How to Post and Hire for Administrative and Staff Positions
HR Employment: ( 23461, ( employment@uta.edu, ( 25810, ( Box 19175, ( www.uta.edu/jobs
· Prepare Online Posting Document 
· ( Help Document on preparing online requisition. 
· Classified job descriptions are available in the ( UTA Pay Plan.
· ( For Administrative & Professional (A&P) job descriptions, call HR Compensation at # 25554.
· QWIZ testing software is available to departments to use for testing finalists (computer skills, data entry, etc.). In addition, spelling and typing tests are available. Call the Employment Office for details.

· Advertise Position

· All external job openings are advertised at (min of 5 business days): 

· UTA website at www.uta.edu/jobs.
· Texas Workforce website at www.workintexas.com.    
· Higher Education website at www.higheredjobs.com.  

· Advertising with newspapers, websites, list-servs, etc. must be requested through Employment Office.
· All campus-wide job openings are advertised at (min of 5 business days): 
· UTA website at www.uta.edu/jobs.
· Receive Applications
· All interested applicants apply online using the online resume-based application at www.uta.edu/jobs.
· Please forward applicants that do not apply online but send their materials directly to the hiring department to HR Employment. HR Employment will contact them with instructions on how to apply for the position. These applicants should not be considered unless they apply online.
· If additional materials are requested (such as letter of interest, list of references, etc.), they will be sent directly to the hiring department as specified in the job posting.
· All job-related materials must be retained for 3 years.
· Review Applicants’ Resumes
· HR Employment is responsible for pre-screening all applicants according to the specified qualification requirements outlined in the job posting. 
· Applicants marked as “Reviewed, does not meet minimum requirements” should not be considered.
· Close Job Posting

· Minimum posting period is 5 business days.
· Conduct Interviews 
· Prepare interview questions. If you need assistance, contact HR Employment.
· ( Interview Guidelines
· ( Sample interview questions.
· Before you start interviewing, HR Employment must review the interview questions you plan to use to make sure that the questions are job-related and do not violate the Equal Employment Opportunity Laws. Please send the interview questions for review to HR Employment.  
· Keep notes from all interviews and send them to HR Employment.
· ( Benefits for UT Arlington employees 
· Check for Veteran’s Preference

· HR Employment will notify the hiring manager (by email) if an applicant is eligible for veteran's preference. An applicant has veteran's preference if he/she: 1) Meets the minimum requirements for a particular position and 2) Has submitted any additional materials required and 3) Has submitted a copy of his/her DD214 or DD1300.

· An applicant with Veteran’s preference must be offered the job when his/her qualifications (job related experience and skills) are "substantially equal" to the best qualified applicant not eligible for Veteran's Preference. 

· Check Applicants’ References
· Contact only professional references. Ask only job-related questions.
· ( Sample Reference Check form 
· Conduct Criminal Background Check (CBC)
· If the position is security sensitive, the applicant selected for hire must complete a CBC form.
· ( CBC form 
· Send the completed CBC form to HR Employment. 
· Send Offer Letter 
· Offer letter is not required. However, if you are making an offer for a security sensitive position before you have the results from the Criminal Background Check, you must have an offer letter in writing.

· ( Sample Offer Letter - A&P 
· ( Sample Offer Letter - Classified 
· Send Regret EMAILS
· Send regret letters/emails through the online recruiting summary, under “Applicant Communication” section.
· Complete and Approve the Online Recruiting Summary
· ( Help Document on completing the online recruiting summary 
· Only applicants marked as “Hired” and “Interviewed, Not Selected” require specific reasons for hire/non-hire.

· To approve the online recruiting summary: 

1. Go to www.uta.edu/jobs
2. Click on “Post Staff and Administrative Job” 

3. Click on “Recruiting and Position Manager System Login” 

4. Enter your UT EID and password 

5. Click on “Inbox” on the left side of your screen 

6. Click on Recruiting Summary link for that document 

7. Open the drop down menu “Select an Action” 
8. Click on “Approve and Route Forward” and hit “Go”
· Create DEFINE Appointment
· Enter the 12 digits posting number in the Define appointment. 
· Benefits Paperwork Session

· Every Monday at 3:00 PM or Thursday at 8:30 AM.
· Encourage the employee to obtain a high assurance UT EID.
· ( For questions and to sign in, call HR Benefits/Records at # 25558 or # 25554.
· New Employee Orientation
· Check the Training Calendar for date and time.
· ( For questions, call HR Training at # 25554.
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