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HR Policy E-1:  Employment 
 

 
• All appointments based on merit and fitness alone 

 
• Types of Appointment 

 
• Role of the HR/OD Department 

• Responsible for the oversight of all employment selection processes 
within the City of Gainesville 
 

• Recruitment and Selection  
• How vacancies are filled 

 
• Hiring Authority 

• Applicable Charter or his/her designee 
 

• Making Job Offers 
• Made by HR/OD Department 

 
• Pre-Employment Medical Examination 
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Personnel Requisition Action Form 
(PRAF) Approval Process 

Start Process 

Budget 
Approves? 

Dept. Completes PRAF 
For  Approval 

PRAF Forwarded 
to EO for Review 

AA Goals 

EO 
NO 

EO 
YES 

Plan 
Development 

 

EO 
YES 

PRAF Forwarded to 
Budget for Review 

Stop Process 

PRAF Forwarded 
to HR for 

Recruitment 
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Recruitment Process 

Start Process 

Internal 
Posting? 

Posting Closes 
Applications Reviewed 

City’s Website 
(Employee Only) 7 

Calendar Days 

EO 
NO 

EO 
YES 

Met Mins? 

EO 
YES 

General Public 
Standard 14 

Calendar Days 

Posting Closes 
Applications Reviewed 

STOP 
 Email Notice Fwd 

EO 
NO 

Met Mins? 

EO 
NO 

Applications Fwd 
to HM 
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Selection Process 

Start Process 

HR 
Approves? 

EO 
NO 

EO 
YES 

Candidates  
Scheduled 
Interview? 

EO 
YES 

Hiring Manager (HM) 
Develops Screening 

Criteria, Interview 
Questions & Assessments 

for HR Review 

 
STOP 

  

EO 
NO 

Candidate Pool 
Screened 

 
STOP 

 Email Notice Sent 
  

Interview Panel 
Selected 

Candidates 
Interviewed 
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Hiring Process 

Start Process 

EO 
NO 

EO 
YES Recommendation 

Supported? 

YES 

Recommendation 
Made 

 
STOP  

Meet with HM 

ENO 

Interview Documents 
Reviewed by HR 

Bkgrnd Screening 
Conducted 

 

Bkgrnd 
Successful? 

Salary Analysis 
Conducted 

 

Verbal Offer 
Accepted? 

ENO 

Approval Pkt 
Prepared 
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Other Considerations 

Candidates 
Interviewed 

 
• Collective Bargaining Agreements 
  

• IAFF and IAFF-DC 
 
• FOP and PBA  
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When do we use Search Firms? 

Candidates 
Interviewed 

 
• Charter Officer vacancies   
 
• Some Direct Reports to Charter Officers 

 
• Highly Technical – Difficult to fill 

positions 
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QUESTIONS? 
 
 
 
 

Thank you! 
 

140512B 


	140512B_Ppt Hiring Middle Mngrs_20121202
	Slide Number 1
	Slide Number 2
	Personnel Requisition Action Form (PRAF) Approval Process
	Recruitment Process
	Selection Process
	Hiring Process
	Other Considerations
	When do we use Search Firms?
	Slide Number 9


