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Summary

The following information will explain the process to create, post, and recruit for University of Missouri Extension positions, including benefit-eligible staff positions, benefit-eligible academic/faculty positions, and non-benefit eligible positions.
 

Definitions

· Temporary vs. Regular
Temporary / Part-time / Non-Benefit Eligible: Temporary: “Temporary” positions are non- benefit eligible positions that meet one of the following criteria:

1. non-exempt position that is less than 75% FTE

2. non-exempt position that is expected to work less than 1500 hours from Sept 1 – Aug 31

3. exempt position that is less than 75% FTE

4. exempt position that is less than a six month appointment
Regular / Benefit-Eligible: Benefit-eligible positions; positions which are expected to work at least 75 percent FTE with an indicated appointment duration of at least nine months. 

· Academic vs. Staff

Academic / Faculty: Teaching and research positions; positions with an identified Occupational Classification Code (OCC) between 20 and 29; on contract (i.e. through 08/31).

Staff: Administrative, Service and Support positions (non-faculty positions) such as office, fiscal, grant and administrative positions; program assistants/associates; continuing education coordinators; information technology positions; executive/professional positions; and other non-faculty positions.

· OARS vs. OAPA
OARS: Online Academic Recruitment and Selection System; application tracking system which documents the review and approval of the search and hiring processes for faculty positions.
OAPA: One Application Per Applicant is the database system which is used to post staff vacancies with campus HRS, enable applicants to apply on-line and provide the hiring supervisor with a secured URL (“MU Online Job Application Managers Console”) to retrieve qualified applications.
· New Position - A new position is one which has not been filled in the past and/or does not have a Peoplesoft Position Number assigned. 

Procedures 
1)

New Position – Obtain Position Classification information

To determine if the vacancy you wish to fill is considered a “new position”, check with your Extension Human Resources department. If the position is new, follow one of the following procedures:  
A) Temporary Positions: To obtain the position classification information (i.e. MU title, pay range, minimum qualifications, Peoplesoft position number, etc), email the position description to Extension Human Resources. An HR representative will contact you with the necessary information as soon as possible.



B) Regular Positions: To obtain the position classification information (i.e. MU title, pay range, minimum qualifications, Peoplesoft position number, etc), contact Extension HR to determine if a vacancy already exists. Otherwise, a Position Classification Questionnaire (PCQ) is needed to create a new position* or reclassify an existing position. The PCQ should be completed by the employee, supervisor and/or director and sent to Extension HR for division review. 


Form can be downloaded from:  http://hrs.missouri.edu/forms/hiring/index.php 


Tips when completing the form:


College/Division
= “University Extension”


Dept Code
= i.e. EEXTADMIN or leave blank if you do not know


Dept Name
= i.e. OSEDA, CDIS, Business Development, 4H, etc.


Job Desc ID
= leave blank 


PS Position #
= leave blank 


Description and duties
= include as much information as you have on the functional job description in order to assist us with identifying an accurate University title and FLSA classification.



Email the completed form with the approved department signatures to hrdext@missouri.edu (outlook = UM EXT-HRD). A MU Extension Human Resources associate will contact you after receiving the PCQ. Extension HR and campus HR will review the PCQ to determine the appropriate FLSA classification (exempt vs. non-exempt) and University title. 

2)

Post Vacancy


To post the vacancy, follow the applicable step as outlined below:




A) Temporary Positions: At this time, temporary positions may be posted through campus HR or locally without going through the campus website. To post the vacancy on the campus website and retrieve applications on-line, see the information below (regular staff positions). 



B) Regular Staff Positions:  A Personnel Requisition form must be completed and emailed to Extension HR for further processing. The information on the Personnel Requisition form will be used by campus HR when posting the position on the campus HR website. Specifically, the position responsibilities, preferred qualifications and hiring range will be listed as indicated on the Personnel Requisition. Minimum qualifications will be determined based on the University title classification.


Form can be downloaded from: http://hrs.missouri.edu/forms/hiring/index.php   



Tips when completing the form:


Duties and Responsibilities
= the information here is what will be on the MU website. 

Hiring Range
= include the minimum of the range up to the maximum budgeted for the position; 


Dept/Division Approvals
= include who has approved this vacancy to be filled.



Email the completed form with the approved signatures to hrdext@missouri.edu (outlook = UM EXT-HRD).  


Once this position has been posted, an email will be sent to the hiring supervisor and/or the person named to receive the applications. 



The position will be posted on the campus HR website at: http://hrs.missouri.edu/find-a-job/staff/index.php 


C) Regular Academic Positions:  



To obtain approval to post a benefit-eligible academic position, the following is required per OARS regulations:

a) Position Justification – What justification do we have for recruiting for this position?

b) Position Description – Approved position description of the responsibilities of the position.

c) Sample Advertisement – An actual ad that could be placed in written material.
d) Recruiting Methods – Where will advertising be placed?

e) Criteria for Selection – List of minimum qualifications that any applicant must meet before being considered for an interview.

f) Application Requirements – List of what documentation is required; i.e., application, cover letter, resume, copies of all academic transcripts, etc.  

g) Funding – Division Code and MoCode

h) Distribution List – Who needs to approve and review the various levels of OARS?

i) Committee Members – Who will be on the personnel team?



Provide the above information to your OARS contact in order to initiate the posting process. If your department does not have an OARS trained individual, Extension HR will be your OARS contact person.



Once the position has been approved for posting, the vacancy will be posted on the Extension website at: http://extension.missouri.edu/careers/ (see current positions available). 
3)

Minimum Posting Period


A) Temporary Positions: There is no minimal posting period required for temporary positions.



B) Regular Staff Positions:  A minimum of five (5) or ten (10) business day posting period is required for all regular staff positions.  Positions which are determined to be “underutilized” (lacking women or minorities) must be posted for a minimum of ten (10) working days. All other positions require a minimum of five (5) working days.



Campus HR will determine which positions are underutilized.


C) Regular Academic Positions:  A minimum of ten (10) or thirty (30) business day posting period is required for all regular academic positions. Positions which are posted as “Employees First” must be posted for a minimum of ten (10) working days. All other positions require a minimum of thirty (30) working days. 

4)

Recruiting


The hiring supervisor and/or designee are responsible for recruiting including identifying, developing and submitting web postings and/or newspaper advertisements. Costs for such recruiting are covered by the hiring department.


At minimum, advertisements should include the following:




a) Job Title  



b) Vacancy #




c) Brief description of duties/responsibilities




d) Preferred qualifications (i.e. “The ideal candidate will have ….”)




e) Position location (if other than Columbia, MO)




f)  Phone number for inquiries/questions




g) Website for application and minimum qualifications:


Campus HRS website: https://jobs.missouri.edu/   



OR



An Extension website which will include a job announcement directing candidates to the campus HRS website above.

h) “EEO/AA/ADA”


If you would like assistance with developing and/or reviewing an advertisement or web posting, or processing recruiting efforts, please contact your Director or Extension HR department.

5)

Applications Received  


A) Temporary Positions: If a personnel requisition was processed in step 2 above, then follow the same procedures as outlined in “B)” below. Otherwise, applicants may submit an application and/or resume directly to the hiring supervisor for further consideration. 

B) Regular Staff Positions:  Candidates must apply at https://jobs.missouri.edu/ by completing the on-line application and selecting the appropriate job.



Campus HR will review applications and determine if they meet the minimum qualifications. Qualified applicants will be forwarded to the hiring supervisor’s secured URL for viewing and/or downloading.



Hiring supervisor or designee may proceed with screening applications based on additional preferred qualifications, conduct reference checks, and interviews. Only applications that have been reviewed and approved by campus HRS may be considered for the position.

C) Regular Academic Positions:  Candidates must submit the required materials to the OARS contact person, who will process the information and send copies to the hiring supervisor and/or search committee chair after the minimum ten (10) or thirty (30) day posting period. 



The search committee must ensure that candidates considered for an interview have met the minimum qualifications. Any candidate who has not met the minimum academic and years of experience qualifications as stated on the job posting must not be considered.

6)

Application Material Review


Candidates, who pass the minimum qualifications as stated on the job description, may be considered for an interview. Additional criteria may be evaluated based on the preferred qualifications.



A) Temporary Positions: The hiring supervisor should maintain documentation for future reference if needed.



B) Regular Staff Positions: The hiring supervisor should maintain documentation for future reference if needed. A form indicating who was interviewed and reasons for non-selection will be required after the position is filled.



C) Regular Academic Positions: The hiring supervisor should maintain documentation for future reference if needed. In addition, “HRD Form #1” sent with the applications, must be completed by each person on the search committee and returned to the OARS contact person.

7)

Conduct Reference Checks


At least 2-3 reference checks should be conducted for all candidates invited to interview. A sample reference check form can be found at http://extension.missouri.edu/hr/EmpDoc/Reference%20Check%20form.doc. 


Maintain copies of the reference checks to review with the search committee.

8)

Conduct Interviews


Interview questions should be developed. Sample interview questions can be found at http://extension.missouri.edu/hr/EmpDoc/Interview%20Question%20Samples.doc. 


Extension HR is available to help develop and/or review interview questions if desired. 



Hiring supervisor is responsible for maintaining documentation regarding questions asked and answers received.



Due to the criminal background check policy, it is advisable that candidates be informed of the following: The University of Missouri processes national criminal background checks (CBC’s) including guilty pleas, criminal convictions, and Sex Offender Registry’s. If you have any concerns regarding your ability to be hired with MU as a result of these screenings, you may contact our HR Manager at 573-882-4721 or email her at adamsmel@missouri.edu. 
9)

Obtain Hire Approval


Once interviews have been conducted and a qualified candidate has been identified, the hiring supervisor may submit a request to hire to their supervisor/director as departmental operating procedures require. 



Once departmental approval has been obtained, extension administration and campus approval is required.  


To obtain approval to make an offer of employment, follow the steps below.



A) Temporary Positions: Same as “Regular Staff Positions” below.



B) Regular Staff Positions:  Email the following information to Extension HR



1) Application of candidate to be offered the position



2) Offer letter


Template offer letter can be found at:  http://extension.missouri.edu/hr/index.html under Employment Tools, Forms & Letters.



3) Justification for offer rate




4) If applicable, completed salary calculation spreadsheet.

For Program Associate and Program Assistant positions a Salary Calculation Spreadsheet must be completed.  http://extension.missouri.edu/hr/index.html 

under Compensation Tools, Forms & Letters.

5) If applicable, information technology competency matrix level identified and justification.

For information technology University titles (i.e. user support analyst, system support analyst, programmer, etc), an “IT Competency Matrix” must be reviewed (http://hrs.missouri.edu/policies-and-procedures/pay-and-compensation/compensation-and-classification/information-technology-titles/index.php) and an appropriate level identified (entry, specialist, expert, or principal). The hiring supervisor should determine what technical level and expertise the candidate is to be hired at based on technical expertise, problem solving & analysis, communication & interaction, and leadership as described in the “IT Competency Matrix. 



C) Regular Academic Positions:  Email the following information to your OARS contact person




1) Application of candidate to be offered the position



2) Offer letter


Template offer letter can be found at:  http://extension.missouri.edu/hr/index.html under Employment Tools, Forms & Letters.



3) Justification for offer rate




4) If applicable, completed salary calculation spreadsheet.

For Regional Specialist and Regional Extension Associate/Educator positions a Salary Calculation Spreadsheet must be completed.  http://extension.missouri.edu/hr/index.html 

under Compensation Tools, Forms & Letters.


5) Documentation required for OARS processing and approvals:

a) Names of candidates not interviewed and reasons

b) Name of candidates interviewed

c) Ranking of candidates to be considered for hire

d) Reasons for other candidates to not be considered

10)
Making the Offer



Once Extension and MU Campus approvals have been received, your OARS contact person will email you the following:

1) Approved offer letter

2) Disclosure To Employment Applicant (CBC Form) with header information filled out

3) Summary of Rights Under the Fair Credit Reporting Act.



The hiring supervisor may proceed with giving the final written offer by providing the above three forms to the candidate. All offers are made contingent upon a successful criminal background check and therefore cannot start employment until the CBC has been cleared.

11)
Offer Acceptance, Criminal Background Check initiated, EmplID requested
Once the candidate has accepted the offer, the hiring supervisor shall:

1) remind the candidate that the Disclosure to Employment Application Form must be faxed as directed ASAP 

2) provide Extension HR with the signed offer letter (faxed to 573-882-2595 or email pdf file)

*
Extension HR will initiate the CBC as well as obtain an EmplID needed for new-hire paperwork and obtaining an email address. 

* 
Once the background check has been completed, campus HR will send the hiring supervisor an email confirmation. FORWARD this email to Extension HR to ensure new hire paperwork can be processed timely.


For more information about the criminal background check policy, contact your Extension HR department and/or visit http://www.umsystem.edu/ums/departments/hr/manual/ .
12)
Determine Employee Start Date


Start Dates may vary depending on the situation. However, in no circumstance may an employee begin before hire approval has been received, a criminal background check has been completed, and the new employee paperwork has been processed.



Here are some key points to consider:



A) UM new hire or transfer employee - If the employee is new to the University of Missouri then the employee’s first day of employment is contingent on payroll deadlines (see below), orientation and training schedules.  If the employee currently works for any University of Missouri department (either part-time or full-time), then the first day must be the start of a pay period.



B) Payroll Deadlines for Bi-weekly paid employees - New hire paperwork must be completed and sent to Extension HR no later than the first Wednesday of the pay period in order to receive a paycheck on time. Paperwork submitted after this will delay the employee’s paycheck until the pay period in which the deadline is met.


Biweekly pay periods are two weeks, beginning on Sunday and ending on Saturday.


C) Payroll deadlines for monthly paid employees - New hire paperwork must be completed and sent to Extension HR no later than the 10th of the month in order to receive a paycheck at the end of the month. Paperwork submitted after this will delay the employee’s paycheck until the month in which the deadline is met.

13)
Payroll Paperwork


Once the offer has been accepted, proceed with new-hire paperwork and notification to payroll staff if necessary (i.e. Form 54 for Cooperative Extension).



A copy of the criminal background check email received from campus HR must be included in the employees new hire paperwork. 



New hire paperwork must be completed and sent to Extension HR (205 Whitten Hall, Columbia, MO 65211) no later than the employees first day of work or the first Wednesday of the pay period, which ever comes first. New hire forms can be found at: http://www.umsystem.edu/ums/departments/fa/management/records/forms/human/ 


To expedite the process, please make sure steps 12 and 13 are completed prior to the employee beginning employment.

14)
Candidate Rejection / No Interest Letters


The hiring supervisor or designee is responsible for notifying candidates that the position has been filled. Mail out “no interest letters” on letter head and retain a copy for your files. 



Template letter can be found at: http://extension.missouri.edu/hr/EmpDoc/No%20Thank%20You%20Letter.doc 
15)
Selection Documentation (for regular staff positions only)


A “Selection Documentation” form must be completed and emailed to campus HR to document the interview decisions. 

16)
Records Management


It is recommended that the following be submitted to Extension HR for records management and USDA Civil Rights Compliance Review audits: 



1) Review of application materials (i.e. HRD form #1)




2) Application review decisions:





List of candidates who applied;





Reasons for no interview;





Reasons for interview;





Reasons for no job offer;





Reasons for job offer.




3) Interview question and answers




4) Reference checks




5) Copy of “no interest letters” sent




6) Recruiting efforts (copy of web postings, advertisements, etc if applicable)

See Also: 

Advertising Tips

Sample Newspaper Advertisement
Sample Web Posting Job Advertisement

Recruit and Hire Checklist
