HIRING MANAGER TOOLKIT
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This “virtual manual” is a compilation of the resources available to assist hiring managers in conducting the recruitment
and selection process for classified job openings. This includes the use of VTHR to post openings and manage applicants.
While most temporary jobs and some exempt postings are recruited using the same process as the classified service,
there are some exceptions. Please discuss any questions with your HR Representative or Recruitment Services.

Phase/Activity Resource/Links
General Knowledge
e Policies & Procedures Key Recruitment Policies and Guidelines (pdf)
Fair & Legal Recruitment (self-directed training video)
e Process Recruitment Checklist for Hiring Managers (pdf) Web

page: Manage Your Job Opening

Preparation

e OQverview Recruitment Readiness (self-directed training video) Pre-
Recruitment Planning Worksheet (pdf)

e Job Analysis Guide to Interviewing & Reference Checking (pgs 8-10)

External Resources:

Job Analysis - Office of Personnel Management Job
Analysis at the Speed of Reality (article)

VT Department of Labor Occupational Information Center

Job Posting
e Create aJob Opening SuccessFactors Hiring Manager User Guide page 10 (pdf)
e Approve recruitment SuccessFactors Hiring Manager User Guide page 15 (pdf)
Advertising Advertising Worksheet (pdf) Coordinated
Ad Instructions (pdf) Independent Ad
Instructions (pdf)
Web page: Advertising
Interviewing & Selection Guide to Interviewing & Reference Checking Web
page: Candidate Selection & Hiring
External Resources:
Uniform Guidelines on Employee Selection Procedures of 1978
(EEOC)
EEOC Federal Regulations and FAQs
Applicant Documentation SuccessFactors Hiring Manager User Guide page 23 (pdf)
Interview Status SuccessFactors Hiring Manager User Guide page 34 (pdf)
Rejecting Applicants SuccessFactors Hiring Manager User Guide pages 27, 36, 37, 39 (pdf)
Offers SuccessFactors Hiring Manager User Guide page 35 (pdf)
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https://humanresources.vermont.gov/content/key-recruitment-policies-and-guidelines
https://www.youtube.com/watch?v=YQc25aYXsi4
http://humanresources.staging.vermont.gov/sites/humanresources/files/documents/DHR-Recruitment_Recruitment_Checklist_for_Hiring_Managers.pdf
http://humanresources.vermont.gov/talent-acquisition/recruitment-process-resources/managing-job-opening
https://www.youtube.com/watch?time_continue=547&v=W3AP3SQq03s
http://humanresources.vermont.gov/sites/humanresources/files/documents/Strategy%20Call%20Form.pdf
http://humanresources.vermont.gov/sites/humanresources/files/documents/Strategy%20Call%20Form.pdf
https://humanresources.vermont.gov/content/guide-interviewing-reference-checking
https://www.opm.gov/policy-data-oversight/assessment-and-selection/job-analysis/
http://www.angelfire.com/ak5/ceul_evaldesemp/11.pdf
http://www.angelfire.com/ak5/ceul_evaldesemp/11.pdf
http://www.vtlmi.info/oic.cfm
https://humanresources.vermont.gov/content/successfactors-hiring-manager-user-guide
https://humanresources.vermont.gov/content/successfactors-hiring-manager-user-guide
http://humanresources.vermont.gov/sites/humanresources/files/documents/DHR-Recruitment_Advertising_Worksheet_0.pdf
http://humanresources.vermont.gov/sites/humanresources/files/documents/Staffing/Recruitment/DHR-Recruitment_Coordinated_Ad_Instructions7.17.pdf
http://humanresources.vermont.gov/sites/humanresources/files/documents/Staffing/Recruitment/DHR-Recruitment_Coordinated_Ad_Instructions7.17.pdf
http://humanresources.vermont.gov/sites/humanresources/files/documents/DHR-Recruitment_Independent_Ad_Instructions.pdf
http://humanresources.vermont.gov/sites/humanresources/files/documents/DHR-Recruitment_Independent_Ad_Instructions.pdf
http://humanresources.vermont.gov/talent-acquisition/advertising-and-social-media-options
https://humanresources.vermont.gov/content/guide-interviewing-reference-checking
http://humanresources.vermont.gov/talent-acquisition/candidate-screening-and-selection
http://www.shrm.org/legalissues/federalresources/federalstatutesregulationsandguidanc/pages/uniformguidelinesonselectionprocedures.aspx
https://www.gpo.gov/fdsys/pkg/CFR-2014-title29-vol4/xml/CFR-2014-title29-vol4-part1607.xml
http://www.eeoc.gov/policy/docs/qanda_clarify_procedures.html
https://humanresources.vermont.gov/content/successfactors-hiring-manager-user-guide
https://humanresources.vermont.gov/content/successfactors-hiring-manager-user-guide
https://humanresources.vermont.gov/content/successfactors-hiring-manager-user-guide
https://humanresources.vermont.gov/content/successfactors-hiring-manager-user-guide

