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ATSU HIRING PROCESS New Position



Replacement Position



Develop Job Description Hourly or Salary



Review Job Description for any changes



Complete Personnel Requisition Form Must be signed by Officer, Treasurer, and President Send signed form to Human Resources for posting at the following locations:



In-House Bulletin Board, Web Page, and Local Workforce Development Office. HR must approve advertisement in outside newspapers or journals. Minimum posting requirement before job can be offered is 3 days (10 for faculty) Contact Human Resources to obtain qualified applications on file.



Interviews can be set up by department or through Human Resources. All applications must flow through the Human Resources Department. Letters of refusal or acceptance should be reviewed by HR prior to release Offers of employment should be approved by Human Resources in advance.



Offers in excess of budgetted amounts must be aproved by the Treasurer and the President prior to offer being made. Benefit packets are available thro ugh HR or a meeting time can be scheduled.
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atsu hiring process
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