Need to Hire an Employee (new or promotion) - Division to Human Capital
Committee

Committee Receives
Request from Division

No Yes

Committee Reviews request
Ta_determine if position is needee

Yes

s“there someone within the dept ©
division that can take over the dutie

Returned to the Division as
Denied and If a position exists -
communicate to HR to Delimit
position from the org unit using

L

Recommend a
Transfer due to

ZHRPAR
an it wait 90 days to be

filled? redundancy or
additional duties for a
12 position
HR will conduct
quality _
assurance Communicates
audits to with departments
capture used Yes No involved
positions Return to_
Return to Requester with
Requested with an approval to
a delayed post
approwal to post Is it a Transfer
No
Communicate to
employee new Process an Edf@isy
CFO works with the duties Advisor. if salary
Dept for the salary lapse change is needed
transfers (non-cla[ss only)
Department Receives Department
Approval to Post Request the
transfer using

ZHRIlDAR

HR will process
and review
proposed salary




Need to Hire an Employee (new or promotion) - Human Capital Committee to the

Department

No

Request a
Allocate/post
ZHRPAR with the
note from the
committee to hold

for 6 months

H

Department Receives
Approval to Post

No

Immediate post
Approval?

Current Position?
Yes\/

Request an
Allocate/post
ZHRPAR with

the note of

approval to post

OHR will review
PCQ for Proper
Classification and
reject the ZHRPAR
to "start the clock"

HR will review
for proper
classification

notify

C

After 90 days
the dept will
resubmit the
rejected
workflow for HR
processing

HR will allocate
T ==

department if
changes are
needed

Yes

No

Request to
Post ZHRAD
with the note

from the
committee to

hold for 6

months

Immediate post
Approval?

Yes

Request to
Post ZHRAD
with the note of
approval to post

’J

HR will review for
proper classification
notify department if
changes are needed

HR will review for proper

classification notify
department if changes
are needed

and post the
position

OHR Wll|_|! reject
the ZHRAD to
"start the
clock"

After 90 days
the dept will
resubmit the

HR will post the
position

rejected
workflow for HR

processing

Position posted
on web



Need to Hire an Employee (new or promotion) - Once the Position is Posted

Position is
posted on the
Web

The position is
posted

Using ZHRAPP - optain qualified list of
applicants

Dept must review for quality assurance

to see if the applicant completed application
accurately versa resume and other information provided

No Yes
elected someone fro

Dept Delimits
applicants
using ZHRAPP

Sends email to
Ask Recruitment
to reopen for an
additional 14
days

MS using ZHRAPP=

Yes

elected someone to hire usi
ZHRAPP? Remember to review
resume and app for QA

review posting to
see if any

changes are
neede

|
Dept Delimits

applicants
using ZHRAPP

Dept runs the Equity
Advisor on the applicant
Prior to making an offer
(non-class only) or verify
classifed salary with HR

meet the salary
guidelines?

Yes

Appeal of the
salary will have
to be presented

to the Human

Capital
Committee

Department
submits a
ZHRHIRE




Hiring an Empll'oyee

No

Department
has submitted
a ZHRHIRE

will review to ensure applicant
requirements that were posted for this
position - Does the Applicant meet
requirments?

Inform Dept that
applicant is not

qualified and can not
be made the offer -
works with
department to reopen
to the Public for an
additional 14 days

No

OHR
communicate
with dept to
delimit all
applicants

Dept uses
ZHRAPP to
delimit apps and
informs HR of

HR will
complete the
PA40/PA30 for
a New Hire or
Rehire

Yes

completion

his a New
or Rehire?

No

HR will conduct
quality
assurance

Yes

Make offer
to Applicant

id the dept delimit a
applications using
ZHRAPP?

dept

& within guidelines:

* SSN
*Birthday

Rejected and
returned to the

*Salary

Dept will
complete the
proper PA40

HR will process
the Transfer

transaction -
New Hire, Rehire
or Position
Change

Informs dept if

including salary | any issues are

review

found for
correction

and inform dept
when
completed




i |

Equity Advisor - New Hire, Rehire, Promotion, Reclassified or Transfer for Non-
Classified, Non-Faculty =

Salary research must be completed prior to offer or final
communication to employee

Run the Equity Advisor for non-classified, non-faculty positions using divisional or dept protocol to
the finalized stage of Equity Advisor, Classified position needs to be verified with HR

Equity Advisor will
have to be reran if
Yes non-classified

DiviSion or dept level deni
request

Yes

(reclass)

novement in salary range
levels or current salary is
elow the minimum of thé

appropriate range”

e proposed salary a
below the recommended
entry rate?

No salary
increase

Yes

No

Yes
Make offer to
Salary increase candidate
No | up to the entry
rate or 10%,
whichever is
greater

urrent salary ate
above new salary ent
rate?

Process
ZHRHIRE

Yes

Salary increase
up to 10%

gree with sala

comme@/

No

Appeal Salary
recommendation to
Human Capital

committee




Equity Advisor - New Hire, Rehire, Promotion, Reclassified or Transfer

for Classified

Salary research must be completed prior to offer or final
communication to employee

Classified position must to be erified with HR

prior to offer
]

No Yes
is a new hire (new

this an Classified

s“this an upwal
movement in Pay

Yes

Options:

1) 10% increase

2) if 2 yrs of State senice &
exceptional qualified or
Labor Condition Position -
can start up to base if
10% does not put EE at or
abowve based of new pay
grade

rehire to UAMS)

Non-Classified to Classified Options:

1) Entry Rate

2) if 2 yrs of State senice & exceptional
qualified or Labor Condition Position - can
start up to base

3) If the position has a pre-approved salary
grid - use grid

4) No Salary increase or decrease as long
as the salary falls with the salary grade

ame Pay>. O

New Hire or Rehire Options:

1) Entry Rate

2) if 2 yrs of State senvice & exceptional
qualified or Labor Condition Position - can
start up to base

3) If the position has a pre-approved salary
grid - use grid

4) Can offer salary at the time they left if it
falls within the pay grade

Grade

Yes
1) 10% decrease

Same Grade Options:
1) No Salary increase
2) if 2 yrs of State
senice &
exceptional qualified
or Labor Condition
Position - can start
up to base if currently

base

maybe used

Lower Pay Grade Option:

2) if 2 yrs of State senice &
exceptional qualified or Labor
Condition Position - can start up to
if 10% does not put EE at
or abowe based of new pay grade
3) If the position has a pre-
approved salary grid the grid

below base
3) If the position has

Classified
position salary
must to be

a pre-approved salary
grid -

verified with HR
prior to offer

3) If the position has a pre-
approved salary grid - follow
the grid as long as EE
recieved at least the 10%

No Yes

Make offer to
candidate

No

Process
ZHRHIRE




