
	[image: image1.jpg]



	Hiring Manager

Pre-Posting

Checklist



Type of Recruitment:
	Regular
	
	Continuous
	
	Regional / Multiple Locations
	


	Job Class:
	     
	Position Control Number (PCN):
(if multiple, use section below to list all PCNs recruiting for)
	     

	Department/Division:
	     
	Region or Location(s):
(Use section below to list locations for multiple or  regional.)
	     

	Requisition #:
	     
	Number of PCNs being recruited for:
	     

	Hiring Manager:
	     
	Vacancy Date:
	     


Regional / Multiple Locations: 

	     



List of Multiple PCNs: 

	     



COMMENTS 

	     


	


	Attach this checklist to your requisition in addition to the Description of Duties and Pre-Interview Criteria.  Your Agency HR may have additional department specific requirements for attachments to the Requisition.  All required information must be received prior to posting your vacancy.


	If an eligible layoff candidate becomes available for the recruited position, you will be notified by Agency HR.   
	Understand: 


Permanent Position:

	Is there a current active submission in OPD?

I understand that recruiting while there is an active submission could potentially change the Position Description, requiring me to repost this position.
	Yes: 
	No: 

	I understand that I will need to update the position description for this position when one or more of the following questions warrant a “yes” answer:
	Understood: 

	Has a new primary duty been assigned?
	Yes: 
	No: 

	Has the supervisory authority assigned been changed or modified?
	Yes: 
	No: 

	Has the mission, goals, or objectives of the position or program been changed or modified?
	Yes: 
	No: 

	Have the essential duties been modified or deleted?
	Yes: 
	No: 

	Has the physical requirements and potential hazards section been modified?
	Yes: 
	No: 

	Has any other areas of the position description been changed substantially?
	Yes: 
	No: 

	Do you plan on sending this PD to the Classification section for an update in the next ninety (90) days?
	Yes: 
	No: 


Non Permanent Position:
	Have you requested and received an approved Non Perm request from DOPLR, Classification Unit?
	Yes: 
	No: 
	N/A: 



Multiple Location Recruitments:

	If you are recruiting in multiple locations and the recruitment results in a location change, Agency HR will not grant hire approval unless the Office of Management and Budget (OMB) has approved the location change.  
	Understood: 


Regional and Continuous Recruitments:

	If you are recruiting in multiple locations within a Region and / or recruitment for an extended period (up to 6 months), and you want to add additional PCNs to a “live” job posting, Agency HR Recruitment must be notified via email of the request prior to adding any PCNs to the Requisition.  
	Understood: 
	N/A:
 


All Recruitments:
	**In the comments section of the requisition, note any departmental policy information, such as approvals or any other information necessary for the recruitment**

	Have you considered doing a provisional hire for this recruitment? Information on the Provisional Hire Program can be found on the Hiring Manager’s Resource page.
	Yes: 
	No: 

	To be legally defensible, hiring managers must have written documentation of the entire recruitment and selection hiring process in his/her recruitment file. This includes ranking and scoring, reference questions, and other tools used to determine the best-qualified candidate of those interviewed.

Do you understand that this documentation must be outlined in your recruitment and selection file?
	Yes: 

	No: 



	I understand that I must retain all documentation regarding this selection for two (2) years, in accordance with 2 AAC 07.113.
	Understood: 


This recruitment and selection process is in accordance with any applicable departmental policies and procedures.  This recruitment is also in accordance with Department of Administration, Division of Personnel & Labor Relations recruitment guidelines, policies, procedures, collective bargaining contract(s), and State and Federal employment laws.  I also understand that if I deliberately provide false information during this process, I may be liable and lose my rights as a hiring manager.  I certify that the above information is true and complete. Yes:     No: 
Save this checklist as "PrePostChecklist PCN__-____" and attach to your requisition.  
IF YOU HAVE ANY QUESTIONS REGARDING THESE PROCEDURES OR ANY PART OF THE RECRUITMENT AND SELECTION PROCESS, PLEASE CONTACT AGENCY HR. 
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