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1. EAT Team selects position for hiring priority and directs the initiation of the search and screen process to the Unit Head.

2. [bookmark: _GoBack]Unit Head identifies the Hiring Committee Chair and selects Search Committee (approximately five or less or as appropriate). 

3. Unit Head in consultation with the Hiring Committee, writes the position description and gets approval from EAT Representative. The Unit Head then posts the position, corresponding with Extension Director, Jeff Silvertooth and Business Manager, Carolyne Greeno. 

4. Units should develop a funding plan for the search, screen and interview process and work with the EAT group as needed. Budget not to exceed $2,000.
	To be included in the budget:
Candidate travel 
		Committee travel
		Meals (candidate, committee and EAT)
		Conference calls

5. Unit designs visit itinerary and travel arrangements for up to three candidates (if possible). Candidates pay up front for their own airfare and lodging. Expense reimbursements will also be done by the department with Extension Administration’s prior approval, corresponding with Extension Administration Business Office and obtaining proper account and project codes.

6. Arrange on-campus interviews, seminars and meetings with campus liaison, Steven Crofts.  Whenever possible, make these day trips. Candidates DO NOT need to meet with the dean or Executive Council.

7. Search Committee selects seminar topic. Presentation will be given in the county and will arrange on campus, if necessary, with campus liaison. Announce seminar in Tuesday Morning Notes and/or Deans Bulletin.

8. Search Committee makes hiring recommendation to Extension Director, Jeff Silvertooth.

9. Extension Director approves or makes necessary changes.

10. Unit Business Manager coordinates with Extension Administration’s Business Office to complete hire.

11. Unit Head prepares a draft offer letter and sends to Extension Administration.

12. Unit Head completes a Hiring Form.

13. Unit Head completes a Request for Budget Change (RBC) under the direction of CALS Administration or Extension Administration. Unit Head sends a draft offer letter, hiring form, curriculum vitae/resume, and letter of recommendation to CALS Administration prior to extending an offer to the employee.  CALS Administration forwards to the Provost’s office as needed for approval.

14. CALS Administration makes the necessary changes and/or approved hiring documents and notifies Unit Head. Unit Head prepares official letter of the offer with revisions, corrections, appropriate signatures on department letterhead.

15. Unit forwards offer letter to employee.

16. Employee returns letter of acceptance with copy to Extension Administration.

17. Hiring Unit Head submits New Hire through UAccess MSS.

18. Unit Head requests a benefits packet and registers him or her for a new employee orientation by calling 520-621-3662.

19. Employee completes online hiring forms, including I-9, as soon as possible through UAccess MSS.

20. Notify applicants that were excluded from further consideration.
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