STEP BY STEP
STAFF & MPP — UPD
UNIVERSITY PERSONNEL 408-924-2250

SJQ' T i 5 RECRUITMENT PROCESS

Introduction
This document shows the general order of the recruitment process for Staff & MPP positions in the University

Police Department (UPD). Please consult with your Recruiter if you have questions. If you need help with
CHRS Recruiting (PageUp), please email hr-info-systems@sjsu.edu or attend an Open Lab.

Process Steps
1. Write or update a position description (PD) for the position
Complete the Rationale to Recruit and attach PD
Work with Recruiter to finalize PD and position number
Recruiter notifies you when the position number is ready to use in PageUp
Create a Job Card in PageUp
Attach the PD and Rationale to Recruit under the category of Recruitment Documents
Submit the Job Card for approval (ensure the correct Approval Process is selected)
Once approved, Recruiter will finalize Job Card and post the recruitment
When screening date arrives, Recruiter will route applications to search committee
a. Note: If position is CSUEU and there are on-campus CSUEU applicants, only those applications
will be routed
10. Search Committee screens applications for required and preferred qualifications
11. Search Committee Chair enters feedback for all applications
12. Recruitment Admin runs recruitment report and saves on shared drive for committee
13. Search Committee Chair or Recruitment Admin moves applications forward or out of the process
a. Forward: Move to Invite feeléotedvcamdidAtecforimarti9rd BYe(raeEEMC /LBody AMCID 87 BDC -0.001
It of the Process: Hiring Manager Review Unsuccessful and/or Reference Check Unsuccessful
nager or Recruitment Admin notifies Recruiter that final candidate has been selected
runs recruitment report and reviews all aspects of the recruitment
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