WSU Extension CS/AP Recruitment

PART 1 — Recruitment Details

Name of person requesting the recruitment:

What is this recruitment request for? Choose one option from the following:

|:| New Position D Vacancy, no changes to position |:| Vacancy, changes needed to position
Position number (vacancy only): Employee Type: AP |:| Cs |:|
Name of supervisor for this position: Sup Org #:

University Title:

Working Title:

Position term (months): Desired Salary (AP only):

Appointment Status: D Permanent |:| Temporary FTE:

Desired start date: mm/dd/yy Estimated end date: mm/dd/yyyy

Work Location/County: Department:

Department website link:

Background Check Funding:
(Note: If no funding is listed, it will be charged to the FTE work tag listed below)

Enter the FTE for this position in the table below. If the FTE is funded with more than one work tag, enter
the percentage and funding source. Total FTE percentage = 100%.

FTE % Funding work tag for each FTE %




PART 2 - Advertising for WSU Jobs site
Do you wish to advertise the minimum of 2 weeks for AP and 1 week for CS)? Y [ N[

If no, provide preferred closing date (may = mm/dd/yyyy
be adjusted depending on posting date)

Advertising outside of WSU is the search committee chairs’ responsibility. The following link on HRS website
provides a great resource for a list of venues:

https://hrs.wsu.edu/managers/recruitment-toolkit/outreach-tools/.

Part 3 - Search Committee (provide names and email addresses for members)

Committee Chair
Member 1
Member 2
Member 3
Member 4

Part 4 — Justification for position



https://hrs.wsu.edu/managers/recruitment-toolkit/outreach-tools/

Extension Business Operations Recruitment Flowchart — New Recruitment Administrative Professional & Civil Service

Responsible for action:

Hiring Unit: Admin Manager | Supervisor | Hiring Committee HRS | CAHNRS Finance (CFAP) | Appointing Authority (AA)
No Responsible Party Candidate/New Employee EBOT Coordinator

Step 1: Develop Positions, Unit approval, College approval, and HRS approval.
Unit/Supervisor Admin Manager EBOT submits OPDRS reviewed by CFAP

completes Recruitment submits Recruitment request to OPDRS. & HRS. HRS creates
Forms form to EBOT Timeline 1-3 days position in Workday.
Timeline: 1-3 Weeks

Reach out to EBOT for
assistance with Recruitment

Forms if needed.

Step 2: Job Requisition, Posting, Screening, and Interview.

EBOT Creates Job Requisition and Committee submits Once position EBOT screens

position is posted to WSU Jobs. request to EBOT to candidates for minimum

Timeline: 1-3 Days interview candidates. As qualifications and lets committee
Position posted for minimum candidates apply or after know which candidates can be

of 2 weeks. Candidates can closes. contacted for interview.
be viewed (not contacted) by Timeline: 1-3 days
hiring committee as they

apply.

Committee Interviews
candidates, conducts

reference checks and reports
determinations to EBOT.




Step 3: Pre-Hire (Background Check, Verbal Offer, Negotiations)

EBOT submits request EBOT sends email to Verbal Offer and Negotiations by

for BGC to HRS. Hiring committee and Hiring Unit. Email EBOT letting them

Timeline: 5-14 days Admin Manager know if accepted or if negotiations
letting them know need HRS and/or college approval.
BGC passed and NOTE: Negotiations REQUIRE HRS
approved CAHNRS and/or College approval. Can take 1-2

Candidate will receive Salary rate. weeks.
emailed instructions for Timeline: Same day

BGC. Action must be taken as notified by HRS.

promptly to not delay

process past the above

timeline.

Step 4: Hire (Employment Agreement and Offer Letter)

EBOT completes Employment Employment EBOT completes Offer Offer letter
Agreement in Workday. Agreement Letter in Workday. reviewed/approved
Timeline: 1-3 days reviewed/approved by Timeline: 1-3 days by AA.

CFAP, AA, and HRS. Timeline: 3-5 days

Timeline: 3-5 days

Candidate accepts Offer




Step 5: Hire (System Set Up, I-9, Payment Elections, etc.)

candidate/position position details /
info into reviewed/approved by
Timeline: 1-3 days Timeline: 5-7 days

Congratulations your new hire is ready to work with WSU!

Step 6: EBOT Final Steps

EBOT dispositions candidates and close job requisition.
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