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CREATING POSITION DESCRIPTIONS
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® Position Summqry Overview of the 'dihr responsibilities of the

position. Matches the published job posting.




POSITION DESCRIPTIONS —POSITION RESPONSIBILITIES

- Use action words i —

(https: / /www.lsuhsc.edu /administration /hrm /docs /Action%20Verbs_PD%20Aide.pdf)

j - Seek guidance from business staff and /or Human Resources to help

with wording and editing
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POSITION DESCRIPTIONS — MINIMUM QUALIFICATIONS

sus less strict

qualifications ant pool.

<
Some items may be better placed as preferred qualifications.




POSITION DESCRIPTIONS — KSAS & PHYSICAL AND
MENTAL DEMANDS

- Must comple ands | or compliance with

the Americans with Disak




Business Staff submits
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ADVERTISING

* Ad must post in at least one external location and must post for 14

calendar days.

/‘pAppIicom’rs must apply via the LSUHSC Career Opportunities site.


https://lsuhsc.peopleadmin.com/

INTERVIEW PROCESS

g questions

N idates to ensure
competiti |

Must notify the business staff of the selected candidate, the desired salary -~
jfmoun’r, and provide disposition codes for candidates who were not selected.



Business Staff submits
hiring proposal, salary
offer request, and

disposition codes

HR Talent Acquisition
approves and provides
salary offer range
recommendation

HR Compensation
may review if
consulted by Talent
Acquisition

Dean’s Office approves salary
recommendation and informs
business staff of approval

Hiring Manager verbally offers
the job and if accepted a letter
of offer is prepared for the
selected candidate

O



SELECTED CANDIDATES’ RESPONSIBILITIES

* Providesie orC icke sund check and /or

official transcripts




FINAL APPROVALS »7 a4 }\ﬂ\

hance Office

approves

New hire information entered into HR system

%



	Staff Hiring Process
	Slide Number 2
	Creating Position Descriptions
	Position Descriptions –Position Responsibilities
	Position Descriptions – Minimum Qualifications
	Position Descriptions – KSAs & Physical and Mental Demands
	Approval Process to fill a position
	Advertising
	Slide Number 9
	Approval Process TO HIRE SELECTED CANDIDATE 
	Selected Candidates’ Responsibilities
	Final approvals

