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STAFF HIRING PRACTICES IN UNIVERSITY COLLEGE 
 

The Assistant Dean in University College oversees all staff hires, terminations, reclassifications, 
transfers, compensation increases, etc. To this end, Dean Williams asks that you discuss any 
and all matters concerning staff with the Assistant Dean before approaching HR. If you have any 
questions or concerns please notify the Assistant Dean. 
 

1. Approval to Fill 
a. This allows departments/divisions to fill a vacancy, or a new funded position. Log 

in to PeopleAdmin at https://www.uvu.jobs/hr to begin the process of selecting 
FT or PT staff position.  

2. Create a position description 
a. If not already in the system, the HIRING AGENT will create a job description for 

the new position. The new description, or significant changes to an existing 
description, needs to be approved by the Assistant Dean before anything is 
submitted into the system/HR. 

b. UC strives to keep all job descriptions, as well as salaries, equitable to other 
positions in our college. To this end, the Assistant Dean will identify any issues or 
corrections needed in the description before advertisement. 
 

3. Post/advertise position 
a. Once the position description is approved, you will work with HR to get the 

position posted. Please note: HR will automatically advertise a position for 7 
business days.  

b. All staff positions in University College are to be posted PUBLICLY, no internal 
only searches. That said, you can do a shortened posting time if needed. 
 

4. Search Chair 
a. It is the responsibility of the search chair to handle all of the details for the 

search including: moving candidates through the online system (not hired, 
interviewed, hired, etc.), scheduling all interviews with the committee, working 
with the Dean’s Administrative Assistant to schedule interviews with the Deans, 
etc. 

b. The chair will also create the search committee, extend invitations, and ensure 
that all members have current Safe Hire training. 

c. It is the responsibility of the chair to collaborate with the hiring agent 
throughout the search process, if the hiring agent has asked them to do so. 

d. The chair will collect all committee members interview questions and answers at 
the conclusion of the search and submit them to HR for storage. 
 

5. Search committee  
a. We value inclusivity in UC, therefore we seek the input of all stakeholders for 

staff positions. This includes faculty as well as staff from areas across UC. 

https://www.uvu.jobs/hr
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b. In forming your committee, consider individuals who have experience with the 
position or are stakeholders in the services provided. You are also required to 
put a representative from the Dean’s office on your committee.  

c. Once you have decided on a search committee, the Assistant Dean will need to 
sign off on the people you have chosen before you notify them. 

d. Once approved, you will invite your colleagues to serve on the committee. 
 

6. Interviewing 
a. UC does not specify how you interview, or how many rounds you choose to do 

but we encourage the committee to be thorough in their interviewing and 
deliberation of the candidates. 
 

7. Finalists meet with Deans  
a. When the committee has narrowed the candidates down to their finalists, you 

will need to work with the Dean’s administrative assistant to schedule a time 
that your final candidates will interview with the Dean, Associate Dean, and 
Assistant Dean. 

b. Upon conclusion of the Deans’ interviews, the search chair and/or hiring agent 
will receive feedback from them on each of the final candidates. 
 

8. Making an offer 
a. Based upon credentials and experience, and in conjunction with the Assistant 

Dean (and approval from the Dean), you will email the desired candidate’s CV to 
HR with a salary recommendation from UC. The Assistant Dean needs to be part 
of this decision and cc’d on all email communication with HR. 

b. In UC, we prioritize fair compensation and seek to bring our employees in at a 
salary that is truly commensurate with what they bring to UVU. That said, we 
also keep compensation equitable with others in similar positions in our college. 
We also pay close attention to compression issues with all new hires. 

c. Remember that all offers are contingent upon successful completion of a 
background check.  
 

9. Onboarding 
a. Once the candidate has accepted the position, you will need to provide the 

Dean’s financial manager with the necessary information to complete the new 
hire ePaf. Please include the following information in your email: 

i. Full Name 
ii. SS# for new hires, or UVID# for current employees (call with the SS#) 

iii. Position # 
iv. Grade/Quartile 
v. Salary 

vi. Start date 
vii. New position or replacement (if replacement who is it for?) 

b. Please be aware that the Dean’s financial manager handles all ePafs for full-
time positions (hires and terminations) in UC. Part-time ePafs are handled by 
the department. 
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c. You will then work with your new hire, and HR, to complete a background check, 
all new hire paperwork, and training for your new employee. Please refer to 
http://www.uvu.edu/hr/training/newemployee.html for the New2UVU 
Checklist, as well as send your new employee orientation information found at 
http://www.uvu.edu/hr/training/newemployeeorientation.html  

d. Once your employee is official please contact the Dean’s administrative assistant 
with their contact information so that they can be added to the University 
College directory.  

 

http://www.uvu.edu/hr/training/newemployee.html
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