
 

Part-Time Hiring Checklist  

 

 Division Office:  Complete a Position Requisition Form  and submit to HRS.  Signed by the 
Budget Administrator and include an Account Code.   

 Attach a job description.  (You may create the announcement in collaboration with HRS.) 

 Determine a closing date (a reasonable time must be allowed for applications to be 
submitted).  A position does not require a closing date and may be “Open Until Filled”. 

 Division Office:  Email HRS Recruiting staff to request access (for Faculty/hiring supervisor) to 
view position applications.    

 Hiring supervisor:  Conduct interviews (reserve the room/location for interviews, contact 
candidates and schedule interviews.  HRS does not take part in the interviews for part-time 
hourly unless requested.)  

 Complete and submit the Reference Checking Form(s) to HRS.  (Reference Check Guidelines)  

 Division Office:  Email HRS Recruiting staff to request a criminal background check on the 
selected candidate. 

 HRS:  Email Division Office/hiring supervisor of cleared criminal background check.  This may 
take 1-2 days.  If the criminal background check is not clear, you will be contacted by phone. 

 Make the job offer to the candidate.  Instruct the individual to visit HRS with 
valid identification on or before the first day of employment to complete hiring paperwork. 

 Complete appropriate paperwork and submit to HRS. 
Part-time Hourly:  Personnel Action Form (PAF)   
Adjunct Faculty:  Contract  
   

http://www.olympic.edu/NR/rdonlyres/B353812C-0941-4319-AF7A-8280AD3B08D1/0/POSITIONREQUISITIONFORM.dot
mailto:hrs@oc.ctc.edu
http://www.olympic.edu:4000/NR/rdonlyres/1D1BB13D-A83F-4AED-89A7-79342DCD94DD/0/Reference_Checking.doc
http://www.olympic.edu:4000/NR/rdonlyres/60A85778-7CE4-4F7F-A17B-33AE5266A4B3/0/REFERENCECHECKGUIDELINES.doc
mailto:hrs@oc.ctc.edu
http://www.olympic.edu/NR/rdonlyres/0A2192F1-B271-4708-BFEE-2E3E77B2F4A7/0/I92009.PDF

