
POSITION APPROVAL AND 
ADVERTISEMENT 

1. Screening committee can be appointed and
selected criteria defined. (Not mandatory)

2. Job posting and ADA information are
completed and submitted for approval by
Human Resources through People Admin
(People Admin can be found on the HR
Services Menu channel via the eWeber
portal.

3. Position is advertised for appropriate time
period. (Two day minimum)

4. Application materials are receivedINTERVIEWING APPLICANT 

1. After the minimum posting date, application
materials are reviewed online in People
Admin.

*The Applicant Rating System may be
used in the evaluation of candidates but not
mandatory.

2. Interviews are conducted. If hiring a work
study student, have the candidate bring
their CERT card to the interview.

3. Reference checks are done.

4. Finalist is selected.

*The Applicant Rating System is designed to
assist you with the evaluation process. The
system computes the weighting and rating data.
Access ARS thru the faculty/staff portal.
Information: ext 6034

SELECTION APPROVAL AND 
OFFER 

1. Change status of selected applicant to
Recommend for Hire in People Admin.

2 .Offer of employment is made by the hiring
authority��. 
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