful completion of the background check, pre-employment physical, and drug screen the applicant is notified by the HR Department and a start date is determined.
13. Once a start date is confirmed, the HR Department will send out the New Hire Department Orientation Checklist to the hiring supervisor (PE025).  

14. The HR Department notifies the other applicants interviewed that they were not selected for the job.  The hiring supervisor  or HR notifies any internal applicants that were not selected.

Internal Job Postings
1. 
All jobs will be posted internally, unless otherwise specified on the job requisition.   

2.
The job description is reviewed and put into a job posting format and is then posted on all company bulletin boards.

3.
Jobs are posted for five (5) business days.  Internal applicants interested in the job posting are encouraged to obtain an Internal Job Posting Application form (PE013) from the TCS page of the MyPCB website or the HR Department.  This form is to be completed and returned to the HR Department.  
4.
External recruiting activities may take place at the same time as the internal job posting procedure.
5.
The HR Department will notify the hiring supervisor as well as the internal applicant’s current supervisor of the applicant’s job bid.  A copy of the job posting application form will be given to the applicant’s current supervisor and the hiring supervisor.  The hiring supervisor can request the applicant’s current supervisor  to complete the Internal Candidate Assessment Form (PE023) and submit it to HR and the hiring supervisor for review.

6.
The hiring supervisor will determine if the internal applicants are qualified by reviewing the job description, Job Posting Application form, personnel folder, Internal Candidate Assessment Form, and the results of a personal interview.  
7.
Internal candidates that are not qualified to be interviewed and candidates that are not chosen for a posted job opening will be informed of the decision by the hiring supervisor.  

8. Internal candidates that are not selected are urged to consider educational or career development programs available to help them prepare for future job opportunities.  Employees seeking guidance should contact the HR Department.

9. The hiring supervisor will notify the successful applicant’s current supervisor before the applicant is informed.  The hiring supervisor and current supervisor will arrange the transfer date with preference to the current supervisor’s needs.  A two-week period from the date of selection is recommended for “moving” an employee after selection through the job posting procedure.  However, it is recognized that some positions may require a longer moving period.  The hiring supervisor will inform the successful applicant about the transfer and the agreed upon date of transfer.
10. The hiring supervisor will submit the required Employee Change Request form (PE015) and if applicable a wage change form, to the HR Department. 

Applications and Resumes
1. 
All resumes and applications, regardless of being solicited or unsolicited, should be directed to the HR Department.  In Utah, they should be directed to the Administrative Assistants or Operations Manager.

2.   All individuals that submit a resume and/or application will be asked to complete the PCB Voluntary Self-Identification Form (PE018).  In addition, those that that meet the basic qualifications for available job
openings will be considered an “applicant” under the guidelines of PCB’s Affirmative Action Plan and will be logged on the companies Application Flow Log. At this time the Candidate will be requested to fill out the Voluntary Self-Identification, VEVRAA, and Section 503 Self-Identification of a Disability.   


3. 
All unsolicited resumes, incomplete applications, applications for “any position”, and resumes/applications that do not meet the basic qualifications for available job openings will not be considered.

4.
Job applications will remain “active” for a period of ninety (90) days.  

 Referenced Documents:


PE013, PE014, PE015, PE018, PE022, PE023, PE025 – These forms may be obtained from the TCS page on the 









       MyPCB website.
Unusual Conditions:

1. In Utah, the hiring supervisors are responsible for assessing applicant qualifications and scheduling interviews.

2. Internal applicants who are awarded a job via the job posting process will receive a written offer  if they 

are changing companies, status, or as requested by the hiring supervisor.  
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