
EMPLOYMENT COMPLETION CHECKLIST FOR ALL POSTED POSITIONS
RETURN COMPLETED CHECKLIST WITH HIRING PAPERWORK TO THE DESIGNATED HR STAFF MEMBER

Requisition #___
______________ Position Title:  _______________________________________College: ___________________

Human Resources Staff Member Responsibility
 FORMCHECKBOX 
 Confidentiality Agreement, signed/dated by ALL Screening Committee members (Designated HR Staff Member brings forms back to Employment Services)

 FORMCHECKBOX 
  If no Screening Committee, Employment Services reviews completed checklist/hiring paperwork submitted by Hiring designee                                                      

Screening Committee Chair or Hiring Designee Responsibilities
 FORMCHECKBOX 
 Applicant Paper Review Rating Forms 




          

   

 FORMCHECKBOX 
 Complete Excel Scoring Sheet for Paper Review                                                                                          

 FORMCHECKBOX 
 Applicant Interview Rating Forms 








 FORMCHECKBOX 
 Complete Excel Scoring Sheet for Interviews    


 FORMCHECKBOX 
 Memo to Hiring Authority from Chair of Screening Committee 

              

 FORMCHECKBOX 
 Screening Committee Applicant Recommendations 

                   



 FORMCHECKBOX 
 Approval of Recommendations [Signatures of Screening Committee Members] 


           


 FORMCHECKBOX 
 Meeting with designated HR staff member and Screening Committee Chair to review all paperwork for compliance prior to submission to the Hiring Authority or designee.          
Employment Services will enter the History Notes (number of applications in paper-review, number of applicant interviews, final interviews)          

I certify the above items have been completed as required by HCC employment procedures.
___________________________________________

            ________________________________________________

Signature-HR Staff Member                           
                          Signature-Committee Chair or Hiring Designee 

Date ______________

         


            Print Name ______________________________________


                                                                                             
            Date _______________ Ext.____________ MC ________

Hiring Authority Responsibility

 FORMCHECKBOX 
 Complete Personnel Action Form (PAF)                                                                                        

     Attach all required transcripts for staff/administrative positions, if not attached to online application

 FORMCHECKBOX 
 Rationale for selection-Memo from the Hiring Authority to the designated HR Staff member                                                                      

 FORMCHECKBOX 
 Complete two (2) Employment/Reference Background Checks

 FORMCHECKBOX 
 For former HCC employee, previous HCC supervisor must complete Employment/Reference Background Verification form 

       

 

 FORMCHECKBOX 
 Verification of Compensation Level (For Faculty Positions) completed by Dean    
                                                                                          
                                                                                                                               

  

I certify the above items have been completed as required by HCC employment procedures.

___________________________________

       

___________________________________


Signature-HR Staff Member                            


Signature-Hiring Authority  

Date _____________      



      
 
Print Name _________________________



                                                                                             

Date ___________ Ext.________ MC ____

Revised 08/31/10

