Hiring Process for Non-Exempt Staff
1. Initial Steps for Vacancy Announcement
· Non-exempt positions may be filled throughout the year as vacancies occur.
· Regional Business Manager posts the position in the DASH system.
· Positions must be posted for a minimum of seven (7) calendar days before screening of applicants may begin.
· A search committee is not required for non-exempt positions; however, a committee is recommended consisting of County Director, Ag committee member, Region Staff and County Staff.

2. Screening and Applicant Review
· County Director may begin reviewing applications.
· Screening criteria should align with the approved position description.
· County Director will do an initial phone screening of the candidates
· County Director determines which applicants will be selected for the in-person interview.
· County Director will notify the regional office of the selected candidates.
· County Director will notify Regional Business Manager of candidates that are not selected to interview for disposition in DASH. 
3. Interview Process
· County Director  schedules and conducts interviews. 
· Interviews may be conducted in person, by phone, or virtually.
· Interview questions should be consistent across candidates and aligned with job requirements.
· Notes and documentation should be maintained to support selection decisions at the hiring location.
· If a skills or technology assessment is used, it should be administered consistently across candidates.

4. Post-Interview Evaluation and Offer
· Following interviews, the County Director provides the Regional Business Manager and Regional Director with:
· The name of the selected candidate
· The anticipated start date
· The names of all interviewed candidates
· A reason for non-selection for each interviewed candidate not selected
· [bookmark: _GoBack]Region office obtains salary approval from Human Resources Business Consultant (Cindy Lay).
· Region Director or County Director extends a verbal offer to the selected candidate. 
· Business Manager enters the offer into the DASH system.
· Candidate receives a background check request via email.
· Candidate receives an official offer letter via email for acceptance.

5. Finalizing the Hiring Process
· County Director contacts other interviewed candidates to notify them of the hiring decision. 
· Regional office dispositions all remaining applicants that were not selected in the DASH system.
· Regional office emails the County Director the employee’s offer letter and onboarding email; I-9 instructions are sent in a separate email. 
· County Office works with the Regional Office to ensure the new hire completes the I-9 process prior to the start date.
· Regional Business Manager notifies IT staff to establish email access and required system permissions.
· County Director coordinates with regional IT staff regarding computer setup and technology needs.
· Regional Office orders a name badge for the new employee.
· Supervisor will setup a calendar reminder of the 6-month probationary period. 
· Regional Office adds the new hire to appropriate email distribution lists.
· Regional Office will assign a mentor to the new employee.
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