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I. Purpose 

 
To ensure that all applicants are provided equal access and equal opportunity for employment 
without regard to race, color, ethnicity, sex, pregnancy, creed, age, religion, marital status, 
national origin, disability, sexual orientation, or gender identity.  This procedure outlines the 
process for the selection of qualified applicants for employment through diverse selection 
committees. 
 

II. Procedure 
 
A. Commencement of the Hiring Process 

 
The hiring process will commence with the submission of a request to Human Resources 
Services for the creation of a job vacancy announcement. A Job Requisition will be 
processed in Workday upon approval by the President. Human Resources will receive the 
task in Workday to post the job announcement.  
 
Hiring managers will be provided guidance to accomplish with an applicant pool and how 
to proceed through the Workday processes.  Information about the hiring process, 
including legal requirements for interviewing candidates, public meeting requirements 
under the Sunshine Law, and recordkeeping requirements of the Public Records Law, will 
be provided.   
 

B. Job Posting 
 
Jobs will be advertised via the college website, social media platforms, and any other job-
specific ways determined by the hiring manager and college administration. Most 
positions will have a 14-day advertisement, with a determined “first review,” but will 
remain open until filled.  Approved “Internal only” advertisements are open for one week 
and will be announced on the Workday Career App and college open position vacancy 
listing. 
 

C. Qualified Applicant Pool   
 
The HR Recruiter will monitor the applicant flow of the candidate pool and discuss options 
with the hiring manager to include, but not limited to, extending the advertising 
deadlines, using other advertising sources, or temporarily closing the advertisement until 
advisement of the college administration is received. 
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D. Interview List 

 
The hiring manager will screen the applicant pool to determine which applicants meet the 
minimum qualifications for the job and will select applicants to be moved to the step of 
“interview,” in which the hiring manager’s supervisor will receive a Workday inbox item 
for approval.  Committee members assigned to assist in the recommendation of hiring 
will be granted access to review and assess the candidate’s qualifications.  The committee 
members will provide input and recommendations to the hiring manager of candidates 
to be interviewed.  Once the selection for interviews is completed, Human Resources will 
confirm that all applicants selected for interview on the approved Interview Request form 
meet the minimum qualifications advertised. Additional interviews may be added by HR. 
 

E. Creating a Screening Committee for Exempt Levels 
 
The hiring manager shall appoint members to make up a diverse Screening Committee.  
Human Resources will review the named members of a Committee to ensure diversity. 
The Committee meetings, including interviews, are public meetings pursuant to s. 
286.011, Fla. Stat.   
 
The Committee Chair shall be responsible for:  
 
1. Posting a notice in Human Resources for each Committee meeting; 
2. Preparing written minutes of each Committee meeting;  
3. Ensuring that each Committee meeting is open to the public;  
4. Gathers and submits any notes taken by committee members during the 

interview to Human Resources; and 
5. Moves the elected candidate to the Reference Check step. 

  
Committees established for the purpose of filling faculty positions shall be formed as 
outlined in the Collective Bargaining Agreement (CBA), Article 17.01B.   

 
 

F. Interview Questions 
 
A prepared list of legal sample questions appropriate to the classification of the position 
vacancy will be provided by Human Resources to the hiring manager for consideration to 
use for interviewing.  The hiring manager may add additional questions.  
 

G. Interview and Recommendation  
 
Following the interview phase, the hiring manager will move the selected candidate to 
the reference check step in Workday.  No finalist will be offered employment until the 
President or his or her designee approves an offer of employment and salary.   
 

H. Processing the Offer 
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The successful candidate will be moved to the offer step in Workday’s recruiting module.  
The hiring manager will complete the offer task with the following information; suggested 
hire date, starting salary, and attaching the resume to the attachment area of the offer 
task. The offer step will go to the hiring manager’s chain of command for approval, and 
the hiring manager will receive the approval in Workday to contact the candidate to make 
a verbal offer. The comment field in Workday will be completed with the hire date and 
starting salary of the approved candidate.  Human Resources will produce the Offer letter 
in Workday.  The entire procedure for hiring should not exceed more than eight (8) weeks 
from the time of the position’s closing.   
 

I. Onboard, and Orientation 
 
New hires will complete onboarding in Workday and be scheduled by Human Resources 
to complete the original required documents and benefit enrollments.  
 
 

Responsible Official: Director, Human Resources 

President’s Signature:                                                                      Date: 1/25/2023 
 
 
       

 


