ECKERD COLLEGE

HIRING PROCEDURES AND GUIDELINES 
FOR 
STAFF POSITIONS
Purpose  

This policy outlines the process to centralize the development of job descriptions in the Office of Human Resources.  For the purposes of this policy, staff shall include both full and part time positions to assure complete communication, retention of necessary records, and compliance with applicable laws.
Authorization

The request to hire staff for a new position or an existing vacated position is made by completing and routing the Position Description (PD) form to Human Resources who will in turn route the form through the appropriate administrative channels for approval.  The position description (PD) form along with the job description will be used by Human Resources to review and approve the appropriate job classification. 

Position Announcements

All Eckerd College open positions (full-time, part-time, and temporary) are posted internally for three business days.  Outside advertising is at the discretion of the hiring supervisor who shall work with Human Resources to develop an appropriate cost effective method for advertising in local media and/or trade publications (e.g., Tampa Tribune, Chronicle of Higher Education).  The hiring organization is responsible for all costs associated with advertising the position.

Once the position is advertised, applicants will be asked to direct their letters of interest/resumes to Human Resources and will receive an acknowledgement letter via email or mail. 
Selection

The Office of Human Resources has guidelines and tools available on request to assist in the screening process.  

When a candidate has been selected and professional references have been completed by the hiring department a recommendation to the Divisional Dean or Vice President will be made for a final hiring decision.  Additionally, the following steps shall be taken by the Supervisor prior to the new hire’s anticipated start date: 

1. Send an E-mail to hrpr@eckerd.edu containing the applicant’s name, anticipated start date, salary/hourly amount, as well as any other terms/conditions of employment that were discussed with the employee i.e. any time off requested during the employee’s probationary period. 

2. Contact those who were interviewed and not selected for the position.  This can be done via email, phone call, or a mailed letter.  The Office of Human Resources can provide sample templates. 
Human Resources will send an official letter of offer as well as the necessary employment forms to the selected applicant.
Orientation of New Employees
New employees will be encouraged to read the on-line orientation prior to their start date to ensure that they become acquainted with the College’s Personnel Policies and Procedures and with the benefit options offered by the College.  New employees will also be required to attend an orientation session presented by Human Resources.  
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