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RECRUITMENT PROCESS FOR CLASSIFIED EMPLOYEES 

 
 

                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  

    

An employee 
resigns or is 
terminated. 

Hiring Supervisor sends RP-1 
form (Request to Recruit for 
Classified/Wage Position) to 
Human Resources (HR) Attach-1 
 
Newly created jobs require an 
approved P-5A (Position Request 
and Pay Action).  Approved by 
hiring supervisor, Vice President 
and Budget. 

HR pulls or 
develops job 
announcement 

HR determines 
when the job will 
be posted, in 
consultation with 
hiring supervisor 
and based on the 
biweekly posting 
schedule. 

HR posts the job on NSU website and State Recruit 
(website) for a minimum of five (5) to 10 days or until 
filled as well as send out to a University-wide database for 
posting.  If no qualified candidates are found, may conduct 
an extended search (run the ad for 10 or more days). 

HR receives all 
applications and keys them 
into a database 

HR sends out 
response 
cards to all 
candidates 
(Acknowledg
e receipt of 
application). 

HR Generalist assigned to that 
Division would screen all applications 
to determine who meets the 
qualifications of the job. May ask 
Division for assistance in screening 
highly technical positions. (Technical 
Screen) 

 
HR will 
forward most 
qualified 
applications 
and forms to 
the hiring 
supervisor. 

Hiring supervisor 
composes the 
interview 
questions (HR 
approves). 

Hiring supervisor 
reviews the 
applications and sets 
up interviews (forms 
attached).  May 
select panelist for 
panel interview.  
Recommend diverse 
panel. 

Hiring 
supervisor 
may choose 
to interview 
all or some of 
the 
applicants. 

 
Go to page 2
 

Job 
description 
reviewed
  

VP determines if position is 
authorized.   
Reallocation Process - Budget 
 



 
                  

  
 
 
 
 
 
 
 
                  
           
 

 
    

Candidates interviewed and a 
candidate is selected by the 
hiring supervisor. 

References are checked by 
hiring supervisor. Use HR 
form. Will check work and/or 
personal references. (form 
attached). 

Hiring supervisor in consultation 
with HR makes the contingent 
offer to the selected candidate.  
Will also complete hiring form 
and return all forms and 
applications to HR (RP-4 Record 
of Interview/Selection Form) 

HR will run criminal and/or credit 
checks on the recommended 
candidate.  These checks will be 
based on the identified position.  
Checks take up to 48 hours from the 
vendor. 

If the position is designated as 
“sensitive” the candidate must 
undergo a fingerprint based criminal 
history check 

Transfers from other 
state agencies will 
follow the same 
procedures. 

Selected candidate is contacted by HR and 
asked to come in to complete authorization 
forms, and finger printed-based criminal 
history check.  A Contingent Offer Letter will 
also be available for the candidate. 

If the candidate is 
terminated,  HR 
notifies the hiring 
supervisor,  who can 
either select the 
second candidate on 
the list or readvertise 
the position. 

HR sends out a  
contingent offer 
letter of hire to the 
candidate with the 
start date and 
conditions of 
employment.  If the 
criminal history 
and/or credit check 
shows concern, HR 
will review and 
recommend wheter 
the indivudal should 
be terminated., 


