[image: ]

	PAIRE Recruiting and Hiring Procedures

	Recruiting

	Step One – Initiating a Job Posting:  Contact the Human Resources Department at    hr@paire.org.  Your Human Resources Generalist will send you the Personnel Authorization Form (PAF), a job description template, and an Interview and Hire Record.


	Step Two – Forms to Complete for Posting:  Complete Sections A, B, and C of the PAF and prepare the job description.  Your Human Resources Generalist can send you samples of existing position descriptions to assist you in completing or updating the form.


	Step Three – Returning the Forms:  Send the completed PAF and the signed PAIRE job description back to your Human Resources Generalist for review and approval by our Contracts and Grants Department.  


	Step Four – Approval to Post:  Upon approval from the Contracts and Grants Department, your position will be posted as per your instructions.   You will be notified when this occurs.  Please note that in compliance with our Affirmative Action Plan, all PAIRE positions must be posted on our website and that of the California Employment Development Department.


	[bookmark: _GoBack]Step Five – Reviewing the Resumes:  Resumes of minimally qualified applicants will be sent to you or your designee for review.  If you decide to schedule interviews, please inform your Human Resources Generalist so that we may send the candidate(s) the appropriate PAIRE forms to complete prior to the interview.  You must check the references of any candidates that you seriously consider for the position.


	Hiring

	Step Six – Selecting a Candidate:  Upon selection of a candidate for your position, please inform your Human Resources Generalist so that an appropriate salary and a start date may be confirmed.  Please bear in mind that an approved Without Compensation (WOC) appointment through the VA is required of all PAIRE employees.


	Step Seven – Finalization of Hiring:  PAIRE HR will return the PAF to you in electronic format.  Complete Section D of the PAF, print and sign and return it along with the completed Interview and Hire Record to your Human Resources Generalist.  


	Step Eight – Notifying the Candidate:  You may contact the candidate and offer him/her the position verbally.  PAIRE Human Resources Department will follow up with a written job offer and instructions to the candidate for items they will need to complete prior to their start date.




5/23/11
image1.png




