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HELPFUL TIPS FOR SUPERVISORS: Staff Employee Hiring 

The following is a guideline to help you through the staff hiring process.  Please feel free to Human Resources (HR) office at ext. 1435 or hr@southwestern.edu at any point in this process for assistance or clarification.
Evaluate the Position and Prepare Documents
· Before initiating the process, supervisors should review the position to determine its necessity and alignment with departmental goals. Assess whether the role is still essential, requires adjustments, or can be restructured to better meet the department’s needs.
· Is the position essential to current and future departmental goals?
· Should the role be modified to better align with evolving priorities or workload demands?
· Can departmental needs be met through alternative staffing solutions or resource adjustments?
· Submit the RTF Form and Job Description
· Attach the completed RTF form and updated job description to the Job Posting/RTF Request Submission Form Portal. Ensure all sections of the form are complete before submission.
· Both the RTF form and the Submission Request form are available through the portal link provided.
HR and Budget Review
· Upon submission, HR will receive a notification and route the RTF form to the Budget Analyst for funding verification and approval.
· HR will review the job description to ensure proper classification and pay alignment. If any adjustments or clarifications are required, HR will contact the direct supervisor for further discussion.
Approval and Posting Process
· Once the RTF form and job description are fully approved and finalized, HR will create the job advertisement.
· The position will then be posted to appropriate internal and external platforms. The supervisor will be notified once the job advertisement is live.
Finalizing the Hiring Process: Once a candidate has been selected:
· Verify References
· Ensure that professional references for the candidate have been thoroughly checked.
· Obtain Salary Placement
· Contact the Compensation Analyst, Gozde Medina, at medinag@southwestern.edu for salary placement.
· Include the position title and attach the candidate’s résumé to the email to facilitate accurate placement.
· Make a Verbal Offer
· Extend a verbal offer to the candidate, clearly stating that the offer is contingent upon successful completion of a background check.
· Establish the Start Date
· Set a start date that allows at least two weeks from the date the Personnel Action Request (PAR) form will be submitted. This ensures adequate time for the background check process.
· Complete and Submit the PAR Form
· If the offer is accepted, complete the Personnel Action Request (PAR) form, available here.
· The form must be signed by the supervisor and the Vice President of the division.
· Submit the completed form hr@southwestern.edu or cc Bruce Wallace on the Adobe Sign signature process.
· Send the Official Offer Letter
· HR will email the official offer letter to the prospective employee, along with a Background Check Authorization link and a Personal Maintenance Form.
· The candidate must return the signed offer letter and completed Maintenance Form to HR. The candidate will also initiate the background check process, which typically takes 2–10 business days. Note: International background checks may require additional time.
· Background Check and IT Setup
· HR will notify the supervisor or hiring manager via email once the background check is complete.
· This email will include the new employee’s email and computer access details.
· The supervisor is responsible for completing the IT computer request included in the email.
· The email will also confirm the employee’s start date. Note: The confirmed start date will be entered into the system and used by payroll. If the date needs to be changed, notify HR immediately to avoid complications.
· Remove Job Posting and Notify Remaining Candidates
· HR will remove the job posting once the supervisor provides a list of candidates who have not yet been informed that the position has been filled. HR will follow up with these candidates on your behalf.
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