Classification/

Personnel/
Personnel

Payroll
Action Form

Position

Description Requisition
request Form

NON-CLASSIFIED SELECTION PROCESS

The non-classified selection/recruitment process
begins with a completed AHEC Non-Classified job
description that lists the following regarding the
position:

e Job Summary

e Essential Functions

e Financial Responsibility

e Principal Interaction

e Accountability or Responsibility
e Supervision of others

e Professional Requirements

e Unique Personal Characteristics

The hiring authority will define the expectations of
the position based on the criteria of the duty
statements. Once this has been finalized, the job
description needs to be signed by the hiring
authority, and the Executive Vice President.

The hiring authority will then determine the salary
range. The salary range is based on the salary band
definitions/compensation ranges for non-
classified positions.

Once the AHEC non-classified job description is
complete, forward it to Human Resources along
with the following forms:

e Current Organization Chart

e C(Classification/Personnel Requisition
Request Form

e AHEC Exemption Request Form (only used
for new, and or changes to an existing non-
classified position)

http://www.ahec.edu/hr/ExemptionRequestForm.p
df
http://www.ahec.edu/hr/RequisitionForm.pdf

The Classification/Personnel Requisition Request
Form is used to determine the action, type and,
funding of a position. Fill all the appropriate
information in each section of the form.

Position Information — Action, type

Budget Information — Funding

Approvals — Final approval (Signatures of Unit
Assistant VP and EVPA’s Chief of Staff)

Once all forms are completed and have been
approved along with the appropriate signature
authority, they can then be forwarded to Human
Resources for action.

Human Resources will review the job description,
and determine if the hiring authority anticipates
filing the position via a direct appointment or if a
selection process will be necessary. If a selection
process will be undertaken, Human Resources will
work with the hiring authority to craft the job
announcement (JA). Once the JA is completed and
approved, it will then be placed for announcement
in the designated publication for a minimum of one
week. During the announcement period, the
Human Resources and the hiring authority will
develop the selection methodology.

If a direct appointment is made (or after the
selection process has been completed) a
Background Disclosure and Authorization

Form will need to be filled out and set to Human
Resources. Once this is verified, the initial new hire
forms can be processed starting with a
Personnel/Payroll Action form (PPAF) to officially
appoint an employee.
http://www.ahec.edu/hr/PPAFForm.pdf

In order to streamline our process better, all forms
are located on the HR Website and are available in a
fillable format, and can be submitted electronically.
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