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The SPA Hiring Process

Posting Vacancies

After approval to post by the Administrative Council, vacancy announcements will be forwarded to the Office of Human Resources (OHR) who will post the vacancy to their Web site.  Pending approval by OHR, the Library Personnel Office (LPO) will post the vacancy on the Library’s Web site, in Library Line, and on the Employment Opportunities bulletin board in Davis Library. 
Vacancy Announcements should include the career banding title, the department, the position working title, position number, and 1-3 short paragraphs detailing the duties of the job. The last paragraph of the announcement should state the position competency level and the expected hiring range for the position.  Listing the expected hiring range will allow applicants to have a clear and realistic understanding of what the department is willing to pay. The vacancy announcement should also include the required qualifications as determined by the Office of State Personnel and the departments preferred qualifications for the position. The LPO will include salary range, closing date* and the documentation on how to apply for the position.  Listing the Work Schedule is optional.   

*It is the Library's practice to post vacancies for 30 days. However, with the implementation of career banding and the significant size of our applicant pools, you may request a closing date for a minimum of 10 calendar days from the date the vacancy is first posted.
Application Procedures
Applications are in “active” status from the date they are received by the Office of Human Resources until the position is filled or canceled.  Vacancy Announcements will remain on the Library’s Web site until the position has been filled.  Vacancies may be extended beyond closing date upon request.  Please notify the Library Personnel Office if you would like to request an extension.
Applicants may apply for positions until 5:00 p.m. EST on the day the position is scheduled to close.  There may be a delay in processing applications from OHR after the closing date due to the possibility of applications received by 5:00 on the closing date.  Therefore, please build in extra time to consider any additional applications.

Referring Applications

The Employment, Classification & Compensation (ECC) Specialist for the Library evaluates the application(s) to determine whether or not the applicant meets the minimum education and experience recruitment standards and the job requirements for the position. Applicants meeting these requirements are referred to the Library for the position specified on their application.  

Applications are referred by the ECC Specialist using the SPA RecruitmentWeb system, a Web-based applicant and position tracking system for SPA positions. SPA RecruitmentWeb allows hiring supervisors to review and print applications for the positions they supervise, by logging in to Human Resources Central https://itsapps.unc.edu/hrweb using their ONYEN. 
Conducting Interviews
You may begin interviewing candidates any time within the posting period.  However, all applicants who meet the closing date deadline must be considered for the position prior to making a final hiring decision.  If you would like to schedule an interview with an applicant who has listed a criminal conviction on their application, please contact the Library Personnel Office prior to contacting the applicant for an interview.  
Career Banding Recruitment and Selection 
The University is an Equal Opportunity Employer. The goal of the recruitment and selection process is to find the most qualified person among the applicants in your pool while complying with all Federal and State laws, regulations, and policies. One of the major goals of career banding is the increased ability to recruit, retain and develop a qualified, motivated and diverse workforce.
Supervisors are accountable for making, justifying and documenting fair, consistent, non-discriminatory and fiscally responsible recommendations and decisions with regard to managing compensation and internal pay alignment. One of the major goals of career banding is the increased ability to recruit, retain and develop a qualified, motivated and diverse workforce. 
Once the closing date has passed, all applications have been "marked as reviewed", interviews have been completed, and you have selected a candidate, please take the following steps:




· Have the selected candidate sign his/her application.  (The most efficient way to do this is have each candidate interviewed sign their application before/after their interview).
· Complete 2 reference checks for the selected candidate (reference forms enclosed and available electronically here, http://hr.unc.edu/n/REFERENCE_CHECK.
· Hiring supervisors should code each applicant using the non-selection reason checklist on the Selection Document tab. You may list more than one code for each applicant. Be sure to check the box beside the candidate(s) that you interviewed, as well as for those you completed reference checks. Remember to "Save and Submit Later" when you are entering the non-selection reasons in the Selection Document.
· Once you have coded each applicant using the non-selection reason checklist, compose a brief paragraph that includes the name of the selected candidate, specific job-related reasons for your selection and a proposed start date (you may include a specific date or state as soon as possible). 

Submitting an Offer
When you have made your hiring decision, you will need to bring the two completed reference checks forms for the selected candidate, a brief paragraph stating the job-related reasons for your selection, the candidate's signed application, and the UNC-Chapel Hill Career Banding - Salary Administration worksheet to the Library Personnel Office.  The Career Banding - Salary Administration worksheet is enclosed and is also available electronically for your use here, http://hr.unc.edu/n/PMCA.  When completing this form, keep in mind that you are responsible for ensuring consistent and equitable application of pay factors in the salary offer process. The salary recommendation must be within the advertised hiring range.  For assistance with the form, please refer to the enclosed Completing the Career Banding - Salary Administration worksheet document.  
The Job Offer

Official offers of employment are extended ONLY by the Office of Human Resources. However, you may contact the selected candidate at this time to tell them that their name has been forwarded to OHR as we move forward with the search.  You may also tell them that the next step in the process is to complete an Authorization Criminal Conviction Check form and that someone from the LPO will be in contact with them via email.  Once the Criminal Background Check form has been completed by the selected candidate, returned to the LPO, forwarded to OHR, and verified by Public Safety, our ECC Specialist will contact the candidate to extend the job offer.  When an offer has been accepted or declined, we will notify the hiring supervisor.

If you have questions and/or concerns please contact the Library Personnel Office, 962-8027.  Best wishes in your search for the perfect candidate!









