1. JOB OPENING for a Pool Position
is created via new position,
vacated position, or dept.
reorganization.
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Pool Position Hiring Process

2. Supervisor completes Employee
Position Questionnaire and/or a
Request to Pai’st form.

3. Is the previous
employee who held the
position in the appeals
process?

Yes

|

3.a Position will not be
posted until previous
employee has exhausted all
of their appeal processes.

9. HR Representative maintains a
> list of qualified applicants for
the pool position.

v

10. Supervisor contacts HR
Representative and notifies
them of a budgeted, vacant
position to be filled.

Yes

!

1. Is previous employee in
e Grievance Process?

!

No

!

4. HR Representative posts the pool
position with a closing date of “on-
going recruitment with enrolled
Oneida member requirement”
unless the pool position is funded
through grants.

12a. Position can not be filled on a
regular basis until previous
employee exhausts all appeal
rights.

12b. HR Representative refers
top three (3) applicants to
the supervisor utilizing

Indian Preference.

v

5. HR Representative accepts
applications.

v

6. HR Representative completes
screening of applications based
upon minimum qualifications of the

position.
v

6. HR Representative complete

required checks:

* Background Security

* Enrollment

* Drivers (if applicable)

* Termination in the past twelve
(12) months for reasons of
misconduct or performance

issues

7. HR Representative completes
required skills testing as required
by the job description to include,
spelling/math/accounting/
typing/agility, etc

8. HR Representative notifies
applicants who are screened out.
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13. Supervisor selects one (1) of
the three (3) applicants
based on Indian
Preference.

A

v

14. HR Representative offers
applicant conditional job
offer and schedules pre-
employment.

Yes

|

15. Applicant
accepts conditional job
offer and passes pre-
employment?

v

No

|

16a. HR Representative
Schedules New
employee Orientation,
and notifies employee
of starting date.

17. Hiring Process is
Complete.

16b. HR Representative
contacts Supervisor
to select one (1) of
the next three (3)
qualified applicants
on the pool list
based on Indian
Preference.
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