PORTLAND STATE UNIVERSITY

GUIDE TO HIRING CLASSIFIED STAFF (7/10)

· Submit online request via PeopleAdmin.  Once the request is approved, HR will contact you.

· Meet with an HR representative to review recruitment information, job posting, affirmative action data, background check process, search committee information, outreach, etc.

· Post job to craigslist and/or the Oregonian if desired (instructions & templates included below).
· Provide search committee members with the following PeopleAdmin user log-in information and a copy  of “Guide to Employment Interviewing.”  Please note:  User Name and password are case-sensitive.





User Name: ____GU______________

Password:  guestuser

· Schedule time for your HR representative to meet with the search committee

· Prior to the interviews (telephone or campus), submit interview questions to your HR Representative for review
· Along with search committee members, review online applications; determine candidates to be interviewed.
· Update status of each candidate in PeopleAdmin; send e-mail notice to applicants no longer being considered (letters to those with no e-mail address).
· Schedule interviews.
· Provide “Candidate Packet” to each applicant interviewed; review information with candidates.
· Conduct reference checks on finalists.
· Determine finalist; prepare draft Letter of Offer and Salary Exception memo, if required (PSU Salary Policy below); update status of finalist in PeopleAdmin to “recommend for hire” and begin Hiring Proposal (HP).  Attach prepared documents and submit HP to Human Resources.  HR will, at this time, submit the background check and forward the salary exception memo to appropriate approver(s).
· HR may need to return your HP for corrections and/or additions.  If your HP is returned, please read the HR comments, make the needed changes, then re-submit the HP. Wait for HR approval of Hiring Proposal.  
· Once HR has approved the hiring proposal, you may make an offer to the candidate.
· Update status of and send e-mail “regrets” to remaining unsuccessful applicants (phone calls are recommended for those candidates you interviewed).
· Continue to follow the steps in the attached “How to Wrap Up Your Hiring Proposal and Hire Documents.”
· Review “Starting Your New Employee” found on the HR website, and print documents as needed:

 http://www.pdx.edu/hr/on-boarding_orientation
· Confirm employee’s name on job description.  Forward signed/dated Letter of Offer, signed/dated application; and signed/dated job description to HR on or before employee’s first day (grant-funded positions must have Letter of Offer routed through Research Accounting prior to HR).

NOTE:  New employees are required to provide a photo identification and social security card to Human Resources on or before the first day of employment.  Remember - benefits (if applicable) are effective the first of the month following BOTH the hire date into an eligible position AND completion and submission of benefits forms or PEBB online enrollment.

RETENTION:  ALL INTERVIEW NOTES, REFERENCE CHECK NOTES, AND OTHER RELATED DOCUMENTATION MUST BE RETAINED FOR THREE (3) YEARS.
HOW TO POST A  CLASSIFIED JOB ANNOUNCEMENT TO CRAIGSLIST
1. Log onto:  www.craigslist.org
2. The first time you post, you will need to click on “Portland” (rule - you cannot post to more than one city, nor to more than one category).

3. Click on “post to classifieds” (upper left corner).

4. Click on “job offered.”

5. Click on “I will abide by these guidelines...”

6. Click on appropriate job category.

7. Click on “Multnomah County.”

8. Enter “Posting Title”  (use both working tile and classification title [e.g., “Office Coordinator (Office Specialist 2) - Portland State University”].

9. Enter “Specific Location” [“Downtown”].

10. Cut and paste the copy you’ve previously drafted from the template.

11. Enter compensation [e.g., “$11.09-$12.55/hr plus comprehensive benefits package”] NOTE:  Be certain you know the correct rate as posted on PSU’s web site.
12. Enter “Reply To E-mail...” [your work e-mail address] and enter e-mail address again.

13. Check the box that reads “do not show any e-mail address.”

14. In the “other stuff” section, click on “non-profit organization.”

15. In “permissions,” click on “OK to highlight this job opening for persons with disabilities.”

16. Click on “continue.”

17. Click “continue” again (or “edit” if applicable).

18. Click “Accept the terms of use.”

19. On the "Billing Options" page, select "Pay now via Credit Card (American Express, MasterCard, Visa)".  You will need to use your departmental procurement card to pay for the posting.
20. Fill in all requested credit card information.  Click on "Submit Credit Card Payment." 

21. An e-mail will be sent to you.  Click on the link enclosed to edit or post your announcement.  (Save this e-mail).  Please note  - your position will not be posted until you complete this step.
22. Once the position has closed, open your saved e-mail and link to the removal site to remove the posting.

CRAIGSLIST TEMPLATE for CLASSIFIED STAFF POSITIONS

Modify the highlighted areas to reflect your position.
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PORTLAND STATE UNIVERSITY: Come work at PSU as part of our growing, dynamic team in higher education. Our campus is in downtown Portland next to the park blocks greenway. buses, MAX, and the street car stop at our door.  

The [dept/office] is seeking a [FT/PT] [title] to [purpose of position]. Compensation includes a comprehensive benefits package, including reduced tuition at all seven institutions within the Oregon University System.  This benefit can be transferred to one dependent (i.e., spouse, domestic partner, dependent child, or domestic partner’s dependent child). PSU is an AA/EO institution and, in keeping with the President's diversity initiative, welcomes applications from diverse candidates and candidates who support diversity.

If this sounds like an exciting opportunity for you, please read the qualifications in the full job announcement and apply online at: http://www.pdx.edu/hr/employment  (click on “Classified Staff Openings”).
(If you are unable to link directly, please cut and paste or enter the URL in your browser).  Online applications will be accepted until midnight [close date]. PSU Human Resources is located at Market Center Building, 1600 SW 4th Ave, Ste. 518, 503-725-4926.
May 4, 2011
The Oregonian

Classified Advertisement Section

ATTN:  Deb Hartman, Account Representative

1320 SW Broadway

Portland, OR 97201

FAX #:  9-503-294-4198
VOICE #:  503-221-8296

E-MAIL: dhartman@oregonian.com
SUBJ:  Help Wanted Advertisement

Please run the attached classified employment advertisement under the [general] employment heading in the Sunday, xx/xx/xx edition(s).
We would like a nice bold outline with curved corners around the advertisement.  Also, we have the new PSU logo at the top of the mock advertisement on page 3.  Please use the eps file provided to you by our office to include the reverse logo in the newspaper advertisement. 

Please bill to:
Portland State University

dept.
(Index # xxx ###)
Attn:  supervisor or search coordinator
PO Box 751

Portland, OR 97207

Billing ph: (503) 725-4372
If you have any questions, please call me at (503) 725-###.
Sincerely,

Search Coordinator Name & Title
PAGE 1 OF 3
PAGE 2 OF 3

RAW TEXT:
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listing title (if applicable)




CLASS TITLE


(Working Title)
The [dept/office] seeks [FT/PT] [posting title] to [brief purpose of position]. $xx.xx–$xx.xx/hr starting plus a comprehensive benefits pkg. PSU is an AA/EO institution and welcomes applications from diverse candidates and candidates who support diversity.  TO APPLY: Please read the job qualifications in the full job announcement and apply online at http://www.pdx.edu/hr/employment (click on “Classified Staff Openings”).  Online applications will be accepted until midnight [close date].  PSU Human Resources is located at Market Center Building, 1600 SW 4th Ave, Ste. 518, 503-725-4926.

COPY and PASTE the above text to the “appearance” text below (adjusting the font to 8 pt)
PAGE 3 OF 3
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GUIDE TO EMPLOYMENT INTERVIEWING
KNOW YOUR PURPOSE
· Are you being asked to screen or to select?
· Are you to consider all aspects of the job or only parts?

ADVANCE PREPARATION
Know the job for which you are interviewing:

· Where does it fit into the organization?
· What does the job description say?
· What are the most immediate priorities, long range plans, etc.?
· What issues are most important to the supervisor/manager?

Prepare written interview questions that will be asked of each applicant:

· Prepare questions that supplement the written information.
· Prepare questions that are job related.
· Prepare open-ended questions that elicit more than a yes or no response.
· Prepare questions that force the applicant to think.
· Do NOT ask questions that could be viewed as discriminatory such as questions about the applicant's:  race, color, or national origin; age; disability; religious affiliation; sexual orientation, marital status, number of children, or family plans; economic status; or cultural background

Review the written information presented by the applicant in advance of the interview:

· Does the applicant meet the posted minimum qualifications of the position?

· How relevant is the applicant's education and training?
· What past positions are most like this position?
· Are there unexplained gaps in the employment history?

CONDUCT THE INTERVIEW
· Conduct the interview in a pleasant, uninterrupted environment.
· Give the applicant your undivided attention.
· Turn off your cell phone or set to vibrate (but do not answer).
· Put the applicant at ease before beginning; have water available if possible.

· Briefly explain the process, including how much time you have allowed for the interview.

· Let the applicant know that there will be time for her/him to ask questions at the end.

· Ask each applicant the same basic questions.
· Use follow-up questions effectively, i.e., what, when, where, who, why, how.
· Allow the applicant to do the talking, but without digressing.

· Allow silence.
· Control your own body language.
· Take notes of the applicant's responses.
· Ask the applicant what questions he/she has.
· Thank the applicant and escort him/her from the room
BEHAVIORAL INTERVIEWING
Use the “STAR” model to determine an applicant’s potential for success.  Identify desired skills/behaviors and create open-ended questions to elicit detailed responses from the applicant.

Situational or
The applicant will describe a specific Situation or Task from a previous job,
Task
volunteer experience, internship, or any other relevant event.

Action 

The applicant will describe a specific past Action, not what he/she might have done (or might do in the future).
Results 

The applicant will describe what happened, what was accomplished, what he/she learned, and how the event ended – the Results.
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Classified Staff Reference Check – CONFIDENTIAL

	Applicant Name
	Title of Position Applying to at Portland State University

	Company/Organization Contacted
	Name & Title of Reference Contacted


	Verify Dates of Employment:



	What are/were the job duties and responsibilities?



	What did you think of his/her work?



	Does/did he/she perform up to expectations?  Please explain.



	After training period, what type of supervision was required?



	What are/were his/her strong points?



	What are some areas you perceived as needing improvement?



	How would you describe his/her attitude and ability to work with others?



	Please comment on the following:

     Attendance and punctuality:

     Dependability/reliability (e.g., meeting deadlines, follow-through, etc.):

     Willingness and ability to take on responsibility:

     Ability to follow instructions:

     Quality of work:

     Quantity of work:

     Initiative:



	Reason given for leaving your organization:



	Would you rehire?  If not, why not?



	Is there anything else of significance that we should know?



	Additional notes/comments:




Reference checked by:                                                                             
Date:                                          

RETAIN FOR THREE YEARS WITH ALL RECRUITMENT/SELECTION DOCUMENTATION
Salary Policy - Classified Staff
New Employee

A candidate being considered for appointment as a new PSU employee is generally hired at step 1 (step 5 of a modified salary range; “low” of an IT salary range).  A hiring manager proposing an offer at steps 2 – 5 (step 6 of a modified salary range; up to “control point” of an IT salary range) must first consider the applicant’s skills, qualifications, and experience.  Consideration must also be made regarding departmental equity, departmental budget, and other relevant criteria.  The hiring manager will attach a salary exception memo to the hiring proposal to document the above considerations.  The salary exception memo must be approved by the Dean/FADM Executive (identified as “level 1” for the unit in PeopleAdmin) PRIOR to an offer being made to the candidate.

Salary requests above step 5 (above step 6 of a modified salary range; above the “control point” of an IT salary range) will require approval by “level 1” AND by the Associate Vice President for Human Resources PRIOR to an offer being made to the candidate.

A new employee will not, generally, be hired at step 9.

Transfer

A current OUS employee who is laterally transferring will have no change in salary.

Demotion

A current OUS employee who is demoting, whose salary is within the new range, will have no change in salary.  If the current salary is above the new range, the rate is lowered to the top step of the new range (i.e., step 9).

Promotion

A current OUS employee who is promoting, whose current salary is below the new range, will be brought into the new range at the first step. If the current salary is within the new range, the rate is increased one step.  But if the increase is more than one step (or the beginning of the range) the same process is used as that for a new employee i.e., salary exception attached to the hiring proposal), with approval required by “level 1” and by the Associate Vice President for Human Resources PRIOR to an offer being made to the candidate.

	Appointment Status
	No Salary Exception Memo Required
	Salary Exception Memo and

 “Level 1” Approval Required
	Salary Exception Memo and Approval by Both “Level 1” AND Assoc VP for HR Required

	New
	Step 1 (step 5 for modified salary range; “low” for IT salary range)
	Steps 2-5 (step 6 for modified range; up to “control point” for IT salary range)
	Steps 6-8 (steps 7-8 for modified range; up to “high” for IT salary range)

	Transfer
	No change from current salary
	n/a
	Exceptions made case-by-case only

	Demotion
	No change from current salary OR top step if above salary range
	n/a
	Exceptions case-by-case only

	Promotion
	Step 1 of new range OR one step increase if current salary within new range (step 5 for modified salary range; 5% for IT salary range)
	n/a
	More than step 1 of the new range OR more than one step if current salary within new range (more than step 5 for modified salary range; more than 5% for IT salary range)


HOW TO WRAP UP YOUR HIRING PROPOSAL and

HIRING DOCUMENTS
It is important that you perform the following steps in the order indicated below so that you will be able to access and print the necessary documents to complete your new hire.

1. Wait for HR to approve your hiring proposal; once approved, make the offer to your candidate.

2. Print the candidate’s application from PeopleAdmin.

3. Under the first heading (Job Postings) of the menu on the left side of your PeopleAdmin screen, click on “Search Hiring Proposals.”

4. Enter the position number (Dxxxxx).

5. For the column on the right, click “Check All.”
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Click on “Search.”
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7. Locate your hiring proposal and click on “view.”

8. Change the status to “Hiring Proposal Accepted.”  This will connect your new employee’s name to the position description.

9. Click on “Continue.”

10. Click on “Confirm.”












[continued]
11. Under “Job Descriptions,” click on “Search Positions.”



12. Enter the position number.

13. Click on “Search.”












14. Click on “Get Reports List”



15. Click on “Generate Report.”  Print the position description.







16. Have your candidate sign (1) the Letter of Offer, (2) his/her Application, and (3) the Position Description.  Submit all to HR on or before the employee’s first day.
SAMPLE LETTER #1
(NO INTERVIEW)

[date]
name

address

city, state zip

Dear

Thank you for your recent application for the position of [name of position] in [name of department] at Portland State University.  The Search Committee has completed its review of application materials and was impressed by the qualification of the candidates applying for the position.  Unfortunately, due to the number of qualified applicants, not all will be interviewed, and your name was not among those selected for further consideration.

We sincerely appreciate the time and effort you dedicated to applying for this position.  On behalf of the Search Committee, we would like to thank you for your interest in Portland State University, and wish you success in your future endeavors.

Sincerely yours,

[Name of Search Coordinator]

Title

Department

SAMPLE LETTER #2
(INTERVIEWED, BUT NOT SELECTED)

(Consider telephone call instead of e-mail or letter)
[date]
name

address

city, state zip

Dear

The Search Committee has completed its interviews with candidates for the position of [job title] in [department] at Portland State University.  We have selected the candidate who has the experience and knowledge that most closely matches our needs.

Although you were not selected, we sincerely appreciate the time and effort you dedicated to applying and interviewing for this position.  On behalf of the Search Committee, we would like to thank you for your interest in Portland State University, and wish you success in your future endeavors.

Sincerely yours,

[Name of Search Coordinator]

Title

Department
CANDIDATE PACKET

[Provide following materials to all candidates interviewed]
· RELEASE FROM LIABILITY and CONSENT TO CHECK CRIMINAL HISTORY (use if required for this position)
http://www.pdx.edu/sites/www.pdx.edu.hr/files/media_assets/hr_staff_background_check.pdf
· PAY PERIOD INFORMATION CHART

· SUMMARY OF UNIVERSITY BENEFITS and UNION REPRESENTATION
PORTLAND STATE UNIVERSITY

Office of Human Resources

PAY PERIOD INFORMATION CHART
Classified Staff

Timesheet or

FTE
Position


Pay Type

Pay Period
Leave Roster

FT
overtime eligible

hourly

16th - 15th

timesheet


(non-exempt)


PT
overtime eligible

hourly

16th - 15th

timesheet


(non-exempt)
FT
FLSA exempt

monthly salary
1st - 31st

leave roster



PT
FLSA exempt

monthly salary
1st - 31st

leave roster



Pay period of 16th - 15th timesheets due on the 16th; pay contingent upon receipt of timesheet in Human Resources.

Pay period of 1st - 31st leave roster due in Human Resources by the 3rd

All positions paid on the last business day of the month
Must have 80 hours in the PAY PERIOD to be benefits-eligible
All new employees, unless FLSA exempt, will be appointed as hourly with the 16th - 15th pay period.
Current employees will be converted to hourly pay as situations warrant.  They may also be offered the option of conversion to hourly if going from a full-time position to another full-time position.


Classified Staff

Summary of University Benefits, Services, and Union Representation
(12/07)
HEALTH BENEFITS                                                                                                                       

Health benefits are effective the first of the month following BOTH the hire date into an eligible position AND completion and submission of benefits forms to Human Resources or PEBB online enrollment.  Eligible employees are those appointed to regular (or limited duration) positions which are at least half time (0.5 FTE).  PSU offers a wide range of health benefits including medical, dental, vision, life & disability. Some insurance is also available to employee spouse, dependents, and/or domestic partner.

RETIREMENT                                                                                                                                

Employees participate in the Oregon Public Service Retirement Plan (OPSRP).  Generally, membership commences after six full months of service with the University.  In addition, employees may elect to contribute to optional tax-deferred annuity and deferred compensation plans.

PAID LEAVE (all paid leaves are PRORATED for part-time employees)                                   

· Vacation Leave - employees are credited with eight hours per month (available for use after completion of trial service).  After 5 years, this number increases by two hours/month with every five years of service (up to 18 hours/month).   Vacation leave can be accrued up to 250 hours.

· Sick Leave - employees are credited with eight hours per month.
· 
Personal Leave – employees are credited with 24 hours each fiscal year (available for use after completion of trial service).  This leave does not carry over from year to year.
· Holidays - employees receive a number of paid holidays.  The yearly schedule is provided on the Human Resources web site listed below.

OTHER BENEFITS and SERVICES                                                                                                

· Employee Assistance Program

· Staff Fee – employees may register for classes at reduced rates at any of the 7 Oregon University System institutions OR transfer this benefit to a spouse, domestic partner, or dependent (please read the FULL policy on the HR website listed below).
· Pre-tax flexible spending accounts
· Credit Union

· Recreation Facilities – open to employees & their guests during scheduled hours (nominal locker fee).
· 
Direct Deposit

· Library - the PSU ID card serves as a library card for employees.

· Transportation & Parking – parking structures are open to employees having a paid parking permit.  Also, Tri-Met passes & schedules are available.

· Employee Development - training programs, classes, and workshops on a variety of subjects are available to employees.

· Computer Labs - several computer labs are available for employee use at scheduled hours.
UNION REPRESENTATION                                                                                                          

Portland State University classified employees are represented by the SEIU, Local 503 Oregon Public Employees Union (OPEU).  Although membership in SEIU is optional, the current collective bargaining agreement between the Oregon University System (OUS) and SEIU provides that "bargaining unit members who are not members of the Union shall either become members of the Union or make payment in lieu of dues to the Union."  This "payment in lieu of dues" is referred to as a fair share deduction.

Membership dues and fair share deductions are based on the employee’s rate of pay as follows:  1.7% of gross wages (with a minimum dues deduction of $5.00) and $2.75 assessment ($1.38 for part-time employees).  For example: on a gross monthly salary of $1,923 dues would be $32.69 per month + $2.75 assessment = $35.44.                                                                           
You are encouraged to visit the PSU web site (www.pdx.edu) and
the Human Resources web site (www.pdx.edu/hr)for additional information. 
You may also contact HR at 503-725-4926.

NON-BENEFITS-ELIGIBLE (less than .50 FTE) Classified Staff

Summary of Paid Leave and Union Representation


(9/09)

HEALTH BENEFITS                                                                                             

This position is NOT benefits-eligible.

TRIAL SERVICE                                                                                                  

Trial service is nine (9) months for part-time employees at less than .50 FTE.

PAID LEAVE (all paid leaves are PRORATED for part-time employees)         
· Vacation Leave - employees are credited with eight hours per month (pro rated) available for use after having served in a bargaining unit position in the Oregon University System (OUS) for six (6) full calendar months.  This number increases by two hours/month (pro rated) with every five years of service (up to 18 hours/month – pro rated).  Vacation leave can be accrued up to 250 hours.  
· Sick Leave - employees are credited with eight hours per month (pro rated).

· Holidays - employees receive a number of paid holidays.  The yearly schedule is provided on the Human Resources web site listed below.
UNION REPRESENTATION                                                                                

Portland State University classified employees are represented by the SEIU, Local 503 Oregon Public Employees Union (OPEU).  Although membership in SEIU is optional, the current collective bargaining agreement between OUS and SEIU provides that "bargaining unit members who are not members of the Union shall either become members of the Union or make payment in lieu of dues to the Union."  This "payment in lieu of dues" is referred to as a fair share deduction.

Membership dues and fair share deductions are based on the employee’s rate of pay as follows:  1.7% of gross wages (with a minimum dues deduction of $5.00) and $2.75 assessment ($1.38 for part-time employees).  For example: on a gross monthly salary of $1,923 dues would be $32.69 per month + $2.75 assessment = $35.44.                                                                           

You are encouraged to visit the PSU web site (www.pdx.edu) and

the Human Resources web site (www.pdx.edu/hr) for additional information.

You may also contact HR at 503-725-4926.
NEW EMPLOYEE INFORMATION

· Supervisor and employee must sign Letter of Offer.  Employee must sign Application and Job description.  Make two copies each of the three documents - retain one copy for dept; give one copy to employee; originals routed to HR on or before first day of employment
· Refer to the “Starting Your New Employee” information on the Human Resources website:


http://www.pdx.edu/hr/on-boarding_orientation
NOTE:  New employees are required to provide a photo identification and social security card to Human Resources on or before the first day of employment.
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Listing Title





CLASS TITLE


(Working Title)





The [dept/office] seeks [FT/PT] [posting title] to [brief purpose of position]. $xx.xx–$xx.xx/hr starting plus a comprehensive benefits pkg. PSU is an AA/EO institution and, in keeping with the President's diversity initiative, welcomes applications from diverse candidates and candidates who support diversity. TO APPLY: Please read the qualifications in the full job announcement and apply online at � HYPERLINK "http://jobs.hrc.pdx.edu" ��https://jobs.hrc.pdx.edu� (click on “Classified Staff Openings”).  Online applications will be accepted until midnight [close date].  PSU Human Resources is located at Market Center Building, 1600 SW 4th Ave, Ste. 518, 503-725-4926.
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