THE CITADEL
STUDENT RECRUITMENT INSTRUCTION SHEET

STEP 1 - INITIALIZING RECRUITMENT REQUEST

1. Complete the Recruitment Request located on the Forms Menu, Human Resources web. Ensure that both
the Supervisor and Department Head have signed the form.

2. Forward a copy of the Position Description and a signed copy of the Recruitment Request to the
Temporary Employment Coordinator in Human Resources.

3. Once Human Resources approves the Recruitment Request, the Temporary Employment Coordinator will
create a job search ad and forward a copy to the hiring department for approval.

STEP 2 - RECRUITMENT

1. Upon receipt of ad text approval via email by the requesting department, the ad will be posted on The
Citadel website, in the Student Employment Bulletin and departmental bulletin boards located in around
campus.

2. All qualified employment applications will be forwarded to the hiring department for review when: 1) a
sufficient number of applications have been received; 2) the department requests all qualified applications
received to date; 3) the position closes and screening has been completed.

STEP 3 - INTERVIEWING

1. Complete the Interview Form located on the Forms Menu, Human Resources web, by listing all applicants
interviewed and the selected candidate.

2. Submit completed Interview Form and return all applications to Human Resources.

STEP 4 — HIRING APPLICANT

1. Complete the Request to Fill Student Position in One-Stop.
2. Once the Request to Fill is approved, Human Resources will make a job offer to the qualified candidate.

3. Hiring department will be notified when hiring action is complete.




THE CITADEL

STUDENT RECRUITMENT REQUEST

Use this form to advertise for Work Study (WS) and Cadet Student (CS) positions.

. REQUESTING DEPARTMENT

(The requesting department must attach an updated/ approved position description form)

Department: Position Number: Position Title: Work Hours:

Last Incumbent: Date Vacated:

Recruitment Period:  [] 1 Week [ 2 weeks [ other: (Specify) :

Il. METHOD OF ADVERTISING

[ Department/Academic Area Only [ Interdepartmental (Depts. within VP Reporting Area) [ Regular Distribution

lll. HIRING DELAY WAIVER

[J Agree with hiring delay [J Request waiver of hiring delay
Justification:
Supervisor Date Department Head Date
HR Director Date

IV. HUMAN RESOURCES

JVN: Recruitment Period:
[ verified PO# [ verified Classification
Pay Band: Funding Amount Available: Department Areas Advertised:
Comments:
HR Manager Date HR Specialist Date
HR-104

SUBMIT COMPLETED FORM WITH
POSITION DESCRIPTION TO HUMAN RESOURCES
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