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	NORTH CAROLINA CENTRAL UNIVERSITY

Department of Human Resources

SPA Recruitment & Selection Checklist 


	PRE-ADVERTISEMENT

	 FORMCHECKBOX 
 Employee separation notification (Form 50) sent to the Department of Human Resources. 

 FORMCHECKBOX 
 Review the position description to determine if the essential responsibilities are the same.  If 
not, 

then update the description and request a review for reclassification.  For consultation, contact 

the Department of Human Resources - Classification Unit at (919) 530-5144.  

 FORMCHECKBOX 
 Review required competencies in preparation for the interview.  This will assist with completing the 
required Initial Competency Assessment on the selected candidate.

 FORMCHECKBOX 
 Review the necessity of filling the vacancy on an interim basis with a temporary employee.

	ADVERTISE VACANCY

	 FORMCHECKBOX 
 Submit a completed original SPA Request to Advertise (Form 5) to the Department of Human 


Resources after receiving all administrative approvals.

	CANDIDATE SELECTION

	 FORMCHECKBOX 
 Interview candidates; tracking both questions and responses for each candidate.  Have each candidate 

complete a criminal background check form.
 FORMCHECKBOX 
 Conduct at least two reference checks covering at least three years on the selected candidate using the 
“Pre-Employment Reference Check” form
 FORMCHECKBOX 
 Complete Candidate Selection/Rejection Log with specific qualitative and quantitative reasons for 
selection or rejection.
 FORMCHECKBOX 
 Complete the Initial Competency Assessment on the selected candidate
 FORMCHECKBOX 
 Complete the Salary Decision Worksheet for Career Banded Positions
 FORMCHECKBOX 
 Complete the EEO Selection Decision Log (Form 3).
 FORMCHECKBOX 
 Submit package for administrative approval to Department Head, Vice Chancellor/Chancellor,


Budget/Contracts & Grants and Title III (if necessary).
 FORMCHECKBOX 
 Send completed package to the Department of Human Resources-Employment Services for review and 

processing at least two weeks prior to orientation.


If you have any questions, please call the Department of Human Resources - Employment Services at (919) 530-7136.

PAGE  
Appendix F
Recruitment & Selection Checklist

08/08

