
Hiring Manager- Position Posted/Search Begins 

Dear Hiring Manager, 

Your position has now posted and can be viewed via your PeopleAdmin employee portal 

https://jobs.ecsu.edu/hr or externally via the ECSU job site https://jobs.ecsu.edu/. As hiring manager, 

you hold a key role in moving the search forward. Please maintain communication with the chairperson 

throughout the process. There should be no discussion of specific applicants with the chairperson or any 

committee member until the committee has completed review and those top candidates have been 

referred to you. 

Note the committee is tasked with narrowing the pool to the Most Qualified applicants, performing 

interviews, then selecting the top 2-3 candidates to refer to the hiring manager. As hiring manager, 

you may direct the committee to select the single Best Qualified candidate if desired. Either way, you 

will need to relay your preference to the committee to ensure their mission is clear. 

Please feel free to attend the initial meeting to provide the charge to the committee. This should include 

your established timeline for the search, elaboration of what qualifications will make a best fit candidate 

for the position, and any additional relevant notes such as: multiple positions to be filled (must be noted 

in posting); internal posting; open until filled; etc.  

Once the top candidate(s) have been referred to you, you may interview those candidates. (Please 

adhere to EEO guidelines. If a refresher is needed, please contact Recruitment or EEO to schedule.)  

Upon identification of the top candidate (Best Qualified) 

1. Notify Recruitment to change workflow state to Recommend for Hire 

2. Consult with Classification & Compensation to determine salary 

3. Inform Committee Chairperson of BQ selection and salary to be offered 

 Normally, the chairperson will send the Offer of Interest; however, as hiring manager 

you may perform this step. (The Offer of Interest template must be used and may be 

tweaked accordingly.) 

4. Complete hiring proposal via PeopleAdmin 

5. For SHRA positions, complete Competency Assessment (contact Recruitment) 

Policies to note: 

 Veterans’ Preference (all position types) 

 SHRA Priority Employment (SHRA positions only) 

All hiring managers and committee members are encouraged to review the Recruitment & Selection 

Guidelines which provide an overview of the recruitment process. The Recruitment & Selection Checklist 

is the same document provided in a step-by-step format. (Available at 

https://www.ecsu.edu/administration/human-resources/forms-and-documents.html ) 

Please do not hesitate to contact me for guidance during this process. 

Nancy McPherson 
HR Recruitment 
252.335.3786 | njmcpherson@ecsu.edu 

 

If you have been listed as a reference, have a personal relationship, or are kin in any way to an applicant for this 

search it is required that you contact Human Resources to disclose the nature of the relationship. A 

determination will then be made as to whether or not the integrity of the search is affected. 

https://jobs.ecsu.edu/hr/sessions/new
https://jobs.ecsu.edu/
https://www.ecsu.edu/administration/human-resources/forms-and-documents.html

