DATE | SSUE REVI SI ON PAGE

ADMINISTRATIVE SUBJECT

POLICIES AND PROCEDURES MANUAL APPO NTMENTS

SUB- TOPT C
CLASSI FI ED SERVI CE, Conti nued

APPO NTMENT PROCEDURES
APPLI CATI ON FOR EMPLOYMENT

Prior to being considered, all applicants nust conplete, and have on file in

the Hunan Resources Office, an "Application for Enploynent" form (see Exhibit D1).

EXI STENCE OF AN OPENI NG
When a Classified staff opening exists or is anticipated, the adm nistrative

of ficer nmust subnmit the Request for Appointnent (see Exhibit D2) and an RFA Addendum
form (see Exhi bit D2A), as explained under "Posting of Openings," page D2-120.7, to
the Hunman Resources O fice which provides a nmeans for the admi nistrative officer to

i ndi cate specific job related information concerning the open position. Each

subm ssi on should be made well in advance of the proposed appoi ntment date to provide
adequate time for determ ning funds availability and to insure conpliance with UTD

policies, Federal and State |aws, and Equal Enploynent/Affirmative Action guidelines.

SECURI NG PERSONNEL ADVI CE

Prior to initiating procedures for the enploynent of new personnel, admnistrative
of ficers should secure advice fromthe Human Resources O fice regarding
classification and sal ary/wage rates. Generally, the starting rate is at the

m ni mum | evel for that particular classification.

| NTERVI EVB
Al initial interviews and screening of applicants will be conducted by the Hunman
Resources Office. After the initial screening and interview, successful applicants
will be referred to appropriate adm nistrative officers or supervisors for additional

i ntervi ew ng.

PRI OR COVM TMENTS
Persons nay be considered for appointnent only after the applicant has been
cleared by the Hunman Resources Ofice as to work eligibility in the various
classifications. Conmitnments nade by adm nistrative officers or supervisors to

i ndi vidual s wi thout prior clearance cannot be honored.




