FAQ – HIRING PROPOSAL

 (11/07)

Question:

What do I enter for “Reason Recommended?
Answer:

Provide a brief, yet detailed reason that this candidate is your top choice to fill the position Some sample entries include:

· Computer skills are much stronger than other candidates, including mail merge and spreadsheets.
· Reception experience and interpersonal communication skills best fit needs of position.
· Has Banner experience, in addition to meeting or exceeding all selection criteria.
· Direct experience with similar document processing

When writing this explanation, think strongly about the “why” this candidate is your top choice.  Can you justify your decision to others in your office?  To other candidates?  To your supervisor?  To an investigator?  To HR?  You may have more than one candidate who, “meets all selection criteria.”  So what is it that makes you select this candidate?  It might be communication style, or it might be enthusiasm demonstrated in the interview.  Think about it, and articulate it as best you can.  You can always call your HR representative if you feel stuck.
Question:

How do I know if I need to attach a salary exception memo?
Answer:

Classified employees who are currently in the Oregon University System (OUS) are covered by the collective bargaining agreement, which includes salary administration (Article 22).  Please contact your HR representative for assistance.  New employees are generally hired at step 1 of the salary range.  As your HR representative discussed with you when opening the recruitment, you have some flexibility depending on your budget, recruitment difficulty, equity with other employees, skills and experience of the candidate, etc.  In general, the current policy is that steps 2 - 4 require a salary exception memo that will be forwarded electronically to level 1 for approval.  Steps 5 - 8 requires stronger documentation in the salary exception memo, must be approved by level 1, AND must be approved by the Associate Vice President for Human Resources.  Step 9 of the salary range is generally reserved for current employees who earn that step with appropriate time in the position.
Question:

When I begin my hiring proposal, why isn’t my job description listed below?
Answer:

Usually, it is because multiple positions are being filled with only one posting.
Question:

What do I do if my hiring proposal is declined by my selected candidate?

Answer
Change the status of that applicant to declined.  If you have a second choice candidate, then submit a new hiring proposal for that person.  If you do not, contact your HR representative to re-open the posting.
Question:

What if my hiring proposal is denied by HR?

Answer:

It is possible that HR might deny your hiring proposal.  Your HR representative will speak with you about the situation if that occurs.

Question:

How do I locate my hiring proposal if it is returned by HR for correction?
Answer:

Look under the first heading (Job Postings) of the menu on the left side of your screen.  Click on “Search Hiring Proposals.” 

