Computing Division Self Assessment


Hiring

Recruit and hire the trained personnel required to perform division functions.

Completing the Personnel Requisition form and routing it through the division office for approval.  Tracking progress until it reaches posted opening status in Lab Employment.

Coordinating all hiring activities through the Lab Employment office, including scheduled applicant interviews.

Reviewing, routing within CD, and responding to applications and resumes forwarded from Lab Services.

Completing the formal process of filling out the applicant interview evaluation form and returning to Lab Services in a timely manner.

Timely processing of Recommend to Hire Letter to division office once a candidate has been selected to fill a posted opening.

Actively participating in offsite, Lab Employment directed, recruiting seminars with universities, conventions, etc.  (ie: engineers, computer professionals, technicians)

Timely notification to division office on start dates of new hires, so that office space, phone, furniture, computer, etc can be scheduled and available, as well as updating Training Database and division Organizational Chart.
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