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v’ Business Partners

v Model includes EEO guidance and advisement
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Recruitment C
HR ROLE :
Conduct Consultative Discussion

Pre-screen applicants (minimum
gualifications/additional criteria)

Notify HM/Liaison of pool certification

Participate in departmental interviews
(if possible)

Conduct Pre-Employment Process
and report on clearance results

Prepare paperwork for formal offer of
employment

Participate in Consultative Discussion

Review qualified applicant pool and select
candidates for interview

Schedule interviews following pool
certification

Interview candidates and select finalist(s)

Work with Recruiter on components of
formal offer (salary, start date, conditions)

Extend formal offer of employment
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STEP 2- Subsequen
* Discuss pro

» Get signatur
salary establishe

STEP 3- Final Step:
» Assignment of position number by EABM - (E&G & Aux Positions)
» Assignment of position number by Ana Pineda (C&G Positions)

» Submission of position description to Compensation Administration

for approval and transition to Recruitment
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Step 3 Step 2

e Interview and Select Finalists = Solidify recruitment plan

e Background & Reference Checks » Post/Advertise position

e Set salary & Extend Offers » Pre-screen applicants

= Start On-boarding Process eInterview and Select Finalist(s)
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Open to FIU employees only

v Intradepartmental Posting
3-Day Window
Email to departmental staff
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at any time with 30 days written notice.”

All terminations must be approved by the Labor Relations
Department.

Paperwork should be submitted to Employee Records in case of
grant renewals and/or change of funding source (if applicable)
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egistration

Panther ID Generation is triggered by the entry of new
hire paperwork into HR system. The sooner the new
employee comes in to complete paperwork, the sooner
the ID will be generated. (Email to HR Liaison)
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