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OREGON STATE UNIVERSITY COMPETITIVE RECRUITMENT PROCESS OUTLINE & CHECKLIST
The recruitment process outline and checklist below provides detailed instructions on conducting a competitive recruitment at Oregon State University. For additional information and resources, please visit the Recruitment and Selection Resources website. Each unit or college may possess its own search requirements or guidelines. Please consult with your department for clarification.

	OREGON STATE UNIVERSITY COMPETITIVE RECRUITMENT PROCESS OUTLINE & CHECKLIST


		
	 Responsible Party
	Actions Items/Process




	Phase 1: Prepare

	· 
	Hiring Unit
	Choose individuals to form the search committee. Subsequently, the Search Committee Chair invites the chosen individuals to participate as members of the search committee. Access email templates, and consult additional resources such as search committee roles and responsibilities, search excellence, and search committee training.

	· 
	Hiring Unit
	Complete the position description template and submit to UHR Class & Comp at position.descriptions@oregonstate.edu. It is recommended that the search committee review the position description and offer any required recommendations to the hiring manager.

	· 
	UHR Class & Comp
	Review the position description template and collaborate with the unit to finalize and approve. Once approved, the position description will be entered in PeopleAdmin, and all supporting documentation attached. 

	· 
	Hiring Unit
	Develop an advertising plan. UHR Recruitment will publish job advertisements on the following platforms: Direct Employers (diversity outreach), OSU Jobs Site, State of Oregon iMatch, HigherEdJobs, and LinkedIn. A full list along with other advertising and outreach tools and resources can be found on the Recruitment Advertising and Outreach Tools website. For additional sourcing support, please reach out to Claudia Hamilton, Talent Acquisition Coordinator or the HR Strategic Partner assigned to your unit / department.

	· 
	Hiring Unit
	Complete and submit the appropriate posting request form, based on appointment type: 
· Classified & Temporary Staff Posting Request Form 
· Academic & Professional Faculty and Public Safety Professionals Posting Request Form

within the Human Resources Service Delivery (HRSD) platform after UHR Class & Comp enters the position description in PeopleAdmin and transfers the HRSD case to UHR Recruitment. If you run into any issues submitting your request in HRSD, you can send the posting details template via email to HRRecruitment@oregonstate.edu. 

	· 
	UHR Recruitment
	Create the posting in PeopleAdmin and submit for approval.

	· 
	UHR Recruitment
	Send an email notification to the Hiring Manager, Search Committee Chair, and Search Support person, informing them that the position has been posted. This email will also include certain compliance information, guidance related to the veterans’ preference, benchmarks, best practices, advertising and other important expectations.

	· 
	Search Committee Chair
	Attend the REQUIRED search committee chair kick-off training hosted by UHR Recruitment. Arrange and send invitations to the initial search committee meeting. This meeting will include a review of the position description, prioritization of crucial skills and qualifications, a review of the veterans preference policy, establishment of an interview timeline, pre-scheduling of tentative committee meetings and interviews aligned with committee schedules and calendar availability, and the formulation of a question set for first-round interviews.

	· 
	Search Committee
	Gather for an initial search committee meeting. The specific meeting details are provided in the preceding step. Notably, the general outline of pre-scheduled meetings, as detailed above, comprises of designated time slots for first-round interviews, a search committee session to assess first-round interviews, allocated time for final-round interviews, and a committee meeting to deliberate on final-round interviews. Utilize the Interview Checklist to assist in navigating through the interview process.

	Phase 2: Advertise & Outreach

	· 
	UHR Recruitment
	Publish job advertisements on the following platforms: OSU Jobs Site, State of Oregon iMatch, Higher Education Recruitment Consortium, HigherEdJobs, and LinkedIn.

	· 
	Hiring Unit
	Execute advertising plan. A full list along with other advertising and outreach tools and resources can be found on the Recruitment Advertising and Outreach Tools website. For additional sourcing support, please reach out to Claudia Hamilton, Talent Acquisition Coordinator or the HR Strategic Partner assigned to your unit / department.

	Phase 3: Screen & Interview

	· 
	UHR Recruitment
	Following the completion of the full consideration or closing date, generate the Applicant Disposition Worksheet (ADW), conduct veterans’ preference review and send a notification email to Search Committee Chair / Unit Contact.

	· 
	Search Committee
	Gather to begin the screening & interviewing process. Utilize the Screening Criteria Matrix (docx or xlsx) to assist with evaluating candidates. If the applicant pool is insufficient, a request may be sent to HRRecruitment@oregonstate.edu to extend the posting period.  

	· 
	Search Committee Chair
	Recommendation: Send updated ADW to UHR Recruitment to expedite the candidate disposition process. The ADW should clearly indicate which candidates are no longer under consideration beyond the application phase. Please carefully review the “Instructions & User Help” tab on the ADW to ensure the workbook is filled out appropriately.

	· 
	Search Committee Chair
	Extend invitations to individuals for first-round interviews. Review invitation mail templates..

	· 
	Search Committee
	Gather to discuss the first-round interviews, decide on the candidates to invite for final-round interviews, and create a set of questions for the final-round interviews. 

	· 
	Search Committee Chair
	Recommendation: Send updated ADW to UHR Recruitment to expedite the candidate disposition process. The ADW should clearly indicate which candidates are no longer under consideration beyond the first-round interview phase. Please carefully review the “Instructions & User Help” tab on the ADW to ensure the workbook is filled out appropriately.

	· 
	Search Committee Chair
	Extend invitations to individuals for final-round interviews. Review invitation mail templates.

	· 
	Search Committee
	Gather to discuss the final round interviews and formulate a hiring recommendation to present to the Hiring Manager.

	· 
	Search Committee Chair
	Conduct a meeting with the Hiring Manager to present the recommendation of the Search Committee and any additional feedback gathered from interviews (e.g., Qualtrics survey results).

	Phase 4: Reference & Background Checks

	· 
	Hiring Unit
	Send the applicant’s packet, ADW and request to UHR Class & Comp for review and suggestions regarding the initial salary to be utilized in negotiations. 

	· 
	UHR Class & Comp
	Collaborate with the hiring unit on salary negotiations, out-of-cycle tenure reviews for leadership positions, exceptions for relocation allowances exceeding set amounts, and justifications for 4th quartile hires (if applicable).

	· 
	Hiring Unit
	Submit the appropriate offer letter request form, based on appointment type:
· Classified & Temporary Staff Offer Letter Request Form 
· Academic & Professional Faculty and Public Safety Professionals Offer Letter Request Form
completed ADW, and salary requests (as appropriate) to HRRecruitment@oregonstate.edu. 

	· 
	Search Committee Chair or Hiring Manager
	Conducts reference checks and verifies credentials ( licenses, certifications, etc.). View more information on managing a conversation with a professional reference, including sample questions and verifying credentials. 

Effective February 2025, if a degree is required, UHR Recruitment will initiate degree verifications unless the hiring unit indicates they have already completed this step.  The hiring unit will provide an index for billing purposes when completing the Academic & Professional Faculty Offer Letter Request form. Offer letters for positions requiring a degree will include contingency language, indicating the offer is contingent upon degree verification prior to the start date. 

	Phase 5: Hire & Onboard

	· 
	UHR Recruitment
	Review the ADW, initiate the hiring proposal, create the offer letter, review the layoff/recall list (classified staff appointments only) and attach all supporting documentation including salary approvals and moves to “Permission to Offer Employment” in PeopleAdmin.

	· 
	Hiring Unit
	Extend a verbal offer once “Permission to Offer Employment” is granted in PeopleAdmin. The designated search support person for the unit will receive an email notification once “Permission to Offer Employment” is granted. See Search Excellence: Making an Offer for more detailed guidance related to verbal offers by appointment type and veteran status.

	· 
	Hiring Unit
	The designated search support person for the unit (and unit and/or college leadership, if applicable) will review the electronic offer letter in PeopleAdmin, download it, and submit for internal review and approval from the Hiring Manager. Upon approval, electronically send the letter to the candidate and update the hiring proposal status to "Offer Sent to Candidate." If modifications are required for the offer letter, the Search Support role in PeopleAdmin will return the hiring proposal to UHR Recruitment. It is recommended for the unit to contact the candidate to inform them that they should anticipate receiving an electronic offer letter, as it may occasionally be diverted to a junk folder. 

	· 
	Candidate
	Review and accept the digital offer within the job portal or declines the offer or negotiates changes. If accepted, an email notification will be sent to the designated search support person and UHR Recruitment.  

	· 
	Hiring Unit
	Specify any alterations made to the offer letter as a result of negotiations with the candidate. Any modifications extending beyond the start date should be referred back to UHR Recruitment for assessment and approval. Subsequently, the hiring proposal reverts to "Permission to Offer Employment" in PeopleAdmin, allowing the unit to review and transmit it to the candidate.

	· 
	UHR Recruitment
	Conduct a thorough review of the offer and hiring proposal information and update the status to "Offer Accepted." This action will trigger the Onboarding process in HRSD, encompassing tasks such as sending the personal demographic form, conducting criminal and/or motor vehicle history checks, creating ONID credentials, sending a welcome email, and addressing other onboarding responsibilities.

	· 
	Search Committee Chair
	Once the candidates’ clearances (CHC/DMV) are obtained, send e-mail communication regarding candidacy status to all candidates no longer under consideration. 

	· 
	Search Committee Chair
	Collect ALL search-related documentation, including the screening criteria matrix, final ADW, interview notes, applicant evaluations, reference notes and diversity statements (where applicable), and provide them to the hiring manager who must retain them (hard copy or digital) for a duration of three years.

	· 
	UHR Onboarding
	Distribute essential documents (CHC/MVHC, I-9, W-4 forms) to the new employee, and provide the new employee's supervisor with a checklist.

	· 
	Supervisor
	Begin integration and orientation for the new employee.
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