HOW TO SUBMIT A HIRING PROPOSAL

(11/07)

1. On your PeopleAdmin homepage, you will see your active recruitments.  Locate the recruitment for which you will be submitting the Hiring Proposal (HP).  Under the “Posting Title,” click on “view.”
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2. You will see a list of the remaining active applicants.  Select your candidate of choice and, at the end of his/her entry, click on “change status.”  
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3. From the drop-down menu, change the applicant status to “Recommend for Hire.”  A blank field will appear to the right under “reason recommended.”  Please provide a brief, yet detailed reason that this candidate is your top choice to fill the position.  [Refer to “FAQ – Hiring Proposal” for assistance.]
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4. Once you have entered the reason, click on “continue to confirm page.”

5. Click on “save status changes.”

6. You will be brought back automatically to the list of active applicants.  This would be a good time, if you have not already done so, to update the status of any other active applicants.  You may have a strong second and even third choice.  Do not change this status quite yet—wait until the hiring proposal is approved and accepted (just in case).

7. For your selected candidate, under “status” you will now see a choice to, “Begin Hiring Proposal.”  Click on that link.
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8. You will see four “records,” or choices.  Scroll down to see if the position is showing under “currently selected position.”  If it is, click on “start action” under the choice of “Hiring Proposal for Classified Job Description Listed Below.”  [Refer to “FAQ – Hiring Proposal” to better understand why there might not be a job description listed.]  If the position is not showing, click on “start action” under the choice of Hiring Proposal for Different Classified Position.”
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9. Review the information in the fields which have been automatically populated.

10. Employee ID number – enter if you know it, but it is not required.
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11. Proposed Salary Step – Salary charts are listed on the HR Website http://www.hrc.pdx.edu/pay_position/index_c.htm
12. Proposed Salary – Provide hourly rate.  Monthly rate is used only when a position is exempt from overtime and/or the candidate is a current PSU or OUS employee being paid monthly.  Annual salary is not appropriate for this entry.
13. Proposed Start Date – You will need to give your best guess.  Take into account the time that may be needed to complete the background check or have a salary exception approved.  This date is adjustable on the letter of offer once all approvals have been obtained.
14. Click on “Continue to Next Page.”
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15. Supplemental documentation – [Refer to “FAQ – Hiring Proposal” to determine if a step exception memo is required.]  To attach a document, click on “attach” for the appropriate document.  You may browse your computer files, then click “attach” (recommended) or you may cut and paste into the dialogue box, then click “attach.”  Click “confirm.” 
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Enter text here; or






attach file above







(recommended)

16. Once all the required documents are attached, click “Continue to Next Page.  “Click “Continue to Next Page” a second time.
17. Confirm “Send Hiring Proposal to Human Resources” radial button is marked, and then click “Continue.”
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18. Click “Confirm.”
19. HR will review the Hiring Proposal, then submit the background check and/or salary exception for approval if applicable.  HR may need to return the Hiring Proposal to you for additional information or corrections.  If that happens, you will receive a system-generated e-mail notification.  Search “Hiring Proposals,” note the HR comments, make corrections as requested, and return the Hiring Proposal to HR.

20. Once the Hiring Proposal can be approved, HR will do so.  At this time, you may make the offer to your candidate.  Do NOT make an offer until the Hiring Proposal has been approved.  Once your candidate accepts, indicate “Hiring Proposal Accepted” and update the status of all remaining applicants to complete the PeopleAdmin portion of your hire.
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