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GENERAL HIRING INFORMATION AND OVERVIEW

The South Dakota School of Mines and Technology (School of Mines) is committed to ensuring equal employment
opportunity to all qualified individuals, and to recruit and retain a diverse workforce. As such, the School of Mines
will not discriminate on the basis of race, color, national origin, military status, gender, religion, age, sexual
orientation, political preference, or disability in employment or the provision of service.

All university employees shall ensure that decisions they make related to employment matters are in compliance
with these procedures as well as all applicable federal and state laws and guidelines. It must be noted that if these
procedures or laws and guidelines are not adhered to the president of the university may disallow any offer of
employment.

All employee recruitment activities are completed within the South Dakota Board of Regents’ (BOR) applicant
tracking and position description system referred to as the “Online Employment System.” It is strongly
recommended that all applicant materials, subsequent screening notes and miscellaneous documentation be
maintained within the Online Employment System. All hard-copy material generated during the search must be
retained for three years. After three years the material may be destroyed.

Qualifications for a position or the selection criteria for the hiring process may include education, training,
experience, skill, aptitude, employment history, and general ability, as well as qualities such as motivation, team
work, ability to accept direction, and so on. However, all selection criteria must be verifiably job-related (i.e.,
necessary and relevant to the safe and effective performance of the position). In addition, selection criteria must be
applied consistently to all applicants of a position.

All Civil Service Act (CSA) and Non-Faculty Exempt (NFE) positions require an up-to-date position description;
therefore, CSA and NFE position descriptions are to be reviewed and updated by the Hiring Manager and/or Hiring
Manager Assistant prior to beginning the recruitment process. Faculty position descriptions are, however, defined
by South Dakota Board of Regents policy 4:38 Statement Concerning Faculty Expectations
(http://www.sdbor.edu/policy/4-Personnel/documents/4-38.pdf ) rather than the Online Employment System, so no
preparatory updating is needed.

All “actions” within the Online Employment System require hierarchical approvals.
The hierarchical user types and roles are:
Administrator—president and/or vice president responsible for position.
BOR HR—BOR director of human resources responsible for classification and appeal actions.

Budget—funding approval through the budget office, which also involves a final review and
support from the vice president for business and administration and the provost.

CSA Employee—Civil Service Act (CSA) employee.
Dean/Department Head—review/approval of department head/chair.

Hiring Manager (HM)—person who supervises or has departmental permission to generate actions
for the position within the Online Employment System.


http://www.sdbor.edu/policy/4-Personnel/documents/4-38.pdf
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Hiring Manager Assistant (HMA)—person given authority to generate actions or make approvals
within the Online Employment System on behalf of the Hiring Manager.

Institutional CEO (Inst CEOQ)—president

Institutional HR (Inst HR)—staff member of the Office of Human Resources.

NFE Employee—Non-Faculty Exempt (NFE) employee.

_\\. Y - _ Institutional Profiles
%ﬂ: D NI i, SV RN by M Roles/User Type and Default
Eh::;: ‘.rmm e ! el [ , L% i tio i
ISHERE:R . B GE Emp?m‘éﬁff_s, iSteml View

VIEW ACTIVE JOB « VWelcome Deborah Sloat. You are logged in with Institution/Department View,

weescy, a5, 20w | Employees may hold multiple roles

POSTINGS Your Current Group: Hiring Manager.
) within the Online Employment System.
Srorosnes Change User Type For example, an employee may be an
T — L
Ar Tp Fhange your current user type, choose from the user types below that you are a member of, then N FE employee1 a H ] ”ng Manager, and
click Change Group. st
e e Acrion an Administrator. Another employee
PENDING ACTIONS © Hiring Manager may be a CSA employee and also have
SEARCH PDS O InstHR
O csa Appeal Committee Chair the rOle Of Budget
CHANGE DEFAULT VIEW O nre Employee
CHANGE USER TYPE O Hiring Manager/Assistant with Org Access
LOGOUT
O SuperUser
p—

SPECIFICATIONS

& APPEAL PROCEDURES CANCEL

Prior to beginning any action within the Online Employment System, the employee needs to decide what their
current role should be. Are they entering the system based on an e-mail from the system asking them to take
action? If so, what action does the e-mail indicate they need to do? For example, it may indicate that the
Administrator has a review for approval waiting. This tells the employee they need to take on the role of
Administrator for that action. If the e-mail indicates that the Hiring Manager has a recruitment action to review and
approve, this indicates that the employee needs to take on the role of Hiring Manager for that action.

The roles for each employee are located on the “Change User Type” page found in the “ADMIN” channel on the
left-side navigation menu. The middle area of the navigation menu indicates the user type currently selected.
Depending on the necessary action to be completed, an employee may need to change their user-type selection by
selecting the specific role and “change group.”

Depending upon your position, you may also have two different “Default Views.” The “User” view would be
appropriate when a position directly reports to you within your organization code; however, all other positions
within your department report to someone else. If, however, you do have supervisory authority over all employees
within the organization code your “Default View” would be “Institution/Department.” Again, depending upon the
situation, you may need to toggle back and forth between “Default Views” to see which one provides you the
access you need for a specific action.

It is extremely important to note that the authority to hire is only allowed for employees who are formally assigned
administrative responsibilities. An employee who is designated Hiring Manager (HM) within the Online
Employment System does NOT necessarily have hiring authority—ONLY department heads, directors, vice

6
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presidents, and administrator roles have hiring authority and the ability to verbally negotiate employment with
applicants.

The School of Mines utilizes search-and-screen committees to recruit executive, senior-level, and the highest mid-
level positions, as well as ongoing-term, tenure-track, and department head faculty positions. Members of search-
and-screen committees are typically recommended by the supervisor of the position to be recruited and formally
charged by the president to act on behalf of the university to “search for” and to “screen” applicants in order to
determine the most qualified candidate for a position. The size of a search-and-screen committee should include at
least five members and except in special circumstances will not exceed nine. For positions of increased
responsibility (provost, vice presidents, etc.) the number of committee members may be larger. The best committee
members will be those who possess good judgment, integrity, and diverse points of view. Members should also
exhibit a strong devotion to the best interest of the School of Mines (even if sometimes critical). As a group, the
committee should have an understanding of the position to be hired and, of course, be willing to serve. The
committee should be diverse in terms of gender, race, employment type (faculty, NFE, and CSA) and include a
student and/or community member whenever possible. The chair of the committee should be able to motivate the
members, be skilled in resolving conflict and reaching consensus, be an advocate of the School of Mines, and be
able to command the respect of the committee.

It is a priority for the School of Mines to recruit and retain exceptional employees. Therefore, beginning fall 2010,
ALL search-and-screen committee members and chairs, as well as ALL employees holding hiring authority
privileges, will be required to complete the Best Hiring Practices workshop prior to serving on a search-and-screen
committee or being given hiring authority privileges. This workshop is adapted from the Women in Science
Leadership Institute (WISELI®).

For non-temporary faculty and NFE positions a posting period of at least 30 days is required to build an ample
applicant pool. It is also important to adequately advertise the posting in order to maximize diversification of
applicants.

In the event that fulfilling these general provisions may cause harm to the School of Mines, an exemption may be
requested from the Equal Employment Opportunity (EEO) Officer (director of human resources). Exemption
requests will be reviewed on a case-by-case basis and may include consultation with the president. Examples of
circumstances where it might be appropriate to request an exemption may include filling vacancies at the Deep
Underground Science and Engineering Laboratory (DUSEL), other research positions, or when a vacancy has
occurred without adequate notice. Lack of planning by a hiring manager does not warrant an exemption.

To best serve the needs of the university and to comply with the intent of EEO requirements, in instances where an
employee has proven themselves to be an exceptional employee who has taken on higher level duties successfully
and is a great candidate for succession and/or promotion, on a case-by-case basis, the EEO Officer will review the
facts and the supervisor’s recommendation for promotion, to determine if a search process is required. This
determination will be based on whether the employee was hired into the university through an open and competitive
search process, the business-related reasons for doing so, and whether or not an adverse impact will result from the
internal promotion. To explore this alternative consult with the EEO Officer (Human Resource Director).

Larger and more diverse applicant pools provide better opportunities for hiring quality employees. As the Best
Hiring Practices workshop demonstrates, simply placing an advertisement and sitting back and waiting for quality
applicants is not effective. The most successful approach for finding quality candidates is to perform a variety of
search strategies. Review Best Hiring Practices workshop documentation for effective search strategies. The
following summary provides the minimum requirements for posting position vacancies.
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Position Type

Minimum Number of
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Advertising

Hiring Methodology

Posting Days

Requirements

Search-and-Screen

Faculty, NFE & CSA

Tenure Track Faculty 30 days Regional/National Committee
. . Hiring Authority/Search-
Term Faculty—Regular 30 days Regional/National and-Screen Committee
Faculty—Temporary 15 days Local/Regional Hiring Authority
Senior-Level 30 davs National Search-and-Screen
Administrative (NFE) 4 Committee
High Mid-Level . . Search-and-Screen
Administrative (NFE) 30 days Regional/National Committee
Mid-Level . Hiring Authority/Search-
Administrative (NFE) 30 days Regional and-Screen Committee
Adm|nlstra(tll\\llleP)rofesmonal 30 days Local/Regional Hiring Authority
CSA—Regular 7 days Local Hiring Authority
CSA—Temporary TBD * TBD * Hiring Authority
Abridged Emergency Hires TBD * TBD * Hiring Authority

*TBD = To be determined by EEO Officer

Once a conditional offer to hire has been made, the selected applicant must submit to and receive successful results
from a background check. In addition, when a degree is required for a position, the applicant must provide an
official transcript as evidence of successful completion of this degree.
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FACULTY POSITIONS - RECRUITMENT

Discussion between the Hiring Manager and relevant department head, provost and/or vice president should occur
prior to beginning the formal process for recruiting a position. This discussion should include salary, hiring
strategies, (i.e., rank, search-and-screen committee vs. hiring authority, plan for covering courses and/or research
tasks in the interim, etc.). This informal discussion may mean the difference in moving things forward when time
is of the essence!

Faculty Recruitment - Online Employment System Processing

SNAP (South Dakota System Navigation Access Portal)—nhttp://snap.sdbor.edu
HR Tab: Classification and Recruitment Tools Channel
Select “Manager Login” then enter SNAP “Username” and “Password”

Policies My Benefits m Finance Workflow Help Resources My Tab My SDSMT \ July 28, 2010
I BEEE | | Personnel Action Notices FEEE CIassific%ion & Recruitment Tools EEE
E | T f Ch Effecti Date Acti .
u mployee Type o ange ective Date ion + Manager Login
nu - alternate - no 550 ~ e DA
alternate nath inta Banner llse Create New PAF

NOTE: Begin by making sure that the correct user type and default view is selected for the required action.

R =l Sclect “Begin New Action.”
JOB POSTINGS

.- Select “Recruit New Faculty.”
POSTINGS Select “Start Action.”

PROPSGA

APPLICANTS

POSITION DESCRIPTIONS
BEG]

[
Faculty - Recruit Position

0 A oo otart Action

ADMIN

9
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Create Faculty - Recruit Position

Summary Reports
CSA Summa Manager
HFE Summa Manager
CSA Essential Functions {Action
Report)
NFE Essential Functions {Action
Report)

Faculty Summary

Select Faculty Type Available Funding Source Action History

Position Any hd

Position Class: Classification Title:

I SEARCH I

CLEAR RESULTS

Online Emple, ment ' i!

Select Faculty Type Requisition Form Available Funding Source Action History

=< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE => I

This decument is required for collecting job-specific information. This informatien is important as it
will allow the Human Resources departments to accurately develop job descriptions, evaluate the job
based on job responsibilities, and accurately compare jobs to the market place.

Fersons initiating the action need to complete this section to the best of their abilities; all final
decision will be made by the Human Resources Department.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Motes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary” screen.

Note: Information listed in purple will be visible to applicants if a Job Posting is created from this
Fasition Description.

“Required information is denoted with an asterisk,

Working Title:
Instructions

*

Home Location: South Dakota School of Mines and Technology v
Physical Location of Position (City):

- X Mo Response b
Instructions

Organization (Department) Address:
Instructions
. Organization:

. ) 4CBIO 1-Chemical & Biological Eng w
Instructions

- Hiring Manager's User Account:

. ) Winter, Robb v
Instructions

Text for the Ad:
Instructions

Tab 1 - Select Faculty Type

Select the classification rank that you most
likely will hire and click “Search.”

Click on “Select Title and Continue.”
Verify classification rank.
Select “Continue.”

Tab 2 - Requisition Form

Be specific and provide complete and
relevant details for all data fields.
Incomplete or inadequate information may
cause delays in processing and in gaining
the necessary approvals.

If an exception (abridgement to standard
processing) is requested, it is necessary to
insert a “NOTE” at the beginning of the
“Text for the Ad” box. For example,
NOTE: Request a two-week posting-and-
review period because former employee
left without notice.

If a search-and-screen committee is to be
formed, a note indicating, “TBD by search-
and-screen committee” may be entered
until the committee has been charged, met,
and provided announcement details to HR.

10
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Fund:
Instructions

Organization:

C : Mot Assigned
Instructions

Account:
Instructions
Program:
Instructions
Activity:
Instructions
Available Dollars:
Instructions

Percent:
Instructions

Hiring Manager Comments:

Tab 3 - Available Funding Source

3 If you do not know this information,
contact the Budget Office at 394-1207.

If more than one account will be used to
fund this position, you will need to use
multiple “add entry” screens in order to
include all of the funding sources.
Remember, only one entry per funding
source. To avoid delays, be sure that your
compensation equals 100 percent of the

funding.
Budget Comments:
History Modified By Tab 4 - Action HiStOFy
08-04-2010 4:21 PM Deborah Sloat

Create Action Status. Faculty or Temp Recruit

All actions taken on this recruitment,
approvals obtained, and so on, are listed in

Add Notes

MNotes:

ADD NOTES

the data sequence in which they occur.

If you want to add a note or comment you
may do so simply by entering the text into
the “Notes” box and selecting “ADD
NOTES” to save the entry.

=< RETURN TO PREVIOUS | I

CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE |

Online Em p,_l-_é_:__ : .-mié"n‘ffg;éﬁgi 11

Action Status

® save Action without Submitting
(2 send to Budget
O send to Dean/Department Head

CANCEL |I CONTINUE I

Faculty Recruitment Approvals

Faculty Recruitment Approval - Department Head

Insufficient or incorrect information can cause delays, return of
the requisition, denial, and so on.

If you are not the department head/chair, be sure to
communicate your need for this position so that the department
head/chair will be expecting your request. Otherwise, the
request may be returned or denied.
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If you are unable to complete this process, be sure to “Save Action without Submitting” so you can return later to

finish processing the request.

If you ARE the department head/chair, you will submit this recruitment request to Budget

If you are NOT the department head/chair, you will submit this recruitment request to Dean/Department Head.

Action Status

'@' Save

{:} Return to Hiring Manager
{2 send to Administrator

CANCEL |I CONTINUE I

N

Online Emplﬂ mié'?l'thy erl

Online Emplﬂ

Action Status

GJ' Save
G‘ Return to Hiring Manager
(O send to Inst HR

CANCEL || CONTINUE |

RSy e

Faculty Recruitment Approval - Budget

The role of Budget is to confirm you have sufficient funding to
support this request. In addition, prior to moving the request
forward, Budget obtains final approval from both the provost
and vice president for academic affairs and the vice president
for business and administration.

The request is then forwarded by Budget to the Administrator.

Faculty Recruitment Approval - Administrator

The Administrator (provost and vice president for academic
affairs) will review the request and approve to move the request
forward.

NOTE: Prior to any formal Online Employment System
processing, the Hiring Manager and/or the department
head/chair should have discussed this departmental need with
the provost and vice president for academic affairs. In the

absence of this discussion, the Administrator may return or deny the request.

Position to be Filled
Warking Title:

Department:
Hiring Authority

Name:
Oor. | Sloat, Deborah v

Committee Chair: b

SDSM&T Employees
Oor. ~ Oor.
Cor. ~ Oor.

Other Nominees

| Name:

Search & Screen Committee Assignment Request

Type:

Faculty Recruitment Approval -
Institutional HR

Institutional HR will review information

Departmert: and assist the Hiring Manager in

Nominees for Committee (Appointment by President)

v

g completing the Search-and-Screen
Committee - Presidential Charge.

NOTE: ONLY employees having
attended the School of Mines’ Best Hiring

= EE Practices workshop may serve on search-
‘ and-screen committees or be allowed
hiring authority.
Email:
These nominees have consented to an appointment to this hiring committee.
Faculty Recruitment -

Strategies to Consider/Plan

12


http://www.hpcnet.org/cgi-bin/global/adprotected/hr_update_position.cgi
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The search-and-screen committee and/or the Hiring Manager need to formulate recruitment strategies. These
strategies include, but certainly are not limited to the following:

o Knowledge, skills, and abilities deemed necessary for success within the position

o Timeline, posting the position, reviewing the applications, interviewing, final recommendation of committee,
and so on

e Use of screening questions within the Online Employment System (i.e., do you have a doctorate in blank
discipline? What area(s) of research are you interested in?)

e Open until filled or fixed end date

o Date to begin review (minimum of 30 days is required for postings unless an exception is granted)

e Strategies for searching for the most qualified candidates (i.e., committee members phoning and/or e-mailing
colleagues, inviting applications from colleagues or associates, review Best Hiring Practices guidelines, etc.)

e Advertising locations and requirements: local, regional or national advertising within professional journals,
newspapers, websites, and so on (Institutional HR automatically posts all positions on the Online Employment
System, with SD Career Center (Job Service), HigherEdJobs.com, and the School of Mines’ Career Center
(The Gold Mine). All other advertising costs must be paid by the position’s department)

e Methodology for processing applications (i.e., scoring assigned for each requirement, qualified vs. non-

qualified sorting, etc.)

Interviewing: telephone, in-person, or a combination of such)

Who the on-campus interviewees need to meet with while on campus

The formation of questions that will elicit qualifications, experience and general aptitude of applicants

Filing or storage of documentation of committee members

Administrative tasks for the committee (i.e., scheduling interviews, making travel arrangements, etc.)

Funds for moving expenses; does the position qualify for moving expense reimbursement?

Faculty Recruitment - Posting the Position

In addition, Institutional HR partners with the Hiring Manager and/or chair of the search-and-screen committee to
prepare and post the announcement from the requisition information’s “Text for the Ad.” A MS Word document is
used for this purpose and the Institutional HR will provide the Hiring Manager and/or chair of the search-and-
screen committee a “tracking” document for review and approval.

Once Institutional HR receives approval, the position will be “officially posted.” The responsible Institutional HR
employee will notify the Hiring Manager and chair of the search-and-screen committee, as well as the entire
campus community of this posting via e-mail.

The Hiring Manager and/or chair of the search-and-screen committee will publish all other advertisements for the
position (i.e., professional journals, Chronicle for Higher Education, list serves, websites, etc.). However, the
posting must remain identical to the approved posting. If the posting needs to be altered in any fashion (i.e.,
shortened to save cost), it will need specific approval by HR prior to placing the ad. This is to ensure that critical
information remains intact.

Faculty Recruitment - Review of Applications

The position posting review date triggers the ability for the Hiring Manager and/or committee members to access
the electronic applications. In order to maintain eligibility of the most highly-qualified applicants, it is essential
that the processing be conducted in an expeditious manner. Delays exacerbate the potential of losing highly-
qualified applicants to other employers.



South Dakota School of Mines and Technology | 14
Hiring Procedures and Online Employment System Processing

Predetermined selection criteria and processing must be equally applied to screen applications and determine the
most qualified candidates. From this screening process it will be possible to determine which applicants should
progress to the next stage of screening.

Faculty Recruitment - Maintenance of Application Roster

The Hiring Manager and/or chair of the search-and-screen committee need to record the search progress within the
Online Employment System. This includes marking the applicants who are recommended for interview,
interviewed, not qualified, and so on. Keep in mind that if the applicant is marked as “not qualified-send e-mail
now” they will immediately receive an e-mail indicating that they are no longer being considered for the position.
Unless you want this to occur, mark instead “not qualified-send e-mail when filled.” All applicant correspondence
to “non-qualified” applicants is delivered via the automated system, so no manually created correspondence is
necessary.

Faculty Recruitment - Special Handling

Applicants who are eligible for special handling must receive an interview if they meet the minimum qualifications
for the position. To understand special handling, look at the screen print below. Of the three applicants, the only
applicant deemed eligible for special handling is Susan Jones. For special handling to occur there must be a “yes”
under “Prefl,” “Pref2,” or “Pref3” and “special handling” must also be indicated under “Status.”

For example, Jane Doe and Larry Smith are not eligible. They both have a “yes” under “Pref3;” however, their
“Status” column indicates “under review,” and NOT “special handling.”

“Prefl,” “Pref2,” and “Pref3” are self-requests for preferences for disability, veteran’s preference and re-
employment rights. Applicants may respond “yes” to any three of these preferences, but are not always eligible to
receive the preference. Unless the “yes” is accompanied by a “special handling” status, it is either being reviewed
for eligibility or their request was denied.

Look at Jane Doe and Larry Smith below. Although they have requested “Pref3” neither were deemed eligible at
this time or their request needs to be reviewed by Institutional HR. These circumstances warrant a phone call to
Institutional HR for review.

Again, applicants with “yes” under “Prefl,” “Pref2,” or “Pref3” AND “special handling” under “Status” receive
special handling.

Active Applicants

45 Records
Current

E] Name Documents @ Score @ Date_ E’] BOR E’] Prefi? E’] Pref2? E’] Pref3? E’] Status Al

Applied [Mone

Employee?

Doe, Jane 7/1/10 YES Under Review

Smith, Larry 6/25/10 YES Under Review by HM

Jones, Susan 6/30/10 YES Special Handling
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Faculty Recruitment - Current BOR Employee?

View Posting - Assistant Professor - 9

" sting ~ sting Specifi . 5 iring Proposal(s)
Applicants Pc»“-tm S — Posting Specific Points Guest Hiring Pro| ;».al s) for HR/HM
Details IE— g — | |User Posting Notes

Important notes for Hiring Managers and the Search Committee: If any applicants are currently employed by the
South Dakota Regental System, you must personally contact them if they are not selected for this position.
Please refer to the 'Current BOR Employee' column belows for any applicants that must be contacted.

Online EmploymentiSystem

Additionally, all applicants with a "Yes' in any of the 'Pref' columns below or identified by 'Special Handling' may have a
preference and may be eligible for an intervievs if the applicant meets the minimum gualifications, and therefore, you
should contact your local human resources officers.

Active Applicants

2 Records
Date Current all
[¥/name Documents (& Score (4] 3 (¥l BorR [¥] préfrz (¥l prefaz (V) pref3? [V status =
Applied MNone
Employee?
,'?i:?' Glory o¢ Il oy 08-12-2010 Under Review by
View 0 Histary/ Mo Yes Manager fCommittee
r_-lFE ._Fac_ult( Other || 8L Motes Change Status O
Application == Lir
Horner,
Jack 08-12-2010 Under Review by
View B o [u] History/ ‘fes Resr-lgnse Manager fCommittee D
NFE Faculty Cur Ltr Motes = Change Status
Application

CHAMNGE MULTIPLE APPLICANT STATUSES |

In addition to special handling, we also have been mandated to provide special consideration for applicants who are
currently employed within the South Dakota Board of Regents system. As you can see above, Jack Horner has
stated “yes” that he is a current BOR employee.

If Jack is not the selected candidate, once the search is completed and the position is filled, a personalized
notification needs to be delivered to Jack immediately. It is strongly recommended that this be in the form of a
phone call. This special consideration is basically to inform any current BOR employees via personalized
notification prior to them receiving the automated e-mail.

Faculty Recruitment - Interviews

The Hiring Manager and/or the search-and-screen committee predetermine the recruitment strategies regarding
interviewing prior to posting the position. These strategies may include telephone interviews, DDN or Web
conferencing interviews, face-to-face interviews, or a combination of methodologies.

It is strongly recommended that standardized questions be developed to consistently learn about each applicant’s
skills, knowledge, and abilities in order to determine who is the most qualified for the position.

Be sure to review processing for special handling referred to directly above.

Telephone

Telephone interviews are frequently used to screen applicants. If a search-and-screen committee was formed,
ensure that all committee members participate in all sessions. Due to scheduling difficulties, this may require that
an audio or video record be made of one or more of the interviews. In these circumstances, care and caution need
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to be exercised to ensure that the applicant is asked for his or her permission prior to recording the interview and
again during the actual audio recording. The recording must be shared with any committee member who was
unable to attend the live session and stored within the official search file.

Face-to-Face

Final applicants, normally three to five per position, are brought to the campus for on-campus interviews. In order
to minimize unnecessary costs references should already have been checked prior to scheduling these visits. It is
also important that the Hiring Manager and/or the chair of the search-and-screen committee schedule appropriate
visits with any on-campus employees needing to meet and/or interview each applicant (i.e., the president, vice
presidents, HR, etc.).

Committee members participating in on-campus interviews need to be cognizant of their behavior and the need to
conduct legal and appropriate interviews—in both formal and informal settings.

Technological Alternatives
In utilizing alternative means of interviewing, it is important to ensure that the equipment, participation, audio, and
S0 on provide an equal opportunity to each applicant.

Faculty Recruitment - Reference Checking

Reference checks must be completed on the finalist(s) for all positions. The refusal of an applicant to permit such
checks may be considered as a factor in the hiring decision.

Best practices warrant that reference checking be completed prior to finalizing the list of applicants to bring to
campus for face-to-face interviews. The HR Office can provide sample forms that can be used for gathering
reference information. The essential part of reference checking is to obtain job-related information that provides a
better indication of the applicant’s knowledge, skills, and abilities in relation to being successful within the
position.

Any written documentation associated with this process must be retained in the search file. The Online
Employment System is an excellent location to insert this data for tracking purposes. If there is hard-copy
documentation, it needs to be retained for three years and then destroyed.

Faculty Recruitment - Hiring Proposal

The hiring proposal needs to be completed and permission gained within the Hiring Manager’s hierarchy prior to
beginning any verbal negotiations. Make sure that the applicant’s information that pulls into the hiring proposal is
up-to-date and accurate (i.e., address), as this information will be used to develop the official letter of offer and
contract.

Search-and-Screen Committee

The committee has completed its work by presenting a list of qualified candidates in alphabetical order and without
rank to the person designated by the presidential charge to receive this list. Faculty-position lists are given to the
provost and vice president for academic affairs. The provost may choose to speak individually to committee
members regarding the list of candidates. Once the provost and vice president for academic affairs has discussed
the candidates with the president and the hire decision has been confirmed, the hiring proposal is completed and the
“recommend for hire” is processed for approval.
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Hiring Authority

Once the selection processing has been completed by the hiring authority and he or she has discussed the decision
to hire with the provost and vice president for academic affairs, the hiring authority will complete a “recommend
for hire” (hiring proposal) within the Online Employment System.

Faculty Recruitment - Verbal Negotiation of Employment

The recommend for hire/hiring proposal requires hierarchical approval. Once these approvals are received, the
application status is changed to “offer can be made.” If the hiring manager is not the department head/chair or the
provost and vice president for academic affairs, he or she will require specific authorization from the department
head and/or the provost and vice president for academic affairs to conduct verbal negotiations with the selected
candidate, as verbal negotiations are a privilege of the department head/chair and/or the provost and vice president
for academic affairs.

The verbal negotiation is NOT an offer of employment—it is a negotiation of what the individual would find
acceptable if he or she were officially offered the position. It is very important that the “negotiator” make it very
clear to the applicant that they are not able to offer employment; however, they are acting as an agent of the
university to find out what the applicant would accept if officially offered employment.

Once the verbal negotiator reaches agreement with the applicant, the negotiations are complete. The applicant must
be informed that this negotiation is contingent on the university’s verification of credentials and other information
required by law and/or university policies, including, but not limited to, a criminal background check.

The hiring process is then suspended at “conditional offer accepted” until the background check processing is
completed.

Faculty Recruitment - Background Checking

All offers of employment at the School of Mines are contingent upon verification of credentials and positive results
of a background check. Background checks may include social security validation, prior employment verification,
criminal and sexual offender registry, educational verification, and motor vehicle and/or credit history.

The background check will be processed through HireRight, a third party vendor contracted to work within the
Online Employment System. The director of human resources and/or designated HR staff member will review all
results of the check. If the background check reveals convictions, negative results or information that was not
accurately disclosed, the director of HR and/or designated HR staff member will meet with the responsible vice
president for the position to discuss potential risks and liabilities related to the job’s requirements.

The HR Office is responsible for all Fair Credit Reporting Act requirements, notices and processing. If an
applicant’s conditional offer of employment is denied based on the results of the background check, proper
notifications and processing will be strictly adhered to.

Background check information will be maintained in a file separate from an employee’s personnel file.
Faculty Recruitment - Official Offer

The hiring proposal contains all of the agreed upon terms and conditions for employment as well as the selected

applicants mailing address, start date, salary, and so on. All offers of employment are contingent upon final
approval from the Board of Regents.
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Confirmation Offer Letter

The confirmation offer letter is created to confirm the verbal negotiations that occurred and to formalize agreed
upon terms and conditions of employment. Faculty offer letters are created in the Office of Academic Affairs and
are signed by the president or in the absence of the president, by the provost and vice president for academic affairs.
This letter accompanies the contract, the Intellectual Property (IP) agreement, the Conflict of Interest form, and the
Household Moving Allowance form, as relevant.

Employment Contract

The contract cannot be created until official transcripts are received in the Office of Academic Affairs. Once this
documentation is received, the Office of Academic Affairs will process the contract. The president or the provost
and vice president for academic affairs then signs the contract, and the prospective employee is given 20 days to
sign and return the contract.

Faculty Recruitment - Final Application Roster Processing

Once the employment-offer package has been mailed to the selected candidate, the Hiring Manager is directed to
perform the final processing within the Online Employment System. This consists of adding any required notes,
finalizing all applicant status updates or changes, and so on. Institutional HR then enters the Online Employment
System and changes the final status to filled. This will close the position from public view and initiate final e-mail
correspondence to the applicants to thank them for their interest in the position and to inform them that the position
has been filled.
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NON-FACULTY EXEMPT (NFE) POSITIONS

Discussion between the Hiring Manager, director, and/or department head/chair, with the responsible vice
president, as relevant, should occur prior to beginning the formal process to recruit a position. This discussion
should include salary; hiring strategies (i.e., title, search and screen committee vs. hiring authority, duties and
responsibilities, etc.). This informal discussion may mean the difference in moving things forward when time is of
the essence!

NFE POSITION DESCRIPTIONS

All Non-Faculty Exempt (NFE) positions have a position description that provides actual duties and
responsibilities, reporting structure, essential functions, physical requirements, and so on. Prior to beginning any
recruitment action, the hiring manager must first ensure that the position details are accurate and up to date.

NFE - Create New Position Description

SNAP (South Dakota System Navigation Access Portal)—http://snap.sdbor.edu
HR Tab: Classification and Recruitment Tools Channel
Select “Manager Login” then enter SNAP “Username” and “Password.”

Policies My Benefits m Finance Workflow Help Resources My Tab My SDSMT July 28, 2010
h BEEE | | Personnel Action Notices BBEE | | Classifjcation & Recruitment Tools EEE
Empl T fCh Effective Date Acti M :
L mployee Type o ange ective Date ion + Manager Login
hu - alternate - no 550 ~ e DA
alternate nath into Banner 1lse Create New PAF

If the position is new, a new position will need to be created.

NOTE: Begin by making sure that the correct user type and default view is selected for the required action.

|
JOB POSTINGS
sl Select “Begin New Action.”
L Select “NFE.”
SRICA
Select “Establish a New Position.”
T
APPLICANTS Select “Start Action.”
POSITION DESCRIPTIONS
BEG] A [
DINS
NS
AR PD
ADMIN MFE - 1. Establish a New Position
o Start Action
- e =
(0

19
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Online EmplaymentiSystem

ur Current Group: Hiring Manager.
Create NFE - 1. Establish a New Position

Summary Reports

CSA Summary (Manager]
NFE Summary (Manager’

CSA Essential Functions (Action Report

HFE Essential Functions {Action Report;

Faculty Summary

Duplicate L=l Purof Problems & Working Other Job Action
Position Form Position Dedisions | Contacts Functions | History

o copy @ position description from an existing position, click on the below search criteria to find the position description you wish to
opy. A results page will appear that meets your criteria. You may views the summary of the position description and then click "Select
itle and Continue". After you find the position description, you can edit the fields on the position description as normal, and send for
pproval.

Search PDs to Copy

Available
Funding
Source

Personal and
Organizational
Data

Pasition Mumber: st
E:EI;VEE First E_E;ﬁ‘ilahun Any v
E.E.E'S:VEE = Type of Position: | Any v
Viiorking Title:
[Searcn | ciearresuurs
I DO NOT CHOOSE POSITION, CONTINUE TO NEXT PAGE >> ]

SAVE AND STAY ON THIS PAGE |

Online EmploymentiSys

Avaitable| Personal and {Imrpaew"vro&im-
Funding |Organizational|  of &
Data

L ST Requisition |
Pasition Form Contacts Other

Source | Position | Dedsions

<< RETURN YO PREVIOUS l CONTINUE YO NEXT PAGE >> I

Note: Information
Description

a
<

L2

o

Working Tite:
ey
Employee / Supenvisor Preposed Working
Tide!
R
- Ocgenzaton:
e

Text for the Ad:

Iomzony

Department Description and Cultural
Expeciatons:
Lmaany

Scope of Seerch: No Resporse v

W onrevnnl Anboa crrvm ol concrih

Tab 1 - Duplicate Position

If the Hiring Manager has another similar position
reporting in their hierarchy, they can save a great
deal of time by duplicating the information and
editing it.

To pull up the position to duplicate, simply search
by the position number, incumbent’s name, or
other information, and choose to duplicate the
information.

* If you choose not to duplicate a position, select
“Do not choose position, continue to next page”.

Tab 2 - Requisition Form

Be specific and provide complete and relevant
details for all data fields. Incomplete or inadequate
information may cause delays in processing and in
gaining the necessary approvals. *Required
information is denoted with an asterisk and you
will not be able to progress to the next tab without
completing this field.

If an exception (abridgement to standard
processing) is requested, it is necessary to insert a
“NOTE” at the beginning of the “Text for the Ad”
box. For example, NOTE: Request a two-week
posting-and-review period because former
employee left without notice.

If a search-and-screen committee is to be formed, a
note indicating, “TBD by search- and-screen
committee” may be entered until the committee
has been charged, met, and provided
announcement details to HR.

20
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Add New Entry

*Required information is denoted with an asterisk.

Fund:
Instructions

Organization:

N Mot Assigned w
Instructions

Account:
Instructions

Program:
Instructions

Activity:
Instructions

Available Dollars:
Instructions

Percent:
Instructions

Hiring Manager Comments:

Budget Comments:

ADD ENTRY

Online EmpleymentiSystenn

Personal and [Ty
Organizational

<< RETURN TO PREVIOUS ||

CONTINUE TO NEXT PAGE => I

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of departments
personally of any changes made. If you have concerns you are not able to edit yourself, please address your
concerns in the Add Notes feature in the "Action History" tab and return the request to the appropriate department
in the "View Action Summary" screen.

Note: Information listed in purple will be visible to applicants if a Job Posting is created from this Position
Description.

*Required information is denoted with an asterisk,

Employee First Name:
If wacant, plesse snter “Wacznn”

Employee Last Name:
If wacant, plesse enter Wacenn”

Employee ID Mumber:
If wacan, plezss enter “Wazznn”

.. Employee's User Account:

. *Vacant, SDSMT hd
Type of Position:
Position Classification Title:
* Home Location: South Dakota Schoal of Mines and Technology hd
Physical Location of Pasition (City): Ne Respanse 3

Instructions
Organization (Department) Address:
Instructions

City, State, Zip:

Department Phone Number:
Format: 300:00000%

Mormal hours:

Tab 3 - Available Funding Source

If you do not know this information, contact the
Budget Office at 394-1207.

If more than one account will be used to fund
this position, you will need to use multiple “add
entry” screens in order to include all of the
funding sources. Remember, only one entry
per funding source. To avoid delays, be sure
that your compensation equals 100 percent of
the funding.

Tab 4 - Personal and Organizational Data
Identify the new position as “vacant.”
Be sure to provide accurate information in

order to avoid delays in processing your
request.
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L EELL E Purpose

Pe Problems
Organizational of &
Position [ize b

Position Purpose

Write & one-sentence statement that.
describes the overall purpose of the
position, highlighting the way the position
contributes to achieving the department's
and the institution's objectives.

Instructions

Education and Experience

The nex three ftems concem the education and
experience required © perform this position,

What level of completed formal education
is required for this position?

Please list any edlication that is required
for this position. Please list the field of
interest for the level of education as well
as the preferred degree that is required:
Plaass emter N/AT F Not Applcable.

What number of year(s) of related
experience is required for this pasition?

Please list any special certification or
licensure that is required for this position,
Plezse ener "N/A” I Not Appliczble,

Language Skills, Reasoning Ability, Math
Skills Requirements:
Insructions

Other Experience:

Where This Position Fits
Complete the sructure using position ties
show whese this pasioon fis.

No Response v

No Response v

Online EmploymentSystemi =~ =

<< RETURN TO PREVIOUS

|| CONTINUE TO NEXT PAGE >> I

*Required infor

Problem Solving

Evary position reouires the employes who works
in it 10 solve problems., For mample, 2 position
might require the employes to choose one of two.
wEy= 1 handle = dizgruntlad snuden o felow
employes, Select the one statement below that
best descrbes the Kinds of problers this postion
solves and the discretion used for their solution,

Nature of the Problem:

Instructions

Discretion to Solve the Problem:
Insructions

Please list three problems that are
frequently solved as part of this position.
Then tell us the policies, procedures or
directions used to solve the problem:

1, Problem

1. Policies, Procedures or Directions

O The problems in this position usually come up again and again.

O The problems in this position are somewhat varied.

O The problems in this position are varied.

O The problems in this position are usually the ones that other peaple haven't been
able to handle.

@® no Respanse

O Has to check with supervisor before anything other than what the established
procedure states.

O Check with supervisar if none of the usual alternatives fit the situation.

O Gets help from supervisors or others in handling unusual problems.

O Needs to come up with the solution.

@ Mo Response

Tab 5 - Purpose of Position

Write a one-sentence statement that describes the
overall purpose of the position, highlighting how the
position will contribute to achieving the
department’s and the institution’s objectives.

To insure accuracy in classification and

compensation, be sure that all areas are thoroughly
completed.

Be specific and clear.

Tab 6 - Problems & Decisions

To ensure accuracy in classification and
compensation, please be thorough.

Provide real scenarios related to the position’s
problem solving requirements, decision making,
and the impact of their decisions.
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ploymentiSystem > =

Working
Other
Contacts
<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> |
*Required in
Working Contacts
In this position's daily work activities, what
contacts does the position come in contact
wiith outside of this department? Below,
we have listed some groups of people this
pasition may have contact with, as well as
some ways this position may interact with
them,
Please select the option that best
describes how often this position does
each activity for each group. For example,
an employee who constantly provides
information to students would select
“daily. " If this position does notdo a
particular activity or does nat work with a
certain group, check Rarely, if ever, ™
Students
C paily
Provide information regarding narmal O weskly
requests, reports or this department's O Manthly
operation:
" O Rarely, if ever
@ Mo Response
C paily
Explain policies or give expert O weskly
adviceinstruction to help others make © Monthly
decisions:
O Rarely, ifever
@ Mo Response
O Dpaily
O weskly
Influence others to gain their cooperation

Online Emple hent yﬁtglm

n| AV ilable| Personal and |Purpose
Funding |Organizationa f
Source Data Position
Il

<< RETURN TO PREVIOUS

“Requ

Environment
Plezss indicate the environment in which this

position works, If this position works in more than
ona anvironmant, write the percent of time spent
in each, Percentags a

that the whole ez = compressed it ane 22y,
Of that day, how much time do you spand in
each environment?)

Office or Heated and Cooled Building: Mo Response %

Outdoors: Mo Resporse %

Other: Mo Response

If "Other”, please specify:

Irregular Work Hours

Core business hours are typically are Bam © Spm
Monday through Friday. Howavar, some jol
require the incumbent to work additional hours
\vary 2Erhy i the maing, 2vanings sndlar
wimsk=nds, Thass imegulr work howss oocur for
mamy ressons such 25 regquired pattiopation 3t
mestings and work events,

C Oceasionally scheduled irregular work hours (a few times a month)

This job requires .....: @] Freguently scheduled irregular work hours {many times a month)

@ Mo Response
Travel

What percent of time on the job involves
travel away from this position's work site?
{When you think about percent of time,
imagine that the whole year is compressed
into ome day, OF that dary, how much fme
do you travel?)

Of that total percent, how much of the
travel is {Your answers should total your

Mo Response (v

Tab 7 - Working Contacts

To ensure accuracy in classification and
compensation, be thorough in providing
information regarding this position’s contact with
students, public, other employees, and others as
well as the frequency with which these contacts
occur.

Tab 8 - Other

To ensure accuracy in classification and
compensation, be thorough and complete all
questions regarding this position’s environment,
working hours and amount of travel that is required.
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Physical and
mental

Percent of — Measures effort

Activities
mimeseent R | wjim gl o reairedts | o other runction
. pect: achieve i Requirements: Edited:

achieving of this job result achieved result, as

the result the result well as any
potential
hazards

Tab 9 - Job Functions

Divide the areas of responsibilities into natural divisions in increments of 5 percent and totaling 100 percent. It is
best to list the largest areas of effort first and to descend to a minimum of 5 percent of time expenditure. Be
specific and thorough to ensure accuracy in classification and compensation.

Select “add entry” to save each area of responsibility. The total of all entries must equal 100 percent.

History
08-02-2010 3:44 PM

Modified By . .
beborah Sloat Tab 10 - Action History
TR A e e All actions taken on this recruitment,

approvals obtained, and so on, are listed in

the data sequence in which they occur.

Add Notes

Motes:

If you want to add a note or comment you
may do so simply by entering the text into
the “Notes” box and clicking “ADD
NOTES” to save the entry.

ADD NOTES

Online EmploymentiSystemi

NFE Create New Position Approvals

Action Status ) o

NFE Establish New Position Approval—Dean/Department Head
® save
O send to Budget Insufficient or incorrect information can cause delays, return of

the requisition, denial, and so on.

O

Send to Dean/Department Head

Cancel Action (Final) If you are in an academic department and are not the department

L)
CANCEL || CONTINUE | head/chair, be sure to communicate your need for this position so
that the department head/chair will be expecting your request.
Otherwise, the request may be returned or denied.

Non-academic departments will submit this recruitment request to Budget.

If you are unable to complete this process, be sure to “Save Action without Submitting” so you can return later to
finish processing the request. If you change your mind completely and do not want to process this request any
longer you select “Cancel Action (Final).”

24



If you ARE the department head/chair, you will

If you are NOT the department head/chair), you
non-academic, you will submit to Budget

Online Em pﬁl_q_'.miéﬁff_s_,ygu m

Action Status

@ Save

{:} Return to Hiring Manager
(O send to Administrator

CANCEL |I CONTINUE I

Online Em i“ l .m ’é‘ﬁff;ﬁ,@m Tl

Action Status

'@' Save

'O' Return to Hiring Manager
O Send to Inst HR

CAMCEL |I COMNTINUE I

South Dakota School of Mines and Technology
Hiring Procedures and Online Employment System Processing

submit this recruitment request to Budget.

will submit this requisition to the Dean/Department Head, or if

NFE Establish New Position Approval - Budget

The role of Budget is to confirm you have sufficient funding to
support this request. In addition, prior to moving the request
forward, Budget obtains final approval from both the provost and
vice president for academic affairs and the vice president for
business and administration.

The request is then forwarded by Budget to the Administrator.

NFE Establish New Position Approval - Administrator

The Administrator (responsible vice president) will review and
approve.

The position description is then submitted to Institutional HR for
review.

NOTE: Prior to any formal Online Employment System

processing, the Hiring Manager and/or the department head/chair should have discussed this departmental need
with the responsible vice president. In the absence of this discussion, the Administrator may return or deny the

request.

Online EmploymentiSystem

)10}

il
Action Status

® save

{:} Return to Hiring Manager

(O send to Administrator for Final Review
O Approve (MFE PD Mewly Created)

O cancel Action (Final}

CAMCEL |I CONTINUE I

NFE Establish New Position Approval - Institutional HR

Institutional HR reviews the position description for thoroughness
and confirms the classification. If the classification or details are
changed by Institutional HR then the position description will be
submitted again to the Administrator for “final review.”

If it is not complete and thorough, the position description may be
sent back to the Hiring Manager. Once the position description is
complete and through the approval process, Institutional HR will
approve it.
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This completes the position description. The Hiring Manager may begin recruitment of this position immediately
or the position will be stored until such time as the hiring manager wishes to pursue recruitment.

NFE - Update Existing Position Description

JOB POSTINGS
A DB
PO 55
D
OR

PROPOSA

APPLICANTS

POSITION DESCRIPTIONS

BEG] A D
DS
D A DHS
A PD
ADMIN
D
2 D
OG0

NFE - 2. Institutional Update/Review a Position
This action is primarily for Hiring Managers to review current NFE positions and
update the position as applicable to the departmental or institutional needs.

NFE - 3. Employee Update/Review a Position

This action is primarily for NFE employees to review current NFE positions and
update the position to ensure that the record reflects the current duties performed. In
order for this action to work, however, Hiring Managers must initiate the action first.
E-mail communication is automatically submitted to the employee when the Hiring
Manager completes his or her portion. As a result, the NFE employee is able to
enter the position for review and update.

NOTE: The Hiring Manager needs to begin the NFE—3 if they plan on submitting
the position description to their employee to update.

NFE - 2. Institutional Update/Review a Position

Select IFE PD to Begin Action On Search for the position by its position

1 Record

number or the name of the incumbent.

Number: MESE50

Employee
First
Name:

Employee

I SEARCH I CLEAR RESULTS

¥) Classification Title  (¥) Position ¥ 2= ¥ organization (v) Emelovee () Employeelast () Last

S IS s aoes  RMOLCOTATIAND  sgoossay e EXEEY [ The Hiring Manager selects “start action”
to begin the updating process, or they can
select “view summary” to simply review

—— the existing information.

MNumber:

Pasition

Classification | Any hd
Title:

Working
Title:

e All 10 tabs of the position description need to be reviewed and updated as applicable.

e The position updating process requires the same hierarchical approvals as are needed in creating a new

position.
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e This completes the position description. The Hiring Manager may begin recruitment of this position
immediately or the position will be stored until such time as the Hiring Manager wishes to pursue

recruitment.

NFE RECRUITMENT

HOB POSTINGS
A DB

L xS
L [
.
A Select “NFE—4. Recruit an Existing Position.”
— Select “Start Action.”

PPLICANTS :
ppp——— Select “Search.

POSITION DESCRIPTIONS

BEG] = 0

(NS
wisting Position

H A DiNS

DHIN

NFE - 4. Recruit an Existing Position

Search NFE PDs to Begin Action On

Position Employee ID
Mumber: Number:

Employee Position
First Classificaion  Any v
Name: Title:

Employee Working

Last -
Name: =

I SEARCH I CLEAR RESULTS

Search NFE position descriptions by the
position number, name of incumbent, or
other information, and select “Start
Action.”

This will pull in the actual position
description that you wish to recruit.

NOTE: Keep in mind the position description should have been updated prior to this stage.
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=

Working ]oh
Contacts Functions Hstory

This document is required for collecting job-specific information. This information is important as it
will allows the Human Resources departments to accurately develop job descriptions, evaluate the job
based on job responsibilities, and accurately compare jobs to the market place.

Online EmploymentfSystem)

Requisition Available| Personal and |Purpose Prohlem
q Funding |Organizational of
Form
Source Data Dedisions

I CONTINUE TO NEXT PAGE > >

Persons initiating the action need to complete this section to the best of their abilities; all final decision
will be made by the Human Resources Departrent.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Motes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary” screen.

Note: Information listed in purple will be visible to applicants if a Job Posting is created from this
Fosition Description.

*Required informai is denoted an asterisk

IEI Ty TR CBRD Center Director
Instructions
Employee [ Supervisor Proposed
‘Working Title:
Instructions

* Home Location: South Dakota School of Mines and Technology e

" (City):

I_i'h rs@l Location of Position (City): Repid City 3
Instructions

- (B 4BPRD 1-Cnir for Bioprocessing Res &Dev | w0

Instructions

The South Dakota School of Mines and Technology (SDSM&T) |#
and the South Dakota State University (SDSU) invite

applications for the position of Director for the 2010 Center

for Bioprocessing Research and Development (CBRD). The %

Text for the Ad:
Instructions

* Required information is denoted with an asterisk.
Fund:
Instructions

Organization:

- . Mot Assigned v
Instructions

Account:
Instructions

Program:
Instructions

Activity:
Instructions

Available Dollars:
Instructions

Percent:
Instructions

Hiring Manager Comments:

Budget Comments:

ADD ENTRY

Tab 1 - Requisition Form

Be specific and provide complete and relevant
details for all data fields. Incomplete or inadequate
information may cause delays in processing and in
gaining the necessary approvals. *Required
information is denoted with an asterisk and you will
not be able to progress to the next tab without
entering something into this type of field.

If an exception (abridgement to standard
processing) is requested, it is necessary to insert a
“NOTE” at the beginning of the “Text for the Ad”
box. For example, NOTE: Request a two-week
posting-and-review period because former employee
left without notice.

If a search-and-screen committee is to be formed, a
note indicating, “TBD by search- and-screen
committee” may be entered until the committee has
been charged, met, and provided announcement
details to HR.

Tab 2 - Available Funding Source

The information that is contained within the
position description automatically pulls into this
area. However, the information may be edited. If
you need assistance please contact the Budget
Office at 394-1207.

If more than one account will be used to fund this
position, you will need to use multiple “add entry”
screens in order to include all of the funding
sources. Remember, only one entry per funding
source. To avoid delays, be sure that your
compensation equals 100 percent of the funding.
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Online Emplo} ment{_&a__lm

Available JEMAELNEIENGEE Purpose  Problems
ZNitis@ Organizational of &
Source Data Position Decisions

Working Job Action
Contacts Functions | History

Requisition
Form

<< RETURN TO PREVIOUS |I CONTINUE TO NEXT PAGE >>

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Notes feature in the "Actien History" tab and return the
request to the appropriate department in the "View Action Summary" screen.

Note: Information listed in purple will be visible to applicants if @ Job Posting is created from this
Pasition Descriptian.

*Required infor

Position Number: MEQ587

Instructions

Online Emple} ment{&_ '!

Available | Personal and UG LEE Problems
Working

Funding | Organizational of 8 1
Source Data Position JVENET coniacts

Requisition
Form

<< RETURN TO PREVIOUS |I CONTINUE TO NEXT PAGE = > I

Required

Position Purpose

Write a one-sentence statement that

esoim imaes sl To provide a professional resident staff member appropriately

pasition, highlighting the way the educated and trained to work to create and maintain a resident
position contributes to achieving the  environment designed to assure student success; one with
dEPﬂfng”fs and the institution's authority and ability to exercise sound judgment in a potential
objectives.

) wide variety of situations.
nstructions

Education and Experience

The nest thres items concern the education

and experience required to parform this
position.

What level of completed formal

education is required for this position? Four-year college degree.

Dl lich o ook ino gt

Online Emple ME nt‘SsJ_m

Available | Personal and | Purpose Jggdvl=yt

Requisition = . Working Action
Form Eunding | Organizational o & Contacts Functions | Histo
- Source Data Wil Decisions = Functions | Histon

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> |
Required information is denoted with an asterisk.

Problem Solving

Ewery position requires the employes who
works in it 1o solve problems, For example,
= position might require the employes 1o
chooss one of two ways to hendle =
disgruntled student or fellow employes,
Select the one stztement below that best
describes the kinds of problems this position
solves and the discretion used for their

solution,

Mature of the Problem: . . . .

o The problems in this position are varied.

Discretion to Solve the Problem: Gets help from supervisors or others in handling unusual
Instructions problems.

FPlease list three problems that are
frequently solved as part of this
position. Then tell us the policies,
procedures or directions used to solve
the problem:

1, Problem in appropriate student behavior

policy - to address the situation; held student accountable (BOR

1. Policies, Procedures or Directions  policy); procedures - document via on-line system (ResLife staff

Tab 3 - Personal and Organizational Data

This information pulls in from the position
description and cannot be edited. This is why
the position description needs to be reviewed
and updated prior to recruitment.

Tab 4 - Purpose of Position

This information pulls in from the position
description and cannot be edited from this
action.

Tab 5 - Problems & Decisions

This information pulls in from the position
description and cannot be edited within this
action.
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Online Employmentioystemi =~ =

. Available | Personal and | Purpose Problems . .
Requisition Funding | Organizational of Working Other - Aciion .
Form Contacts Functions | History Tab 6 _ Worklng ContaCtS

Source Data Position

<< RETURN TO PREVIOUS “ CONTINUE TO NEXT PAGE >> I

This information pulls in from the position description
and cannot be edited within this action.

‘Working Contacts

In this position's daily work activities,
what contacts does the position come
in contact wiith outside of this
department? Below, we have listed
some groups of people this position
may have contact with, as well as
some ways this position may interact
with them,

Please select the option that best
describes how often this position does
each activity for each group. For
example, an employee who
constantly provides information to
students would select "daily.” If this

position does not do a particular
Sty or doee nobwork with

2 r_‘. ? V . v " m
Online EmpleymentfSystem] =
Available | Personaland | Purpose | Problems Action

: - Working
Funding | Organizational of & | Other el B
Source Data Position | Decisions Contacts Eunctions | History

Requisition
Form

Tab 7 - Other

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE > > I

This information pulls from the position description
and cannot be edited within this action.

*Required info

Environment

Plezse indicate the environment in which
this position works. IF this position works in
mare than one environment, wiite the
perzznt of tme spent in 22ch, Peroentzges
must add up to 100%. {(When you think
about percent of time, imagine that the
whole year is compressad into ane day, OF
that day, how much time do you spend in
2ach environment?)

Office or Heated and Cooled Building:  45%;
Outdoars: 5%
Other: No

If "Other”, please specify:

Irregular Work Hours

Core business hours are typiczlly are Bam

0 Spm Mondzy through Fridzy. However,

some jobs requine the incumbent 1o work

additional hours very earhy in the morning,
- araller swrecky Tbore esdo:

Online Em pié;y ln%‘ﬁ uy;sﬁglj';- =

hat is this position counted on to do? This section lists brief statements that describe the results of the Tab 8 - Job Functions
ob, how achievements are measured, and what it takes physically and mentally to achieve these results
including how often and for how long each demand occurs; for example, the position may require to
ktand for 3 hours or work on a computer terminal for 4 hours without a break.) This sectien also contains .. . - A
ow much effort is expected to be exerteded; for example, the approximate weight in pounds of an object ThIS Informatlon pul IS from the pOSItlon descrlptlon and cannot be
ften lifted, pushed, or pulled. Finally, this section provides some information regarding potential hazards . T . .
or each essential function. (The information about the demands on the job are needed for compliance edlted Wlthln thlS action.

vith the Americans with Disabilities Act and other federal legislation.)

Existing Entries
4 Records
Physical
and
mental
Percent Measures i ed
of time Result Activities of how ;:q .
spent on expected to well one Other Function
@ achieving @ of this @ achieve @ has @ ?;hIEVE @ Regquirements: E] Edited:
the job result achieved = It,
result the result resu
as well
as any
potential
hazards
Implements
programming

designed to
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Online Emplﬂ m’é‘?l'tﬂs_,yhsj_e

Action Status

® save Action without Submitting
O send to Budget
O send to Dean/Department Head

CANCEL |I CONTINUE I

South Dakota School of Mines and Technology
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Tab 9 - Action History

All actions taken on this recruitment, approvals
obtained, and so on, are listed in the data sequence in
which they occur.

If you want to add a note or comment you may do so
simply by entering the text into the “Notes” box and
clicking “ADD NOTES” to save the entry.

NFE Recruitment Approvals

NFE Recruitment Approval - Department Head

Insufficient or incorrect information can cause delays, return of the
requisition, denial, and so on.

If you are in an academic department and are not the department
head/chair, be sure to communicate your need for this position so
that the department head/chair will be expecting your request.
Otherwise, the request may be returned or denied.

Non-academic departments will submit this recruitment request to Budget.

If you are unable to complete this process, be sure to “Save Action without Submitting” so you can return later to

finish processing the request.

If you ARE the department head/chair, you will submit this recruitment request to Budget.

If you are NOT the department head/chair), you will submit this requisition to the Dean/Department Head, or if

non-academic, you will submit to Budget.

Online Emplﬂ ment‘S erl !

Action Status

'@' Save

":J' Return to Hiring Manager
(O Send to Administrator

CAMCEL |I COMNTINUE I

NFE Recruitment Approval - Budget

The role of Budget is to confirm you have sufficient funding to
support this request. In addition, prior to moving the request
forward, Budget obtains final approval from both the provost and
vice president for academic affairs and the vice president for
business and administration.

The request is then forwarded by Budget to the Administrator.
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NFE Recruitment Approval - Administrator

me ntfg::*j

Online Emplﬂ
Action Status

'@' Save

O Return to Hiring Manager
() Send to Inst HR

CAMNCEL | I CONTINUE I
NOTE: Prior to any formal Online Employment System
processing, the Hiring Manager and/or the department head/chair should have discussed this departmental need
with the responsible vice president. In the absence of this discussion, the Administrator may return or deny the
request.

The Administrator (responsible vice president) will review and
approve.

The position description is then submitted to Institutional HR
for review.

NFE Recruitment Approval - Institutional HR

Online Employ,

Action Status

'@' Save

{:} Return to Hiring Manager

(O Send to Administrator for Final Review
O Approve (NFE Recruit)

O Cancel Action (Final)

CANCEL |I CONTINUE I

Search & Screen Committee Assignment Request

If a search-and-screen committee is required, HR will assist the
Hiring Manager in completing the Search-and-Screen
Committee - Presidential Charge.

NFE Search and Screen

Position to be Filled ASSignment Request

Working Title: Type:

Department: NOTE: ONLY employees having
attended Best Hiring Practices
workshop may serve on search-
and-screen committees or be

allowed hiring authority.

Hiring Authority
Name: Department:

[Jor. Sloat Deborah v 3

Nominees for Committee (Appointment by President)

Committee Chair: 3 b

Institutional HR will prepare the
“posting” from the requisition
information with assistance from the
Hiring Manager and/or the search-
and-screen committee chair. Final

SDSM&T Employees
Oor. ¥ Oor.
Oor. ¥ Oor.

¥ Oor.
¥ Oor.

Other Nominees

¥ Name: Email:

These nominees have consented to an appointment to this hiring committee.

review and approval of the posting
is obtained from the Hiring Manager
and/or the search-and-screen
committee chair.


http://www.hpcnet.org/cgi-bin/global/adprotected/hr_update_position.cgi
http://www.hpcnet.org/cgi-bin/global/adprotected/hr_update_position.cgi
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NFE Recruitment - Strategies to Consider/Plan

The search-and-screen committee and/or the Hiring Manager need to formulate recruitment strategies. These
strategies include, but certainly are not limited to the following:

Knowledge, skills, and abilities deemed necessary for success within the position

o Timeline, posting the position, reviewing the applications, interviewing, final recommendation of committee,
and so on

e Use of screening questions within the Online Employment System (i.e., do you have a doctorate in blank
discipline? What area(s) of research are you interested in?)

e Open until filled or fixed end date

o Date to begin review (a minimum of 30 days is required for posting unless an exception has been granted)

o Strategies for searching for the most qualified candidates (i.e., committee members phoning and/or e-mailing
colleagues, inviting applications from colleagues or associates, etc.)

e Advertising locations and requirements: local, regional or national advertising within professional journals,
newspapers, websites, and so on (Institutional HR automatically posts all positions on the Online Employment
System, with SD Career Center (Job Service), HigherEdJobs.com, and the School of Mines’ Career Center
(The Gold Mine). All other advertising costs must be paid by the position’s department)

o Methodology for processing applications (i.e., scoring assigned for each requirement, qualified vs. non-

qualified sorting, etc.)

Interviewing: telephone, in-person, or a combination)

Who the on-campus interviewees need to meet with while on campus

The formation of questions that will elicit qualifications, experience and general aptitude of applicants

Filing or storage of documentation of committee members

Administrative tasks for the committee (i.e., scheduling interviews, making travel arrangements, etc.)

Funds for moving expenses; does the position qualify for moving expense reimbursement?

NFE Recruitment - Posting the Position

In addition, Institutional HR partners with the Hiring Manager and/or chair of the search-and-screen committee to
prepare and post the announcement from the requisition information’s “Text for the Ad.” A MS Word document is
used for this purpose and the Institutional HR will provide the Hiring Manager and/or chair of the search-and-
screen committee a “tracking” document for review and approval.

Once Institutional HR receives approval, the position will be “officially posted.” The responsible Institutional HR
employee will notify the Hiring Manager and chair of the search-and-screen committee, as well as the entire
campus community of the posting via e-mail.

The Hiring Manager and/or chair of the search-and-screen committee will publish all other advertisements for the
position (i.e., professional journals, Chronicle for Higher Education, list serves, websites, etc.). However, the
posting must remain identical to the approved posting. If the posting needs to be altered in any fashion (i.e.,
shortened to save cost), it will need specific approval by HR prior to placing the ad. This is to ensure that critical
information remains intact.

NFE Recruitment - Review of Applications

The position posting review date triggers the ability for the Hiring Manager and/or committee members to access
the electronic applications. In order to maintain eligibility of the most highly-qualified applicants, it is essential
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that the processing be conducted in an expeditious manner. Delays exacerbate the potential of losing highly-
qualified applicants to other employers.

Predetermined selection criteria and processing must be equally applied to screen applications and determine the
most qualified candidates. From this screening process it will be possible to determine which applicants should
progress to the next stage of screening.

NFE Recruitment - Maintenance of Application Roster

The Hiring Manager and/or chair of the search-and-screen committee need to record the search progress within the
Online Employment System. This includes marking the applicants who are recommended for interview,
interviewed, not qualified, and so on. Keep in mind that if the applicant is marked as “not qualified-send e-mail
now” they will immediately receive an e-mail indicating that they are no longer being considered for the position.
Unless you want this to occur, mark instead “not qualified-send e-mail when filled.” All applicant correspondence
to “non-qualified” applicants is delivered via the automated system, so no manually created correspondence is
necessary.

NFE Recruitment - Special Handling

Applicants who are eligible for special handling must receive an interview if they meet the minimum qualifications
for the position. To understand special handling, look at the screen print below. Of the three applicants, the only
applicant deemed eligible for special handling is Susan Jones. For special handling to occur there must be a “yes”
under “Prefl,” “Pref2,” or “Pref3” and “special handling” must also be indicated under “Status.”

For example, Jane Doe and Larry Smith are not eligible. They both have a “yes” under “Pref3;” however, their
“Status” column indicates “under review,” and NOT “special handling.”

“Prefl,” “Pref2,” and “Pref3” are self-requests for preferences for disability, veteran’s preference and re-
employment rights. Applicants may respond “yes” to any three of these preferences, but are not always eligible to
receive the preference. Unless the “yes” is accompanied by a “special handling” status, it is either being reviewed
for eligibility or their request was denied.

Look at Jane Doe and Larry Smith below. Although they have requested “Pref3” neither were deemed eligible at
this time or their request need to be reviewed by Institutional HR. These circumstances warrant a phone call to
Institutional HR for review.

Again, applicants with “yes” under “Prefl,” “Pref2,” or “Pref3” AND “special handling” under “Status” receive
special handling.

Active Applicants
45 Records
Current
E] Name Documents @ Score @ Date_ E] BOR E] Prefl? E] Pref2? E] Pref3? E’] Status o
Applied Mone
Employee?
Doe, Jane 7/1/10 YES Under Review
Smith, Larry 6/25/10 YES Under Review by HM

Jones, Susan 6/30/10 YES Special Handling
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NFE Recruitment - Current BOR Employee?

View Posting - Assistant Professor - 9
HR/HM

. Posting - Posting Specific - | Guest
Applicants Details Documents Questions Points User

Important notes for Hiring Managers and the Search Committee: If any applicants are currently employed by the
South Dakota Regental System, you must personally contact them if they are not selected for this position.
Flease refer to the 'Current BOR. Employee' column belove for any applicants that must be contacted.

Online EmpleymentiSystem

Additionally, all applicants with a 'Yes' in any of the 'Pref' columns below or identified by 'Special Handling' may have a
preference and may be eligible for an interview if the applicant meets the minimum qualifications, and therefore, you
should contact your local human resources officers.

Active Applicants

2 Records
Date Current alj
[¥lname Documents [A]Score (4] : [¥] Bor (W] pref1z (V] prefaz (V) pref3? (V] status r—
Applied Mone
Employee?
,“,i:e_' Glory o Il ¢y 08-12-2010 Under Review by
¥ "'I. ) - 0 Histary/ Mo Yes Manager /Committee
l‘_'lFE-_FaC_Uh( Other 11EYC Iotes Change Status O
Application =—— Lir I
Horner,
Jack 08-12-2010 Under Review by
View Ref & 1] History/ Yes ResNEnse Manager /[Committee D
NFE Faculty Cur Lir MNotes ¥ Change Status
Application

CHANGE MULTIPLE APPLICANT STATUSES |

In addition to special handling, we also have been mandated to provide special consideration for applicants who are
currently employed within the South Dakota Board of Regents system. As you can see above, Jack Horner has
stated “yes” that he is a current BOR employee.

If Jack is not the selected candidate, once the search is completed and the position is filled, a personalized
notification needs to be delivered to Jack immediately. It is strongly recommended that this be in the form of a
phone call. This special consideration is to inform any current BOR employees via personalized notification prior
to them receiving the automated e-mail.

NFE Recruitment - Interviews

The Hiring Manager and/or the search-and-screen committee predetermine the recruitment strategies regarding
interviewing prior to posting the position. These strategies may include telephone interviews, DDN or Web
conferencing interviews, face-to-face interviews, or a combination of methodologies.

It is strongly recommended that standardized questions be developed to consistently learn about each applicant’s
skills, knowledge, and abilities in order to determine who is the most qualified for the position.

Be sure to review processing for special handling referred to directly above.

Telephone Interviews

Telephone interviews are frequently used to screen applicants. If a search-and-screen committee was formed,
ensure that all committee members participate in all sessions. Due to scheduling difficulties, this may require that
an audio or video record be made of one or more of the interviews. In these circumstances, care and caution need
to be exercised to ensure that the applicant is asked for his or her permission prior to recording the interview and
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again during the actual audio recording. The recording must be shared with any committee member who was
unable to attend the live session and stored within the official search file. Retention rules will apply.

Face-to-Face Interviews

Final applicants, normally three to five per position, are brought to the campus for on-campus interviews. In order
to minimize unnecessary costs references should already have been checked prior to scheduling these visits. It is
also important that the Hiring Manager and/or the chair of the search-and-screen committee schedule appropriate
visits with any on-campus employees needing to meet and/or interview each applicant (i.e., the president, vice
presidents, HR, etc.).

Committee members participating in on-campus interviews need to be cognizant of their behavior and the need to
conduct legal and appropriate interviews—in both formal and informal settings.

Technological Alternatives
In utilizing alternative means of interviewing, it is important to ensure that the equipment, participation, audio, and
S0 on provide an equal opportunity to each applicant.

NFE Recruitment - Reference Checking

Reference checks must be completed on the finalist(s) for all positions. The refusal of an applicant to permit such
checks may be considered as a factor in the hiring decision.

Best practices warrant that reference checking be completed prior to finalizing the list of applicants to bring to
campus for face-to-face interviews. The HR Office can provide sample forms that can be used for gathering
reference information. The essential part of reference checking is to obtain job-related information that provides a
better indication of the applicant’s knowledge, skills, and abilities in relation to being successful within the
position.

Any written documentation associated with this process must be retained in the search file. The Online
Employment System is an excellent location to insert this data for tracking purposes. If there is hard-copy
documentation, it needs to be retained for three years and then destroyed.

NFE Recruitment - Hiring Proposal

The hiring proposal needs to be completed and permission gained within the Hiring Manager’s hierarchy prior to
beginning any verbal negotiations. Make sure that the applicant’s information that pulls into the hiring proposal is
up-to-date and accurate (i.e., address), as this information will be used to develop the official letter of offer and
contract.

Search-and-Screen Committee

After the committee has completed its work, the chair of the committee will provide a list of qualified candidates in
alphabetical order and without rank to the person designated by the presidential charge to receive this list. NFE-
position lists are given to the responsible vice president. The vice president will review the list and may choose to
communicate with each member regarding the list of candidates. Once the vice president has discussed the
candidates with the president and the hiring decision has been confirmed, the hiring proposal is completed and the
“recommend for hire” is processed for approval.
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Hiring Authority

Once the selection processing has been completed by the hiring authority and he or she has discussed the decision
to hire with the vice president, the hiring authority will complete a “recommend for hire” (hiring proposal) within
the Online Employment System.

NFE Recruitment - Verbal Negotiation of Employment

The recommend for hire/hiring proposal requires hierarchical approval. Once these approvals are received, the
application status is changed to “offer can be made.” The provost and/or vice president will contact the person
chosen for the position and conduct a verbal negotiation. If permission is granted to someone other than the
provost and/or vice president to conduct verbal negotiations, it is imperative that all information be closely
communicated and monitored since this action is the responsibility of the provost and/or vice president.

The verbal negotiation is NOT an offer of employment—it is a negotiation of what the individual would find
acceptable if he or she were officially offered the position. It is very important that the “negotiator” make it very
clear to the applicant that they are not able to offer employment; however, they are acting as an agent of the
university to find out what the applicant would accept if officially offered employment.

Once the verbal negotiator reaches agreement with the applicant, the negotiations are complete. The applicant must
be informed that this negotiation is contingent on the university’s verification of credentials and other information
required by law and/or university policies, including, but not limited to, a criminal background check.

The hiring process is then suspended at “conditional offer accepted” until the background check processing is
completed.

NFE Recruitment - Background Checking

All offers of employment at the School of Mines are contingent upon verification of credentials and clear results of
a background check. Background checks may include social security validation, prior employment verification,
criminal and sexual offender registry, educational verification, and motor vehicle and/or credit history.

The background check will be processed through HireRight, a third party vendor contracted to work within the
Online Employment System. The director of human resources and/or designated HR staff member will review all
results of the check. If the background check reveals convictions or information that was not accurately disclosed,
the director of HR and/or designated HR staff member will meet with the responsible vice president for the position
to discuss potential risks and liabilities related to the job’s requirements.

The HR Office is responsible for all Fair Credit Reporting Act requirements, notices and processing. If an
applicant’s conditional offer of employment is denied based on the results of the background check, proper
notifications and processing will be strictly adhered to.

Background check information will be maintained in a file separate from an employee’s personnel file.
NFE Recruitment - Official Offer
The hiring proposal contains all of the agreed upon terms and conditions for employment as well as the selected

applicants mailing address, start date, salary, and so on. All offers of employment are contingent upon final
approval from the Board of Regents.
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Confirmation Offer Letter

The confirmation offer letter is created to confirm the verbal negotiations that occurred and to formalize agreed
upon terms and conditions of employment. NFE offer letters are created in the Office of Human Resources and are
signed by the president or in the absence of the president, by the provost and vice president of academic affairs in
the President’s absence. This letter accompanies the contract, the Intellectual Property (IP) agreement, Conflict of
Interest form, and the Household Moving Allowance form, as relevant.

Employment Contract

The contract cannot be created until official transcripts are received in the Office of Academic Affairs. Once this

documentation is received, the Office of Academic Affairs will process the contract. The president or the provost
and vice president for academic affairs then signs the contract. The prospective employee is given 20 days to sign
and return the contract.

NFE Recruitment - Final Application Roster Processing

Once the employment-offer package has been mailed to the selected candidate, the Hiring Manager is directed to
perform the final processing within the Online Employment System. This consists of adding any required notes,
finalizing all applicant status updates or changes, and so on. Institutional HR then enters the Online Employment
System and changes the final status to filled. This will close the position from public view and initiate final e-mail
correspondence to the applicants to thank them for their interest in the position and to inform them that the position
has been filled.
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CIVIL SERVICE ACT (CSA) POSITIONS

Discussion between the Hiring Manager, director, and/or department head/chair, with the responsible vice
president, as relevant, should occur prior to the formal process beginning for recruiting a position. This discussion
should include salary; hiring strategies (i.e., title, search and screen committee vs. hiring authority, duties and
responsibilities, etc.). This informal discussion may mean the difference in moving things forward when time is of
the essence!

CSA - Create New Position Description
SNAP (South Dakota System Navigation Access Portal)—nhttp://snap.sdbor.edu

HR Tab: Classification and Recruitment Tools Channel.
Select “Manager Login” then enter “Username” and “Password.”

I

Policies My Benefits m Finance Workflow Help Resources My Tab My SDSMT / July 28, 2010
h BEEE | | Personnel Action Notices BBEE® | | Classificatipn & Recruitment Tools EEE
E | T f Ch Effecti Date Acti .
L mployee Type o ange ective Date ion + Manager Login
hu - alternate - no 550 ~ e DA
alternate nath into Banner 1lse Create New PAF

If the position is brand new a new position will need to be created.

NOTE: Begin by making sure that the correct user type and default view is selected for the required action.

— B Select “Begin New Action.”

JOB POSTINGS .
Py p——— Select “CSA—1.

POSTINGS Select “Establish a New Position.”
VIEW PENDING
VIEW HISTORICAL

Select “Start Action.”
SEARCH HIRING
PROPOSALS

APPLICANTS
SEARCH RE s

CSA - 1. Establish a New Position
lzan kg Start Action
SEARCH ACK LU
PENDING ACTIONS
SEARCH PDS

ADMIN

HOME

CHAMNGE DEFAULT VIEW
CHANGE USER TYPE
LOGE0UT
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Online Employmentioyatam o an =

Your Current Group: Hiring [Manager.

Create CSA - 1. Establish a New Position

Summary Reports

CSA Summary (Manager’
HFE Summary (Manager

CSA Essential Functions (Action Report

HFE Essential Functions {Action Report

Faculty Summary

Duplicate Requisition Available Personal and Duti General Position
Position Form Funding Source | Organizational Data Information Information

To copy a position description from an existing position, click on the below search criteria to find the position description you wish to
copy. A results page will appear that meets your criteria. You may view the summary of the position description and then click "Select
Title and Continue”. After you find the position description, you can edit the fields on the position description as normal, and send for
approval.

Search PDs to Copy

Pasition Number: Employee 1D
Number:
Employee First e on | AV -
: Title:
Employee Last Type of Position: | Any v
Warking Tite:
I SEARCH I CLEAR RESULTS
I DO NOT CHOOSE POSITION, CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE ‘
Online EmplaymentSystem

Available | Personal and
Funding | Organizational | Duties

T 10 Requisition
Information | Information | History

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> I

This document is required for collecting job-specific information. This information is important as it
will allows the Human Resources departments to accurately develop job descriptions, evaluate the job
based on job respensibilities, and accurately compare jobs to the market place.

Persons initiating the action need to complete this section to the best of their abilities; all final
decision will be made by the Human Resources Department.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Notes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary" screen.

Note: Information listed in purple will be visible to applicants if a Job Posting is created from this
Fosition Description.

*Required inform

Working Title:
Instructions

Financial Aid Assistant

Tab 1 - Duplicate Position

If the hiring manager has another similar
position reporting in their hierarchy, they can
save a great deal of time by duplicating the
information and editing it.

To pull up the position to duplicate, simply
search by the position number, incumbent’s
name, or other information, and choose to
duplicate the information.

*If you choose not to duplicate a position, select
“Do not choose position, continue to next page.”

Tab 2 - Requisition Form

Be specific and provide complete and relevant
details for all data fields. Incomplete and/or
inadequate information may cause delays in
processing and in gaining the necessary
approvals. *Required information is denoted
with an asterisk and you will not be able to
progress to the next tab without completing this
field.

NOTE: CSA position announcements are
standardized. HR utilizes information from the
position description and the state classification
specifications to create the posting. The Hiring
Manager inserts any particular verbiage they
wished to add under the “Text for the Ad.”
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Tab 3 - Available Funding Source

*Required information is denoted with an asterisk,
Fund:
Instructions

Organization:

= 5 Not Assigned v
Instructions

Account:
Instructions

Program:
Instructions

Activity:
Instructions

Available Dollars:
Instructions

Percent:
Instructions

Hiring Manager Comments:

Budget Comments:

ADD ENTRY

If you do not know this information,
contact the Budget Office at 394-1207.

If more than one account will be used to
fund this position, you will need to use
multiple “add entry” screens in order to
include all of the funding sources.
Remember, only one entry per funding
source. To avoid delays, be sure that your
compensation equals 100 percent of the
funding.

Online EmploymentiSysten] =~ =

FAETEL Y Personal and
(3TNl Organizational Pl

Duplicate | Requisition

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> I

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Motes feature in the "Action History" tab and return the
request to the appropriate department in the "Views Action Summary” screen.

Note: Information listed in purple will be visible to applicants if a Job Posting is created from this
Fasition Description.

*Required information is denoted with an asterisk,

Position Mumber:
Instructions

Employee First Name:
If vacant, pleass ermer Wacann”
Employes Last Mame:
If vacant, please enter "Wacant,”
Employee ID Mumber:
If vacant, plezss enter “Vacant”

. Employee's User Account:

- § Darrow, Monica A
Instructions

Type of Position:

Tab 4 - Personal and Organizational Data
Identify the new position as “vacant.”

Be sure to provide accurate information in order
to avoid delays in processing your request.



South Dakota School of Mines and Technology
Hiring Procedures and Online Employment System Processing

Online Employmentioyatem = =

Available
Funding
Source

Position
Information

General
Information

Personal and
Organizational Data

Duplicate
Position

Requisition
Form

Persons initigting the action need to complete this section to the best of their abilities. Please list in order of importance,
and in detail, the job function and duties assigned to this position and estimate the percentage of time given to each
functicn. You must list at least two duties.

All other departments, please review and edit as applicable; please notify all previous levels of departments personally of
any changes made. If you have concerns you are not able to edit yourself, please address your cencerns in the Add Notes
feature in the "Action History" tab and return the request to the appropriate department in the "View Action Summary"
screen.

To begin entering each individual duty, click the Add New Entry button. Enter each percent of time and duty, and click
Add Entry. Percentages must add up to 100%.

You may copy and paste from another document. Do not include duties which constitute less than 5%; please combine such
duties and put "miscellanous” in the "Major Area of Responsibility” area when adding the entry.

Existing Entries

4 Records
s Decisions This Physical
Percent ~ Specific Tasks Problems
Major Area of Decisions Position Refers Requirements
@ o . U Responsibility: U ‘,’.ulth"' A!‘E.a. oil o U Hade: U to its U or Hazardous
Time: p ility: Cl . T
Supervisor: Conditions:

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> I

Persens initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Notes feature in the "Action History" tab and return the
request to the appropriate department in the "Views Action Summary” screen.

“Required information is denoted with an asterisk,

If the position has responsibility for
personnel selection, performance MfA
appraizal, and discplinary action,

please list the subordinates’ names

and titles:

If Mot Applicsble, please antar "N/A",

Does this position direct the work

(e.g. train, assign or review wark) of No
employees it does not formally

superyise?

Tab 5 - Duties

Divide the areas of responsibilities into
natural divisions in increments of 5 percent
and totaling 100 percent. It is best to list the
largest areas of effort first and to descend to
a minimum of 5 percent of time
expenditure. Be specific and thorough to
ensure accuracy in classification and
compensation.

Select “add entry” to save each area of

responsibility. The total of all entries must
equal 100 percent.

Tab 6 - General Information

To insure accuracy in classification and
compensation, please be thorough.
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Online Employmentioystemi ~ = -+ CO» = > Tab 7 - Position Information
Available | Personal and

" P - Position . . . .
P e il D PRPMRIN | ormation P 10 insure accuracy in classification and

compensation, please be thorough in
providing information regarding this
position’s responsibilities.

Duplicate | Requisition

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE == I

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Notes feature in the "Action History" tab and return the
request to the appropriate department in the "Views Action Summary” screen.

What are the most important or To accurately communicate information regarding the various
critical duties of this position? Please aid programs available at the School of Mines and to provide
explain: : accurate referrals to other offices on campus as necessary.

Thiz iz a very detail oriented position. Itis critical that )
What are the most difficult or complex |information associated with the duties of this position be

—

Online EmploymentiSystemy =~ = -

ey b
L. . General

—

Tab 8 - Action History

AEtiD“
Information ;5] . . .
1" All actions taken on this recruitment,

This page lists the history of the action. You can see at what date and time the status of the position approvals Obtained, and so on, are listed in
description was changed, as well as by whom. All times are in Central Time. the data sequence in which they occur

Once you enter a note and save it (by clicking Add Notes, then confirming), that note will be
permanently added to this action, even if you cancel out of the posting without saving.

Flease be specific when addressing other departments with concerns in need of correction.

If you want to add a note or comment you
History Modified By may do so simply by erjtering the text into
TR S T A —— the “Notes” box and clicking on “ADD

NOTES” to save the entry.
Create AL’WJ{' New CSA FD

m

Motes:

ADD NOTES

<< RETURN TO PREVIOUS | I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE |
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Action Status

® save Action without Submitting
(O send to Budget
O Send to Dean/Department Head

CANCEL || CONTINUE |
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CSA Establish New Position Approvals

CSA Establish New Position Approval—Department Head

Insufficient and/or incorrect information can cause delays, return
of the requisition, denial, and so on.

If you are in an academic department and are not the department
head/chair, be sure to communicate your need for this position so
that the department head/chair will be expecting your request.

Otherwise, the request may be returned or denied.

Non-academic departments will submit this recruitment request to Budget.

If you are unable to complete this process, be sure to “Save Action without Submitting” so you can return later to
finish processing the request. If you change your mind completely and do not want to process this request any

longer you select “Cancel Action (Final).”

If you ARE the department head/chair, you will submit this recruitment request to Budget.

If you are NOT the department head/chair, you will submit this requisition to the Dean/Department Head, if non-

academic, you will submit to Budget.

Online Emplay mentf_S_,. eml

Action Status

':3' Save

D Return to Hiring Manager
) send to Administrater

CANCEL |I CONTINUE I

Online Employ menth,_s @ !

Action S5tatus

® save
'D' Return to Hiring Manager
) Send to Inst HR

CANCEL || CONTINUE I

CSA Establish New Position Approval Status - Budget

The role of Budget is to confirm you have sufficient funding to
support this request. In addition, prior to moving the request
forward, Budget obtains final approval from both the provost and
vice president for academic affairs and the vice president for
business and administration.

The request is then forwarded by Budget to the Administrator.

CSA Establish New Position Approval - Administrator

The Administrator (responsible vice president) will review and
approve.

The position description is then submitted to Institutional HR for
review.

NOTE: Prior to any formal Online Employment System processing, the Hiring Manager and/or the department
head/chair should have discussed this departmental need with the responsible vice president. In the absence of
this discussion, the Administrator may return or deny the request.
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Online Em pﬁl_@_',m nt__Ej,.them CSA Establish New Position Approval - Institutional HR

Action Status Institutional HR reviews the position description for
thoroughness and confirms the classification.

© save If it is not complete and thorough then the position description

O Return to Hiring Manager may be sent back to the Hiring Manager.

{0 send to BOR HR

© Cancel Action (Finl] The new position request is then submitted to the Board of

Regents’ human resources director for approval of proper

CANCEL || Ll | classification. Once the position is approved by BOR HR, the
“Establish a New Position” is complete.

This completes the position description. The Hiring Manager may begin recruitment of this position immediately
or the position will be stored until such time as the Hiring Manager wishes to pursue recruitment.
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CSA - Update Existing Position Description

SNAP (South Dakota System Navigation Access Portal)—nhttp://snap.sdbor.edu
HR Tab: Classification and Recruitment Tools Channel.
Select “Manager Login” then enter SNAP “Username” and ‘“Password.”

Policies My Benefits m Finance Workflow Help Resources My Tab My SDSMT July 28, 2010
h BEEE | | Personnel Action Notices FEEE Classificaqron & Recruitment Tools EEE
Empl T f Ch Effective Date Acti .
- mployee Type o ange Effective Date Action « Manager Login
hu - alternate - no S50 - W PA
h into Banner lse Create New PAF

When a position already exists, there are two methods for updating the position. With this stated, there are also
slight variations between the following steps and tab locations; however, the overall concept is the same.

Begin New Action:

Select “CSA—2. Employee Update/Review a Position”—this action is primarily for CSA employees to review
current CSA positions and update the position as applicable to ensure the position of record reflects
the current duties performed.

OR

Select “CSA—3. Institutional Update/Review a Position”—this action is primarily for Hiring Managers to
review current CSA positions and update the position as applicable to the departmental or institutional needs.

JOB POSTINGS
VIEW ACTIVE JOB
POSTINGS
VIEW PENDING
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

APPLICANT=

i CSA - 2. Employee Update/Review a Position
POSITION | stsrt Action

BEGIN NE|
SEARCH A
PENDING |

CSA - 3. Institutional Update/Review a Position
Start Action

CHANGE DEFAULT VIEW

CHANGE USER TYPE
LOGOUT
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CSA - 2. Employee Update/Review a Position

Position

Employee ID
Number: Number:
Employee Position
First Classification | Any v
Name: Title:
T .
Last .\I_:'gg"‘”g
Name: :

| SEARCH I

CLEAR RESULTS |

Search CSA PDs to Begin Action On

CSA - 2. Employee Update/Review a
Position

Employee will search by the position
number, incumbent’s name, or other
details. If the Hiring Manager uses this

employee for to update the details of the position.

action, it will then be to submitted to

NOTE: CSA—2. Employee Update/Review a Position will have different views than the following.

OR

CSA - 3. Institutional Update/Review a Position

Position

Search CSA PDs to Begin Action On

CSA - 3. Institutional Update/Review a
Position

The Hiring Manager will search by the
position number, incumbent’s name, Or
other details. The Hiring Manager may
update the position details to ensure the
position description reflects the current

duties performed.

Employee ID
Number: Number:
Employee Pasition
First Classification | Any v
Name: Title:
E;nplnyEE Working
Name: D
Iml CLEAR RESULTS
NOTE: CSA—3. Institutional Update/Review a Position views

Cinline Emplqyme ntes

{System!

Available General
ZIL LI/ Organizational | Duties Information
Source

This section is for Hiring Managers and Budget. Hiring Managers complete the funding information to
identify funding source information. Explanatory details may be inserted into the 'Hiring Manager
Comments' text box. Please add separate entries for each funding source. Please check
Department if you have any questions.

Request for
Position
Classification [
Pay Grade

with the Budget

Upen receipt of this funding plan, the Budget Department will make a determination to approve the
funding source "as is' or will request @ modification to the funding source to better align the
compensatory decisien with available funds. Budget may directly edit the preposed funding information
within this section. If budget makes any changes to the Hiring Manager's proposed funding information,
these changes must be fully explained by Budget in the 'Budget Comments' text box. In addition,
further explanatery details or @ summary of any discussions with the Hiring Manager may be entered by
Budget into the 'Budget Comments' text box.

For dlarification of each field please refer to the 'Instructions' links located under the field titles.

Existing Entries

1 Record

@ Fund E] Organization: E] A t: @ Prog @ Activity: E] Available @ Percent:
Dollars:

view ' Edit 100

elete

Tab 1 - Available Funding Source

The information that is contained within the
position description automatically pulls into this
area. However, the information may be edited. If
you need assistance, please contact the Budget
Office at 394-1207.

If more than one account will be used to fund this
position, you will need to use multiple “add entry”
screens in order to include all of the funding
sources. Remember, only one entry per funding
source. To avoid delays, be sure that your
compensation equals 100 percent of the funding.
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Request for
Position

Pay Grade
Review

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE == I

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Motes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary" screen.

Note: Information listed in purple will be visible to applicants if a Job Posting is created from this
Fosition Description.

*Required inform

Position Mumber:

Incoctions MES9971

Employee First Name:
If vacant, plesss etz “Wacznn©

Employee Last Name:
If vacant, plesse enter "Wacant.”

Employee ID Number:
If vacant, plesss enter Wacan”

.. Employee's User Account:
Instructions

Type of Position: C5A

Request for Position
Classification / Pay
Grade Review

—— Action
Organizational History

Data

Persons initiating the action need to complete this section to the best of their abilities. Please list in erder of importance,
and in detail, the job function and duties assigned to this position and estimate the percentage of time given to each
function. You must list at least two duties.

All other departments, please review and edit as applicable; please notify all previous levels of departments personally of
any changes made. If you have cencerns you are not able to edit yourself, please address your cencerns in the Add Motes
feature in the "Action History" tab and return the request to the appropriate department in the "View Action Summary”
screen.

To begin entering each individual duty, click the Add New Entry button. Enter each percent of time and duty, and click
Add Entry. Percentages must add up to 100%.

You may copy and paste from another document. Do not include duties which constitute less than 5%; please combine such
duties and put "miscellancus” in the "Major Area of Responsibility” area when adding the entry.

4 Records
Decisions This Physical
Percent . Specific Tasks Problems - " "
@l @ pesoraeat ¥ ihiinarcasi ¥)or pecitons fyjpostnretes | (v)Reaurencie
Time: Responsibility: Challenges: et Conditions:

Answer own office
phone; review
messages left on
voice mail and
respond within same
day or next business

Tab 2 - Personal and Organizational Data

Edit as necessary. Be specific and provide
complete details as relevant for all data fields.
Incomplete or inadequate information may
cause delays in processing or in necessary
approvals. *Required information is denoted
with an asterisk and you will not be able to
progress to the next tab without entering
something into this type of field.

Tab 3 - Duties

Divide the areas of responsibilities into
natural divisions in increments of 5 percent
and totaling 100 percent. It is best to list the
largest areas of effort first and to descend to a
minimum of 5 percent of time expenditure.
Be specific and thorough to ensure accuracy
in classification and compensation.
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Request for
Position

General

Information Pay Grade

Review
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Persans initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Motes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary" screen.

*Requir:

If the position has responsibility for
personnel selection, performance
appraisal, and disciplinary action,
please list the subordinates’ names
and titles:

If Mot Appliczble, plezse enter "N/AT,

Does this position direct the work

{e.g. train, assign or review work) of

employees it does not formally
supervise?

If yes, please list the employees’

NjA

MNo A

Online Employment{S;
Request for

Position

Funding |Organizational | Duties
Pay Grade
Review
<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> |
*Required information is denoted with an asterisk
Has this job changed? fes v

Describe how this job has changed
{e.g. new or changed duties,
increased responsibilities, etc,).
Please note approximately when the
change occurred.

If no, plezse entar "N/A",

Briefly explain why the changes were
made (e.qg. improve operations, new
federal requirements, statutory
changes, etc.).

If no, plezse entar "N/A",

Are these temporary changes?
If yes, how long will this position be

performing these duties?
If no, plezse enter "N/AT

Mo longer expected to answer phone or work directly with
student/family walk-in traffic for Academic & Enrollment
Services, other than by referral from same.

Due to changes in administrative reporting and physical ~
location, the Financial Aid Office no longer is expected to

provide office support to the Office of Academic & Enrollment
Services,

Mo v

MA

Tab 4 - General Information

Edit as necessary. To ensure accuracy in
classification and compensation, please be
thorough.

Tab 5 - How This Job Has Changed

Edit as necessary. To ensure accuracy in

classification and compensation, please be
thorough in providing information regarding
this position’s responsibilities.
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Request for Tab 6 - Position Information
Position

—— Edit as necessary. To ensure accuracy in
Review classification and compensation, please be
<< RETURN TO PREVIOUS Il CONTINUE TO NEXT PAGE >> | thOfOUgh in providing information regarding
this position’s responsibilities.

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please reviews and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Motes feature in the "Action History” tab and return the
request to the appropriate department in the "View Action Summary” screen.

*Required information is de

th zm zsterisk,

Flease indicate any additions or
exceptions:

To accurately communicate information regarding the vari
aid programs available at the School of Mines and to pr
accurate referrals to other offices on campus as necessary.

What are the most important or
critical duties of this position? Please
explain:

This is & very detail oriented position. Itis critical that T
What are the most difficult or complex| |information associated with the duties of this position be
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oymentfSystem

Online Emp

Request for
Position
Classification /

P?{‘;‘fiﬂe Tab 7 - Request for Position
Classification/Pay Grade Review

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> I

Edit as necessary. To ensure accuracy in
classification and compensation, please be
thorough in providing information regarding
this position’s responsibilities.

This section is directly related to obtaining information on the position.

*Required information is denoted with an asterisk,

Justification for Position
Instructions

Regquested class or pay grade: 30910

Reasons for the request:

Do you feel that the position should
be redassified {or exempt pay grade | Mo N
changed)?

Please explain:
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Tab 8 - Action History
Request for
posti Action
Classification / History
Pay Grade

Review All actions taken on this position description are
This page lists the histery of the action. You can see at what date and time the status of the position IISted In the data Sequence In WhICh they occur.

description was changed, as well as by whom. All times are in Central Time.

Once you enter a note and save it (by clicking Add Notes, then confirming), that note will be
permanently added to this action, even if you cancel out of the posting without saving.

If you want to add a note or comment you may do
so simply by entering the text into the “Notes” box
History Modified By and clicking on “ADD NOTES” to save the entry.

08-16-2010 3:41 PM Deborah Sloat

Please be specific when addressing other departments with concerns in need of correction.

| Craste Action Status: CSA Inst Update

Add Notes

Motes:

ADD NOTES

<< RETURN TO PREVIOUS | I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE |

CSA Institutional Update/Review a Position
Approvals

Online EmpleymentiSy.Stem]

CSA Institutional Update/Review a Position Approval—

Action Status Dean/Department Head

(® save Action without Submitting
O Send to Budget
(O send to Dean/Department Head

canceL | [continue | If you are in an academic department and are not the department
head/chair, be sure to communicate your need for this position so
that the department head/chair will be expecting your request.
Otherwise, the request may be returned or denied.

Insufficient or incorrect information can cause delays, return of
the requisition, denial, and so on.

Non-academic departments will submit this recruitment request to Budget.

If you are unable to complete this process, be sure to “Save Action without Submitting” so you can return later to
finish processing the request.

If you ARE the department head/chair, you will submit this recruitment request to Budget.

If you are NOT the department head/chair), you will submit this requisition to the Dean/Department Head, or if
non-academic, you will submit to Budget.
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Online Emple’
Action Status
"-EJ' Save

'D' Return to Hiring Manager
) send to Administrator

CANCEL || CONTINUE |

Online EI‘I"Ip,_LE}__'.I i

me nff_S_,yLstem
Action Status
{E} Save
{:} Return to Hiring Manager
() Send to Inst HR.

CANCEL |I CONTINUE I

South Dakota School of Mines and Technology
Hiring Procedures and Online Employment System Processing

CSA Institutional Update/Review a Position Approval—Budget

The role of Budget is to confirm you have sufficient funding to
support this request. In addition, prior to moving the request
forward, Budget obtains final approval from both the provost and
vice president for academic affairs and the vice president for
business and administration.

The request is then forwarded by Budget to the Administrator.

CSA Institutional Update/Review a Position Approval—
Administrator

The Administrator (responsible vice president) will review and
approve.

The position description is then submitted to Institutional HR for
review.

NOTE: Prior to any formal Online Employment System processing, the Hiring Manager and/or the department
head/chair should have discussed this departmental need with the responsible vice president. In the absence of this
discussion, the Administrator may return or deny the request.

Online EmploymentiSystem

Action Status

G} Save

O send to BOR HR

(O send to Employes

O Approve (CSA PD Update without Redassification)
(O cancel Action (Final)

CANCEL || CONTINUE |

CSA Institutional Update/Review a Position Approval—
Institutional HR

Institutional HR reviews the position description for
thoroughness and confirms or updates the classification. If the
position has changed significantly, HR will complete a desk
audit to verify new duties. If the new duties require a change
in classification, the request must then be submitted to the
Board of Regents’ human resources director for approval.

Once the position description is complete and approved by all, Institutional HR and/or BOR HR will approve.

This completes the position description. If it is desirable to recruit for this position, the Hiring Manager may begin
this immediately, or the position will be stored until such time as the Hiring Manager wishes to pursue recruitment.
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Civil Service Act (CSA)—Recruitment

JOB POSTINGS
= OB . . . ..
PO G5 Select “CSA—4. Recruit an Existing Position.
PEND Select “Start Action.”
DRICA Select “Search.”
E I [ |.

APPLICANTS

POSITION DESCRI CSA - 4..Recruil: an Existing Position
Start Action

- F A Bl
P

ADMIN

CSA - 4, Recruit an Existing Position
CSA. 4. Recruit an Existing Position
L —5 3 3
T oo Lany > Search CSA positions by the position
' tiorkng number, department, or other information,
— and select “Start Action” when the position
is found.

This will pull in the actual position description that you wish to recruit.

NOTE: Keep in mind the position description should have been updated prior to this stage.
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Online EmploymentiSystem]
Personal and
Organizational
Data

Requisition
Form

I CONTINUE TO NEXT PAGE => I

This document is required for collecting job-specific information. This information is important as it
will allow the Human Resources departments to accurately develop job descriptions, evaluate the job
based on job responsibilities, and accurately compare jobs to the market place.

Persons initiating the action need to complete this section to the best of their abilities; all final
decision will be made by the Human Resources Department.

All ather departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Motes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary" screen.

Note: Information listed in purple will be visible to applicants if a Job Posting is created from this
Fosition Description.

*Required information is den

Working Title:
Instructions

Financial Aid Assistant

> Home Location; South Dakota School of Mines and Technology
Physical Location of Position (City):

g -
i Rapid City
- Organization:

Instructions

4AFIMAL-Finandial Aid v

Lisa will create the text and forward it to me for final
Text for the Ad: approval before posting.
Instructions

L " R == = W
Online Employme nt{SJLstem =
Available Personal and
Funding Organizational

Source Data Efommaton

Information | History

This section is for Hiring Managers and Budget. Hiring Managers complete the funding information to
identify funding source information. Explanatory details may be inserted into the 'Hiring Manager
Comments' text box. Please add separate entries for each funding source. Please check with the
Budget Department if you have any questions.

Upen receipt of this funding plan, the Budget Department will make a determination to approve the
funding source 'as is' or will request a medification to the funding source to better align the
compensatory decision with available funds. Budget may directly edit the propesed funding information
within this section. If budget makes any changes to the Hiring Manager's proposed funding information,
these changes must be fully explained by Budget in the 'Budget Comments' text box. In addition,
further explanatory details or a surmmary of any discussions with the Hiring Manager may be entered
by Budget into the 'Budget Comments' text box.

For clarification of each field please refer to the 'Instructions' links located under the field titles.

Existing Entries

1 Record

Fun Organization: A 14 Prog Activiby: - Percent:
Wrund @ v v v Wavaisble  v)
View ' Edit o
Delete

ADD NEW ENTRY

Tab 1 - Requisition Form

Be specific and provide complete and relevant
details for all data fields. Incomplete or
inadequate information may cause delays in
processing and in gaining the necessary
approvals. *Required information is denoted
with an asterisk and you will not be able to
progress to the next tab without entering
something into this type of field.

NOTE: CSA position announcements are
standardized and HR creates them by utilizing
information from the position description and
the state classification specifications. Therefore,
the Hiring Manager simply should insert text
indicating this under the “Text for the Ad.” If
there is something specific you wish to include,
be sure to insert it here.

Tab 2 - Available Funding Source

The information that is contained within the
position description automatically pulls into
this area. However, the information may be
edited. If you need assistance please contact
the Budget Office at 394-1207.

If more than one account will be used to fund
this position, you will need to use multiple
“add entry” screens in order to include all of
the funding sources. Remember, only one
entry per funding source. To avoid delays, be
sure that your compensation equals 100
percent of the funding.
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(= South Dakota Board of Regents Employment Opportunities - Windows Internet Explorer

| General | Position | Action
R reohatll *% | 1nformation | mnformation | History

VIEW PEROTNG .
Duseohoegrncnng << RETURN TO PREVIOUS "CONTINUE TO NEXT PAGE >
SARCH WIRING

PROPOSALS

T ——
—
Lol
el
el

CT—
—
e
L)

o CLASSIFICATION
SPECIFICATIONS

 APPEAL PROCEDURES
* REGENTAL ISTITUTIONS
* RAVIGATIONAL HINTS

» APPLICANT TRACKING
Gune

 APPLICANT TRACKING
s
, POSITION DESCRIPTION
USER GUIDE

, POSITION DESCRIPTION
QuIcKk sTEPS.

Tyoe of Poston

Poston Clsssication Tide: Financial Aid Assistant

Srooree | Supervsor Prasoses
iorkng Tie:

pmiion Deow et A0 | ancal 14, 0N 215
ok

501 E Saint Joseph St

£ 2 Intoret Explorer

Available Personal and
Funding Source | Organizational Data

This tab lists the duties assigned to this position and the estimated percentage of time given to each duty.

Existing Entries

4 Records
» Decisions This Physical
Percent . Specific Tasks Problems - o >
Major Area of = Decisions Position Refers Requirements
@ %fme i ponsibility: ¥] within A!‘E,a,tf. Ul ?r_ i Ul HMade: L toits L or Hazardous

Supervisor: Conditions:

h [ X == L
Online Employme ntf_S_.y-Lstem =
Available Personal and
Organizational
Data

General
Information OGN THGTY

<<= RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> I

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Notes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary" screen.

*Required information is denoted with an asterisk,

If the position has responsibility for
personnel selection, performance
appraisal, and disciplinary action,
please list the subordinates' names
and titles:

If Not Applicsbls, plazss enter "N/A"

NfA

Tab 3 - Personal and Organizational Data

This information pulls in from the position
description and cannot be edited. This is
why the position description needs to be
reviewed and updated prior to recruitment.

Tab 4 - Duties

This information pulls in from the position
description and cannot be edited from this
action.

Tab 5 - General Information

This information pulls in from the position
description and cannot be edited from this
action.
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OnllneEmp men s;___[n

Available Personal and General Position

Funding Organizational . r
Source Data Gl Sl Information

=< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> I

Persons initiating the action need to complete this section to the best of their abilities.

All other departments, please review and edit as applicable; please notify all previous levels of
departments personally of any changes made. If you have concerns you are not able to edit yourself,
please address your concerns in the Add Notes feature in the "Action History" tab and return the
request to the appropriate department in the "View Action Summary” screen.

What are the most important or To accurately communicate information regarding the various
critical duties of this position? Please  aid programs available at the School of Mines and to provide
explain: accurate referrals to other offices on campus as necessary.

Thic i & wery detail ariented noeitinn T ic critical that

Online Emple oy mentiS) System

Personal and . .
Organizational | Duts General Position Action

Data Information | Information EISGIRY

This page lists the history of the action. You can see at what date and time the status of the position
description was changed, as well as by whom. All times are in Central Time.

Once you enter a note and save it (by clicking Add Notes, then confirming), that note will be
permanently added to this action, even if you cancel out of the posting without saving.

Please be specific when addressing other departments with concerns in need of correction.

History Modified By
08-04-2010 2:47 PM Deborah Sloat

Create Action Status: Recruit CSA/NFE

Add Notes

/

Motes:

ADD NOTES

<< RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE == I

Tab 6 - Position Information

This information pulls in from the
position description and cannot be edited
from this action.

Tab 7 - Action History

All actions taken on this recruitment,
approvals obtained, and so on, are listed
in the data sequence in which they occur.

If you want to add a note or comment you
may do so simply by entering the text into
the “Notes” box and clicking on “ADD
NOTES” to save the entry.
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Online Em F” Syme ntLS_.y Em CSA Recruitment Approval Processing
Action Status CSA Recruitment Approval - Dean/Department Head
@ save Action without Submitting Insufficient and/or incorrect information can cause delays, return
O send to Budget of the requisition, denial, and so on.
O send to DeanDepartment Head
If you are in an academic department and are not the department
cancer |[Cconinue_] head/chair, be sure to communicate your need for this position so

that the department head/chair will be expecting your request.
Otherwise, the request may be returned or denied.

Non-academic departments will submit this recruitment request to Budget.

If you are unable to complete this process, be sure to “Save Action without Submitting” so you can return later to
finish processing the request.

If you ARE the department head/chair, you will submit this recruitment request to Budget.

If you are NOT the department head/chair), you will submit this requisition to the Dean/Department Head, or if
non-academic, you will submit to Budget.

Online ETTlplﬂ A I"Itf_s_, 3 CSA Recruitment Approval - Budget

Action Status

The role of Budget is to confirm you have sufficient funding to

@ save support this request. In addition, prior to moving the request
(O Return to Hiring Manager forward, Budget obtains final approval from both the provost and
O send to Administrator vice president for academic affairs and the vice president for

business and administration.
CANCEL || CONTINUE |

The request is then forwarded by Budget to the Administrator.

CSA Recruitment Approval - Administrator

Online Employ menth,_s @ !

The Administrator (responsible vice president) will review and
Achion Status approve.

® save
'D' Return to Hiring Manager
) Send to Inst HR

CANCEL || CONTINUE I

The position description is then submitted to Institutional HR for
review.

NOTE: Prior to any formal Online Employment System processing, the Hiring Manager and/or the department
head/chair should have discussed this departmental need with the responsible vice president. . In the absence of
this discussion, the Administrator may return or deny the request.



Online EmpleymentfSysiten

Acbion Status

@' Save

C‘ Return to Hiring Manager
@] Approve (CSA Recruit)
O cancel Action (Final)

CAMCEL |I CONTINUE I
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CSA Recruitment Approval - Institutional HR

Institutional HR reviews the recruitment request. Unless
information is missing or unclear, the request may be returned
or submitted to Administrator for final review, HR will
approve.

HR will prepare the “posting” from this information and the
state classification specifications. Once the Hiring Manager
has approved the posting announcement, the posting is
officially posted.

CSA Recruitment - Strategies to Consider/Plan

The Hiring Manager needs to formulate recruitment strategies. These strategies include, but certainly are not

limited to the following:

o Knowledge, skills, and abilities deemed necessary for success within the position
e Timeline, posting the position, reviewing the applications, interviewing, final recommendation of committee,

and so on

e CSA positions must be posted a minimum of 7 days prior to review

e The Hiring Manager must make the appointment within 60 days from the review date

e Use of screening questions within the Online Employment System (i.e., do you have a doctorate in blank
discipline? What area(s) of research are you interested in?).

e  Open until filled or fixed end date
Date to begin review

e Strategies for searching for the most qualified candidates (i.e., committee members phoning and/or e-mailing
colleagues, inviting applications from colleagues or associates, etc.)

e Advertising locations and requirements: local, regional or national advertising within professional journals,
newspapers, websites, and so on (Institutional HR automatically posts all positions on the Online Employment
System, with SD Career Center (Job Service), HigherEdJobs.com, and the School of Mines’ Career Center
(The Gold Mine). All other advertising costs must be paid by the position’s department)

o Methodology for processing applications (i.e., scoring assigned for each requirement, qualified vs. non-

qualified sorting, etc.)

Interviewing: telephone, in-person, or a combination)

Who the on-campus interviewees need to meet with while on campus

The formation of questions that will elicit qualifications, experience and general aptitude of applicants
Filing or storage of documentation of committee members

Administrative tasks for the committee (i.e., scheduling interviews, making travel arrangements, etc.)
Funds for moving expenses; does the position qualify for moving expense reimbursement?

Rarely do CSA positions qualify for this benefit. Check with HR for specific eligibility criteria.

CSA Recruitment - Posting the Position

In addition, Institutional HR partners with the Hiring Manager to prepare and post the announcement from the
requisition information’s “Text for the Ad.” A MS Word document is used for this purpose and the Institutional
HR will provide the Hiring Manager a “tracking” document for review and approval.
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Once Institutional HR receives approval, the position will be considered “officially posted.” The responsible
Institutional HR employee will notify the Hiring Manager, as well as the entire campus community of this new
vacancy posting via e-mail.

If advertising is needed for CSA positions, Institutional HR will assist.
CSA Recruitment - Review of Applications

The position posting review date triggers the ability for the Hiring Manager and/or committee members to access
the electronic applications. In order to maintain eligibility of the most highly-qualified applicants, it is essential
that the processing be conducted in an expeditious manner. Delays exacerbate the potential of losing highly-
qualified applicants to other employers. In addition, CSA rules state that the appointment must be made within 60
days from the posting date.

Predetermined selection criteria and processing must be equally applied to screen applications and determine the
most qualified candidates. From this screening process it will be possible to determine which applicants should
progress to the next stage of screening.

Maintenance of Application Roster

The Hiring needs to record the search progress within the Online Employment System. This includes marking the
applicants who are recommended for interview, interviewed, not qualified, and so on. Keep in mind that if the
applicant is marked as “not qualified-send e-mail now” they will immediately receive an e-mail indicating that they
are no longer being considered for the position. Unless you want this to occur, mark instead “not qualified-send e-
mail when filled.” All applicant correspondence to “non-qualified” applicants is delivered via the automated
system, so no manually created correspondence is necessary.

CSA Recruitment - Special Handling

Applicants who are eligible for special handling must receive an interview if they meet the minimum qualifications
for the position. To understand special handling, look at the screen print below. Of the three applicants, the only
applicant deemed eligible for special handling is Susan Jones. For special handling to occur there must be a “yes”
under “Prefl,” “Pref2,” or “Pref3” and “special handling” must also be indicated under “Status.”

For example, Jane Doe and Larry Smith are not eligible. They both have a “yes” under “Pref3;” however, their
“Status” column indicates “under review,” and NOT “special handling.”

“Prefl,” “Pref2,” and “Pref3” are self-requests for preferences for disability, veteran’s preference and re-
employment rights. Applicants may respond “yes” to any three of these preferences, but are not always eligible to
receive the preference. Unless the “yes” is accompanied by a “special handling” status, it is either being reviewed
for eligibility or their request was denied.

Look at Jane Doe and Larry Smith below. Although they have requested “Pref3” neither were deemed eligible at
this time or their request need to be reviewed by Institutional HR. These circumstances warrant a phone call to
Institutional HR for review.

Again, applicants with “yes” under “Prefl,” “Pref2,” or “Pref3” AND “special handling” under “Status” receive
special handling.
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Active Applicants
45 Records
Current
E] Name Documents @ Score @ Date_ E’] BOR E’] Prefi? E’] Pref2? E’] Pref3? E’] Status Al
Applied [Mone
Employee?
Doe, Jane 7/1/10 YES Under Review
Smith, Larry 6/25/10 YES Under Review by HM
Jones, Susan 6/30/10

YES Special Handling

CSA Recruitment - Current BOR Employee?

Online Emplc

=

= r i . h“ Ayalu L ensat
" Posting - Posting Specific .| Guest Hiring Proposal(s) for HR/HM
Applicants Details Documents Questions Points User Notes

Posting

Important notes for Hiring Managers and the Search Committee: If any applicants are currently employed by the

South Dakota Regental System, you must personally contact them if they are not selected for this position.
Flease refer to the 'Current BOR. Employee' column belows for any applicants that must be contacted.

Additionally, all applicants with a 'Yes' in any of the 'Pref' columns below or identified by 'Special Handling' may have a

preference and may be eligible for an interview if the applicant meets the minimum qualifications, and therefore, you
should contact your local human resources officers.

Active Applicants

2 Records
Date Current AlJ
(¥ Hame Documents (A Score (4] . BOR (¥l prefi? (¥ pref2? (V) pref3z (V) status e
Applied None
Employee?
,“,Ef* Glory por Il oy 08-12-2010 Under Review by
View 0 Histary/ Mo Yes Manager [Committee
I‘_-lFE-_'FaC_LIH( Other 1162 Notes Change Status O
Application Lir -
Horner,
Jack 08-12-2010 Under Review by
View B & 1] History/ Yes Resmgnse Manager /{Committee D
NFE Faculty CurLir MNotes & Change Status
Application

CHANGE MULTIPLE APPLICANT STATUSES |

In addition to special handling, we also have been mandated to provide special consideration for applicants who are

currently employed within the South Dakota Board of Regents system. As you can see above, Jack Horner has
stated “yes” that he is a current BOR employee.

If Jack is not the selected candidate, once the search is completed and the position is filled, a personalized
notification needs to be delivered to Jack immediately. It is strongly recommended that this be in the form of a

phone call. This special consideration is basically to inform any current BOR employees via personalized
notification prior to them receiving the automated e-mail.
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CSA Recruitment - Interviews

The Hiring Manager and/or the search-and-screen committee predetermine the recruitment strategies regarding
interviewing prior to posting the position. These strategies may include telephone interviews, DDN or Web
conferencing interviews, face-to-face interviews, or a combination of methodologies.

It is strongly recommended that standardized questions be developed to consistently learn about each applicant’s
skills, knowledge, and abilities in order to determine who is the most qualified for the position.
Be sure to review processing for special handling referred to directly above.

Telephone Interviews

Telephone interviews are frequently used to screen applicants. Due to scheduling difficulties, this may require that
an audio or video record be made of one or more of the interviews. In these circumstances, care and caution need
to be exercised to ensure that the applicant is asked for his or her permission prior to recording the interview and
again during the actual audio recording. The recording must be shared with any interviewers who were unable to
attend the live session and stored within the official search file. Retention rules will apply.

It is very common to utilize this method for screening applicants when the position requires telephone answering. |

Face-to-Face Interviews

Final applicants, normally three to five per position, are brought to the campus for on-campus interviews. In order
to minimize unnecessary costs references should already have been checked prior to scheduling these visits. It is
also important that the Hiring Manager and/or the chair of the search-and-screen committee schedule appropriate
visits with any on-campus employees needing to meet and/or interview each applicant (i.e., the president, vice
presidents, HR, etc.).

Interviewers participating in on-campus interviews need to be cognizant of their behavior and the need to conduct
legal and appropriate interviews—in both formal and informal settings.

Filling CSA positions rarely involves university-paid travel for interviewing purposes. If this issue arises, the
Hiring Manager, HR, and the responsible vice president need to discuss and determine whether to allow this
expense for the vacancy.

Technological Alternatives
In utilizing alternative means of interviewing, it is important to ensure that the equipment, participation, audio, and
S0 on provide an equal opportunity to each applicant.

CSA Recruitment - Reference Checking

Reference checks must be completed on the finalist(s) for all positions. The refusal of an applicant to permit such
checks may be considered as a factor in the hiring decision.

Best practices warrant that reference checking be completed prior to finalizing the final list of applicants to bring to
campus for face-to-face interviews. CSA positions require specific forms for this purpose. The essential part of
reference checking is to obtain job-related information that provides a better indication of the applicant’s
knowledge, skills, and abilities in relation to being successful within the position.
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Any written documentation associated with this process must be retained in the search file. The Online
Employment System is an excellent location to insert this data for tracking purposes. If there is hard-copy
documentation, it needs to be retained for three years and then destroyed.

CSA Recruitment - Hiring Proposal

The hiring proposal needs to be completed and permission gained within the Hiring Manager’s hierarchy prior to
beginning any verbal negotiations. Make sure that the applicant’s information that pulls into the hiring proposal is
up-to-date and accurate (i.e., address), as this information will be used to develop the confirmation letter.

Hiring Authority

Once the selection processing has been completed by the hiring authority and he or she has discussed the decision
to hire with the vice president, the hiring authority will complete a “recommend for hire” (hiring proposal) within
the Online Employment System. Institutional HR will work with the Hiring Manager to determine the starting
hourly rate/salary based on the education and experience of the applicant.

CSA Recruitment - Verbal Negotiation of Employment

The recommend for hire/hiring proposal requires hierarchical approval. Once these approvals are received, the
application status is changed to “offer can be made.” The provost and/or vice president will contact the person
chosen for the position and conduct a verbal negotiation. If permission is granted to someone other than the
provost and/or vice president to conduct verbal negotiations, it is imperative that all information be closely
communicated and monitored since this action is the responsibility of the provost and/or vice president.

The verbal negotiation is NOT an offer of employment—it is a negotiation of what the individual would find
acceptable if he or she were officially offered the position. It is very important that the “negotiator” make it very
clear to the applicant that they are not able to offer employment; however, they are acting as an agent of the
university to find out what the applicant would accept if officially offered employment.

Once the verbal negotiator reaches agreement with the applicant, the negotiations are complete. The applicant must
be informed that this negotiation is contingent on the university’s verification of credentials and other information
required by law and/or university policies, including, but not limited to, a criminal background check.

The hiring process is then suspended at “conditional offer accepted” until the background check processing is
completed.

CSA Recruitment - Background Checking

All offers of employment at the School of Mines are contingent upon verification of credentials and completion of a
background check. Background checks may include social security validation, prior employment verification,
criminal and sexual offender registry, educational verification, and motor vehicle and/or credit history.

The background check will be processed through HireRight, a third party vendor contracted to work within the
Online Employment System. The director of human resources and/or designated HR staff member will review all
results of the check. If the background check reveals convictions or information that was not accurately disclosed,
the director of HR and/or designated HR staff member will meet with the responsible vice president for the position
to discuss potential risks and liabilities related to the job’s requirements.
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The HR Office is responsible for all Fair Credit Reporting Act requirements, notices and processing. If an
applicant’s conditional offer of employment is denied based on the results of the background check, proper
notifications and processing will be strictly adhered to.

Background check information will be maintained in a file separate from an employee’s personnel file.
CSA Recruitment - Official Offer

The hiring proposal contains all of the agreed upon terms and conditions for employment as well as the selected
applicants mailing address, start date, salary, and so on. All offers of employment are contingent upon final
approval from the Board of Regents.

Confirmation Offer Letter

Once Institutional HR receives the completed Selection Document form, the signed CSA Reference Release, the
CSA-Reference Check form and any hardcopy material from the search, the confirmation letter is written. This
letter is created to confirm the verbal negotiations that occurred and to formalize agreed upon terms and conditions
of employment. CSA confirmation of employment letters are created in the HR Office. This letter accompanies
the Intellectual Property (IP) agreement, Conflict of Interest form, and so on, as relevant.

CSA Recruitment - Final Application Roster Processing

Once the employment-offer package has been mailed to the selected candidate, the Hiring Manager is directed to
perform the final processing within the Online Employment System. This consists of adding any required notes,
finalizing all applicant status updates or changes, and so on. Institutional HR then enters the Online Employment
System and changes the final status to filled. This will close the position from public view and initiate final e-mail
correspondence to the applicants to thank them for their interest in the position and to inform them that the position
has been filled.
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