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OPEN RECRUITMENT AND HIRING PROCESS FOR STUDENT WORKERS

Description: This process describes the steps that should be taken by the hiring manager when a student worker position is to be posted and filled (ASU Wrigley Institute and School of Sustainability).

Checklist 
 
· Consult with your budget authorizer to verify available funds. 

· Complete request to post form and provide copy to Jennelle Rivers: Jennelle.Rivers@asu.edu
Note: ASU Central HR advises that it can take up to two weeks for a position to appear to the public for open recruitment. Please plan for your recruiting and hiring needs as far in advance as possible.

· ASU Wrigley HR will notify you when position is posted.

· Review applications provided (PDF format). 

· Select candidates to interview and notify ASU Wrigley HR for approval to interview.

· Conduct interviews and return interview evaluations to ASU Wrigley HR.

· Conduct reference checks and return reference evaluations to ASU Wrigley HR. (Reference checks are optional.)

· Provide new hire request in an email to Jennelle Rivers with name, hourly wage, and start date. (It is preferred that start date should coincide with payroll period start date).

· Wait for ASU Wrigley HR to notify you that we have received appropriate approvals before making verbal offer. The student cannot begin working before offer approval is given. Similarly, once the offer is approved, the student cannot begin working until the official start date.

· Once notified of approval, make verbal offer and let ASU Wrigley HR know the response. 

· ASU Wrigley HR will create the offer letter in the online system where the candidate will be directed to electronically accept the offer.

· ASU Wrigley HR will send “getting started” email to candidate and copy you (includes new hire payroll packet if necessary and time reporting instructions).

· After candidate accepts, it is the hiring manager’s responsibility to notify other interviewees that they were not successful. For those candidates who were not interviewed, ASU Wrigley HR will send an email to let them know. Request assistance with verbiage if needed.




Prior to start date

· Clean cubicle. Set up computer, printer, phone and laptop by completing equipment request and opening a ticket: https://sustainability.asu.edu/internal/index.php and provide supplies.

· Determine initial tasks and training needs/schedule. 


On start date

· Open a ticket on the internal resources page for technical support to setup shared folder and add new user to appropriate email distribution lists.

· Discuss time and attendance reporting and explain how supervisor approval is obtained.

· Introduce new employee to colleagues. Take building tour (work facilities/restrooms, break room and copier).

· Introduce employee to ASU website and our department pages (i.e. ASU directory, MyASU how to open an ASU HR/IT ticket, and https://sustainability.asu.edu/internal/index.php.
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