 Instructions for Fast Track – Recruiting & Hiring Form
.50+ Non-Tenure Related Unclassified Positions Only

1) Submit - Fast Track Recruiting & Hiring Form (form is page 2)
Routing:

Non/PARTIAL-Grant Funded APPROVAL ROUTING ORDER:   Dept Research Administrator/PI (if applicable) ( Dept Chair/Dir ( Unit Fiscal/Budget Officer ( Dean ( BUD ( HR ( Provost/Vice President ( HR
100% GRANT FUNDED APPROVAL ROUTING ORDER:  Dept Research Administrator/PI ( Director/Chair ( Unit Fiscal/Budget Officer Asc VP/Dean ( HR 
When routing/approval is complete, you can begin your search:

i) When the Fast Track Recruiting and Hiring packet is approved, Human Resources will email a .PDF copy to the appropriate contacts.

ii) The Diversity Advocacy Office may contact you to help expand your recruitment outreach.
2) Recruit and Select your Candidate 
a) Place ads, screen applications, etc.  
b) Email all applicants a confirmation of receipt of their application, and link for HR to collect applicant demographics to all applicants.  
c) When you have identified your top candidates, email your Search Process Matrix with the Search and Screen section completed to your HR Partner.  HR will contact you if you need to reconsider some applicants.  You do not need to wait for an approval before scheduling your interviews.
d) Interview (phone & onsite) & conduct reference checks.  

3) Complete your search process with final hiring selection documents

· Once your final candidate has been selected, email the Search Process Matrix with the Hiring Report section completed to your HR Partner.  You will no longer be required to wait for Hiring Report approval before extending your offer.  See below to choose the appropriate option.
Option A: Fast Track Appointment within approved recruitment limits
If all appointment details are within approved recruitment limits - Additional approvals are NOT necessary 

a) Give official letter of offer and position description to your selected candidate after the Dean has signed.

b) Send accepted offer letter, final position description, & resume to HR.
c) HR completes “HR only” section of Fast Track form with candidate information, conducts background check, and emails final information to the appropriate contacts.
Option B: Appointment details exceed the approved recruitment limits 
Additional approvals ARE necessary
a) Submit proposed appointment changes, which exceed the original approved Fast Track, by email to your HR Partner and they will obtain the additional approvals for the appointment.
b) When approval is received for the modification, an email will be sent to the hiring manager.

c) Extend the official letter of offer and position description to the candidate.
d) Dept submits the accepted offer letter, position description, & resume to HR.
e) HR completes “HR only” section of Fast Track form with candidate information, conducts background check, and emails final information to the appropriate contacts.
Fast Track – RECRUITING & HIRING FORM
50+ Non-Tenure Related Unclassified Positions Only

Admin Title:   
Rank:  

Dept/Area:   

Administrative Unit:   

Projected Start Date:   
Academic Professional Job Family (HR will complete):  
· Excluded from representation
· Renewable

· Non-Renewable with end date of:

· Current Valid Driver’s License Required
· Background Check Required
· New Position #:              TBD 
· Existing Position #:

Replacement for:                          (Name/s)
Appointment %/FTE:

Available Salary Range:   

Advertised Salary Range:
BUDGET INFORMATION
Index Code(s):  Please include labor percentages
Are funds currently in budget sufficient? (Yes  (No*
*If no, please attach a memo to explain the source of funds to cover additional salary and OPE (fixed and/or variable)

100% GRANT FUNDED APPROVAL ROUTING ORDER:  Dept Research Administrator/PI ( Director/Chair ( Unit Fiscal/Budget Officer ( Asc VP/Dean ( HR 
Non/PARTIAL-Grant Funded APPROVAL ROUTING ORDER:   Dept Research Administrator/PI (if applicable) ( Dept Chair/Dir ( Unit Fiscal/Budget Officer ( Dean ( BUD ( HR ( Provost/Vice President ( HR
For Grant Funded Only:

Comments:

Departmental Research Administrator/PI
Date

Director/Dept Chair
Date


Unit Fiscal/Budget Officer 
Date



Asc Vice President/Dean                           
Date

Non/Partial-Grant Funded Only:



( E&G Roster           (  Non-Roster Dept Funds

(  Other                  (  Self-Support Funds
Comments:


Budget Office
Date

Vice President/Vice Provost
 Date

Human Resources
Date
APPOINTMENT INFORMATION
To be filled out by HR once final candidate has been identified
	Selected Employee:



	Actual Start Date:



	Final ASR:

· Budget approval attached if over proposed amount

	Notes:


	· Overtime Subject

Timesheets are required

	HR for Completion of Hire:
· Completed Search and Screen Report
· Completed Hiring Report
· Background Check
· Resume

· Final Position Description (if changed)

· Original Letter of Offer
ECLS:                     N/O:


Recruitment:  Scan_______   Email_______   Log_______

Appointment:  Scan_______   Email_______   Log_______
Required Attachment Checklist:





�HYPERLINK "http://www.pdx.edu/sites/www.pdx.edu.hr/files/media_assets/recruit_and_hire/Unclassified%20Position%20Description%202010%20non-AP.doc"��Position Description� OR for Academic Professionals, a � HYPERLINK "http://www.pdx.edu/sites/www.pdx.edu.hr/files/media_assets/hr_staff_UnclassPosAnalysis_1.doc" ��Position Analysis� form


Draft �HYPERLINK "http://www.pdx.edu/hr/unclassified_letters_of_offer"��Letter of Offer� (w/o name or final salary rate, include projected relocation, offer contingent upon criminal background check or driver’s license etc.)


� HYPERLINK "http://www.pdx.edu/sites/www.pdx.edu.hr/files/media_assets/recruit_and_hire/Fall%20position%20announcement%20template%20111910.doc" ��Position Announcement Draft� (detailed for web, etc)


� HYPERLINK "http://www.pdx.edu/sites/www.pdx.edu.hr/files/media_assets/recruit_and_hire/Recruitment%20Outreach%20Strategy%20Form%20120610.doc" ��Recruitment Outreach Strategy Form�





Search & Interview Panel


Hiring Manager: 


Search Chair: 


	Phone: 	Email: 


Search Coordinator: 


	Phone: 	Email: 


Additional members: 
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