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o Recruitment Plan
o Establishes the scope of the recruitment project
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Recruitment Process

o Approval
o Recruitment Requisition Initiated by HM
o Personnel Action Form (PRAF) through NeoGov
o HM, Budget/Finance, HR Director

o Recruitment
o Job Posting
o Pre-Interview Activities/Opportunities (concurrent with job posting)
o Develop interview questions
o ldentify panel
o Spark Hire screening

o Screening
o HR — minimum requirements
o Department and/or HR — SME Review
o Education, Experience, Preferences

o Interview (managed at departmental level)

o Selection
o HR Review
o Salary Offer
o Conditional Offer and Acceptance

o Background Screening
o TPA - Accusource — employment, criminal, motor vehicle, sexual predator, and credit
o Employee Health Services (EHS) -
o *Law Enforcement Background (GPD)
o *Level 2 Screening (Vulnerable populations — elderly, minors, disabled - RTS, PCRA)

o Final Offer Letter and Acceptance

o Onboarding process begins
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Effective 1/1/2020 EO will no review or
approve PRAFs to initiate the
recruitment process

Personnel Requisition Action Form
(PRAF) Approval Process

Start Process

Dept. Completes PRAF For
Approval

PRAF Forwarded to Budget
for Review

Budget

Approves? Stop
Process

HM coordinates with
Finance/Budget to resolve
PRAF Forwarded to position issue

Talent Acusition for
Recruitment
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Internal Recruitment
(Closed to Employees)

7 Calendar Days

Posting Closes

Applicant
Met Mins?

Recruitment Process

Start Process

External Recruitment
Internal (Open)

Posting?
14 Calendar Days

(Can be Continuous)

Posting Closes

Applicant

Met Mins?

Applications
forwarded to HM

(This can occur during posting
period)
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Start Process

City’s Website
(Employee Only)
7 Calendar Days

YES Internal General Public
Posting? 14 Calendar Days

(Can be Continuous)

Posting Closes Posting Closes

Applicant Applicant
Met Mins? Met Mins?

Applications
forwarded to HM

(This can occur during posting
period)
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Start Process

Hiring Manager Reviews & Short
Lists Applicants

HR Reviews Short list

Hiring Department HR Aligns with Stop
Conducts Interviews selections? Process

Candidate Stop
Selected for Process Hiring
hire? Manager
consults with
HR to align
process

Hiring Manager forwards
recommendation to HR to
begin the hiring process
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Start Process

Salary Determined Interview Documents
Requested &
Reviewed by HR

Offer Extended

& Accepted? Recommendation

Supported?

Stop HR consults
Process with HM
and/or Legal
to align
Stop : process
Process

Background
Screening Cleared?
Conducted; Health
Screening
Scheduled

Onboarding
Begins Start Date is

Confirmed
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NEOGOV ON Onboard

Employees  Pre-Hires  Reports - Completed Forms -

Onboard enables new hires to become more productive from their first day on the job by
streamlining new hire paper work, processing........ and in the future training
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o Technology challenges
o Workday Implementation — March 2020

o Streamline Business Processes
. Eliminate redundancies (i.e., double approval processes)
- Improve efficiencies - Better manage full cycle business process
- Business process integration — Allow for more fluid integration of multi-unit

processes

o Data Integrity 7~ \
- Quality Inputs = Quality Results workday.
- Standardization Planning

o Data Analytics

o Reporting
- Will provide a reliable resource for Succession and Workforce Planning
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GG/GRU

¥ &l Charter Officers and their direct

reports

HR Business Partners

HARD TO FILL AND DIVERSITY INITIATIVES

¥
GRU
¥
¥
¥

ENETEy Supply
Enginzzring
Diversity Inifiatives
Hard-To-Fill

Electri Lingwarier

Power Fiant Contral Specialist
safety Specialst
Enginzzrs for the Poer Plants

Public Warks

Tree Surgeon (Levels |- I
Masquita Cantrol Senices
Technician

Masquito Contral Seices
Technician, Lead

GRU

Im
GRUCONM

Energy Delivery
W/

Infarmation Technalogy

Parks, Recreation & Cultursl
Affirs

Plznning & evshopment
Regionsl Transit System
Galngsyile Fire Restug (GFR)
Department of Mabdlity (RT3
supported pasitions)

Budget/Finance
v RiskMg
CRA

Neighborhaod Improvement
Public Warks

Fatilities Management
Gengral Services

v Department of Mability
(Public Works supportzd
posiions

el

v Customersuppart Senicss
v Budget & Finance

GG/GRU

Gainesvill Police
Department (PD)

o *City Attomey (including
(R Lega! Senires]
*City duditor

*City Manager

*Clerk of Commission
*Equal Oppartunity
*HR/OD

¥ *Community Relations
*0ther than Charter Officers and
their direct reparts
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