
EMPLOYEE RECRUITMENT PROCEDURES 

In order to post a position Manager's are required to submit the required forms and approvals. The following 
approved documents are needed in order to post a position. 

1. The Staff Requisition form 
2. The Position Description 

In order to move forward with a posting, the requisition must be signed by the Budget Officer, Executive Vice 



11. All forms are completed, the employment date is established, and the employee is provided with an employment 
date.  The new employee is also reminded of the documents needed to meet I-9 requirements that will be needed 
on day one of employment. 
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