Broward College

Position Description

HIRING MANAGER/ SUBMITS TO SUBMITS TO
ASSISTANT b LEVEL 1 TO VP/PROVOST TO
CREATES/MODIFIES APPROVE APPROVE
POSITION

SUBMITS TO
COMPENSATION/

CLASSIFICATION TO

APPROVE

POSITION
DESCRIPTION
APPROVED

User Types (Scope) —~ Sample Login/Password

Hiring Manager (personal scope) — supervisormanager/password
Search Committee Chair (personal scope) — searchchair/password
Level1 User (departmental scope) — level1/password

Level2 User (departmental scope) — level2/password

Budget and Finance (departmental scope) — budgetfinance/password
VP/Provost (college scope) — vpprovost/password

President (college scope) - president/password

Recruitment (college scope) — recruit/password
Comp/Classification (college scope) — humanresources/password
VP of HR (college scope) — vpofhr/password

Affirmative Action (college scope) — affirmativeaction/password

SUBMITS TO
BUDGET AND
FINANCE

VP HUMAN
RESOURCES &

EQUITY




Posting

11/20/2008

Broward College (539)

Submits to

Comp/
Classification

for Approval |«

If Part-Time or Adjunct
A J

Hiring Manager/ > Submits to » Submits to VP/
Assistant - Level 1 to Provost to
Creates Posting [ Approve < Approve

-
-

User Types (Scope) — Sample Login/Password

Hiring Manager (personal scope) — supervisormanager/password
Search Committee Chair (personal scope) — searchchair/password
Level User (departmental scope) - levell/password

Level 2 User (departmental scope) — level2/password

Budget and Finance (departmental scope) ~ budgetfinance/password
VP/Provost (college scope) — vpprovost/password

President (college scope) - president/password

Recruitment (college scope) - recruit/password
Comp/Classification (college scope) - humanresources/password
VP of HR (college scope) = vpofhr/password

Affirmative Action (college scope) — affirmativeaction/password
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Broward College (539)

Hiring Proposal
11/20/2008

Hiring Manager/ > » . > Submit to : > . — ]
Assistant Submit to Level s;?‘:',:::ffol Recruitment for Affirzualzir\'/];t:\‘::tion Submit to VP of
Begins Hiring 1 for Approval Approval ¢ Background = for Approval <¢—— HRfor approval
Proposal < < PP Check pprova
Email sent to Recruitment that
Hiring Manger/Assistant can extend offel
Submits to VP of Submit to Hiring
HR for Salary €————Email Sentto VP of HR——— Manager/Assistant
Applicant Statuses Approval to Extend Offer
Application Withdrawn I
System Determined Did Not Meet Minimum Qualifications Email Sent to Compensation \;
Under Review by Hiring Manager L/
Under Review by Affirmative Action (email sent to Affirmative Action) Submit to Comp/ 3
Under Review by Search Committee (email sent to Hiring Manager/Assistant, Classification Submit to
VP/Provost, Level1) for Salary Recruitment to
Selected for Telephone Interview (email sent to Hiring Manager/Assistant, Approval Complete
VP/Provost, Level1)
Interviewed by Phone (email sent to Hiring Manager/Assistant, VP/Provost, A
Level1) ] ) B . Submits to
\Slgllzize‘:io\;:r I?er:,-;.‘;:;npus Interview (email sent to Hiring Manager/Assistant, s;;eﬁ:entr:,ovrm _ '.E'_"a" sent to VP of HR,
Interviewed in Person (email sent toHiring Manager/Assistant, VP/Provost, i Hiring I:A/;?;?:J‘/)A;swtant,
Level1) ’
Recommend Candidate for Hire (begins Hiring Proposal Action) Relz_cer\tll(;ln:ént
Not Hired .
Offer Letter Extended, Not Accepted (need to select Not hired reason) "
Hired r Scope) —~ Sample L ssword
Hiring Manager (personal scope) — supervisormanager/password

Not Hired Reasons Search Committee Chair (personal scope) — searchchair/password
Does not meet minimum qualifications Level1 User (departmental scope) — level1/password
Not Authorized to work in the US Level 2 User (departmental scope) — level2/password
Declined Job Offer — Salary Budget and Finance (departmental scope) — budgetfinance/password
ge_‘;"("‘id ;zb O:fe"l' tOth_e" VP/Provost (college scope) — vpprovost/password
Uz'f:vo;m:;vef::e: cintl:lﬁ:vck Presid_ent (college scope) - presideljt/password
Other Recruitment (college scope) - recruit/password
Interviewed — Experience Does Not Match Compl/Classification (college scope) - humanresources/password
Unable to Contact VP of HR (college scope) = vpofhr/password
Withdrew Application Affirmative Action (college scope) — affirmativeaction/password




Broward College (539)

Performance Evaluation

Professional and Technical Staff Evaluation
Hiring Manager/ . .
. HR Sends Email Su?)erviso?' Submits to .S.me'ts to Submits to
to HM outside of starts > Employee » Hiring Manager »  Employee to Submits to HM Submits to Level 2
PA Evaluation for meeting Sign off
: )
" !f ItEv:Iuatliotn ‘;st mark:dt asE bel:)W, Evaluati ' HREntersinto | Submits to
rint completed to sena to Employee ;| valuation i Exceland CID
Relations B Completed |4 — (Possible ¢ | Clascs?:i'::g/tion
Outside ofPA o L1 Intergration?)
HR Sends Email
Administrator Evaluation . toHM ;L:side of
© HR Sends Email Hiring Manager/ Submits to . Submits to Submits to
| to HM outside of Supervisorstarts | _ p| Employee to »  Submits to HM p| Submitsto | . Hiring Manager Employee to
PA Evaluation by meeting Approve Goals Employee for meeting Sign off
S with employee ] H
Submits to HM
T e)=9S le L ogin/Password
Hiring Manager (personal scope) — supervisormanager/password
Search Committee Chair (personal scope) — searchchair/password
Level1 User (departmental scope) - level1/password : Y
Level 2 User (departmental scope) ~ level2/password Submi
Budget and Finance (departmental scope) - budgetfinance/password Submits to VP/ uc;n|1l1ts/t°
VP/Provost (college scope) — vpprovost/password Provost Classifi cl:\ti on
President (college scope) - president/password
Recruitment (college scope) - recruit/password
Compl/Classification (college scope) - humanresources/password Y
VP of HR (college scope) = vpofhr/password HR Enters into
Affirmative Action (college scope) — affirmativeaction/password Evaluation Excel and CID
Completed (Possible
Intergration?)




