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Completing the Hiring Proposal

This section includes instructions on how to
complete the Hiring Proposal
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Completing the Hiring Proposal

A Hiring Proposal is to be completed once a
successful candidate has been placed in a
status of NnRecommend |
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The Hiring Proposal

A The Hiring Proposal electronically seats a successful
faculty candidate into the Position Description for which
the individual was hired via the PV PAWS Faculty
Module.

A The purpose of the Hiring Proposal is to assist the Office
of Human Resources with ensuring vacated positions
are being filled and that all pre-employment steps are
completed during the Hiring Process.
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Before Completing the Hiring Proposal

Before completing the Hiring Proposal please complete the following
steps after a successful candidate has been identified by the
department:

1. Provide the EEO Officer your interview notes and matrices (in paper
format) for all candidates screened as well as those candidates
interviewed to include the successful candidate chosen for the position.

2. Complete background check through the Office of Human Resources.

3. Send the Memorandum of Appointment or Letter of Offer only after the
background check results are clear. The Memorandum of Appointment
must contain the correct tile, title code, salary, and term. Sample
Memorandum of Appointment can be requested from the Office of
Academic Affairs. The Memorandum of Appointment is sent by the
Department via the Dean to the Provost for approval and mailing.
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Before Completing the

4. Begin the Hiring Proposal only after the Memorandum of Appointment

| s returned with successf ul candi d

5. Request an email account and telephone number by completing and
sending to the Office of Human Resources an Email Request Form for
the new faculty that is being hired.

Note: All the above listed steps must be completed prior to the five
working day deadline set by Office of Human Resources to receive
the Hiring Proposal.
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Let us complete the H
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A Member of the Texas ABM University System
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A Member of the Texas ABM University System
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Pre-Employment and Hiring Proposal Certification

All of the following actions have been completed by the department in chronological
order to successfully seat the referenced candidate:

1. Provided the Office of Equal Opportunity interview questions and evaluation matrices
for all candidates considered and interviewed in paper format.

2. Ensured that Applicant Flow reflects applicant(s) statuse(s) throughout the hiring
process and detailed reason for each change of status.

3. Obtained results of a successful a background check on the successful candidate
provided by the Office of Human Resources, prior to making an "offer of employment”.
4. Sent a letter of offer to the successful candidate that utilizes a "template offer letter”
from the Office of Human Resources.

5. Provided the completed "Faculty/Staff Email Account Form" for successful candidate
to the Office of Human Resources upon successful candidate accepting written offer of
employment.

6. Submitted a copy of the signed letter of acceptance by the successful candidate to
the Office of Human Resources.

7. Completed Work History/Reference verification on the successful candidate and
entered the results in the hiring Proposal.

8. Initiated the Hiring Proposal prior to the candidate?s date of hire so that the Hiring
Proposal is received by the Office of Human Resources with five days from the date of
hire.

— This is the Hiring Proposal Certification
page. Dean/Directors are required to attest
the completion of the pre-employment steps
listed before routing for further approval.
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A Member of the Texas ABM University System

JOB POSTINGS 4. Sent a letter of offer to the successful candidate that utilizes a "template offer letter” ‘ |

SEARCH HIRING from the Office of Human Resources.

The Dean/Director will then need to certify that
» all pre-employment steps were completed prior

ucrd 10 COMpleting the Hiring Proposal.
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:E[::;zz gﬁgiﬁ ﬂ 8. Initiated the Hiring Proposal prior to fhe candidate?s date of hire so that the Hiring
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Hiring Proposal ‘
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*Required information is denaoted with an asteri

Emplayee First Mame
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Date of Birth
Recommended Salary

Proposed Stark Date
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Note: Please review the
document carefully to be sure

all information is correct before
moving on to the next step.
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This I s the AW
page of the Hiring Proposal.
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