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POSITION AUTHORIZATION REQUEST

AN OVERVIEW

The Position Authorization Request (PAR) form is filled out by a Supervisor or Administrative
Support person. This document is used by UW Parkside, specifically for recruitment and
posting the position. It allows the human resources department to begin the recruitment
process.

If you should you have any questions, please contact the Human Resources at Ext. 2204 or

hr@uwp.edu.


mailto:hr@uwp.edu
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SECTION |

COMPLETION OF PAR FORM

Step 1: POSITION INFORMATION

e All boxes noted with the red bar need to be completed.

e If you do not know what the required information to be completed, please reach out to
hr@uwp.edu

Position Information

Department Name:

Human Resources

Position Number(s):
Find this information from Biue Book and Manager.
I 1002

Salary Range:

$18.00 'I $21.00
Official State Position Title: Official State Title Code: Working Title (If Any):
Human Resources Assistant 18410 Human Resources Assistant

Leave row blank if new position.

Name & Title of Former Incumbent: Termination Date: Termination Reason:
Latasha Robinson 1110/20 Resignation
Appointment Type Requested: REMINDER:
University Staff v All position reguesis musf include & position description

and organizational chart. Al Faculty and academic staff
positions require & minimal education degree (bachelor
aor advanced dsgres).

Note: To establish an appropriate job title, please contact
the Human Resources Office.

Appointment Percent:
I 100

Note: All items with the red bar, are required to complete.

Step 2: ATTACHMENTS

e Please upload the Job Description.

Upload Job Description:
Attach

HR Speciglist - Academic Staffdocx  View Downlosd Remove 12/15/2020 11:24 AM

Step 3: FUNDING

e Those with the red bar, is required to be filled in.


mailto:hr@uwp.edu
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Department Fund Program Project/Grant Dist. %=
IGIC0512 I 123 I 4 I 100 ®
Add Additional Funding *Funding Distribution must always equal 100%.

Note the following for entering the digits:
e Department is 6 digits e Programis 1 digit
e Fundis 3 digits e Projectis 7 digits

Step 4: RECRUITMENT PLAN

e Complete the Search Committee Chair, Department Contact Person and Administrative
Support Staff. These fields will pull up the employee’s name.

e Search and Screen Committee Members:
o Click on the Search Box and enter the last name > it will allow you to select the

name in Select Member and click on Add Committee Member.

o At least three members must be active UW Parkside employees
o There is a section to add Non-UW Parkside members

e Please note the deadline date for receipt of applications. This date should include the
length of time for the recruitment along with at least a week to process the PAR and post
the position. Also, what you want the applicant to include when they apply.

Recruitment Plan

Search Committee Chair: Department Contact Person: Administrative Support Staff:
Glass, Sheronda G» Menarak, Laura K» I Chobanian Garza, Deborah Ax

Search and Screen Committee Members:
Your search and screen committee must consist of a diverse group of individuals
(you may have no more than three individuals who work closely with the position).

At least three (3) committee members must be active UW-Parkside employees

UW-Parkside Member Search: Select Member:
e —————

galaviz Search —Select— Add Committee Member
—Select—

Required UW-Parkside Members (3): GALAVIZ DALINDA

1. CHOBANIAN GARZA DEBORAH A
2. GLASS SHERONDA G

3. MCDONALD CHERI A

X X %X X

4. MENAREK LAURA K
Qptional Nen UW-Parkside Members:

Add Non UWP Member

Deadline Date for Receipt of Applications:
(must be at least 30 days for international hires)

12/31/2020

What application materials do you want the applicant to provide?

Cower Letter / Letter of Interest CV/ Resume Transcripts
References Examples of Work Teaching Philosophy
Teaching Evaluations Additional

Unclassified positions (i.e. Academic Staff and Faculty) will be announced on the UW-Parkside web page at the following address: https.//www.uwp.eduexplore/employment/
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Step 5: PROPOSED RECRUITMENT METHODS

e Please fill in the Funding Source.
e Check all Recruitment Sources you would like the position posted.
e Note: All membership and association sites are to be posted by the department.

Proposed Recruitment Methods

Funding Source:

Local Resources

Recruitment Source

Search will be conducted in the following geographic area(s). Please Check all that apply:

Campus Local: $250 plus cost for newspaper ads

Local
Regional
National

Regional/National: 3750 - this includes for the Chronicle
OR Higher Ed plus cost for the diversity enhancer.

If 2 manager would like a special placement (trade magazine, diversity placement. Linkedin, etc.), they will pay the cost of the ad placement plus 5%.

Notice in the "Chronicle of Higher Education”

HigherEdJobs com

Advertisement in professional publications

Motices sent to other institutionalllaboratories/programs

Recruitment at major professional meetings and conferences

Other

Newspaper advertisings

Minority organizations/publications

Position announcement sent te placement services at other institutions
Other Recruitment Source(s)

Step 6: PAR APPROVAL AND COMMENTS

PAR Approvals

Dean / Director for Approval:

Glass, Sheronda G

Hiring Authority for Approval:
Glass, Sheronda Gx

Add Comment

Step 7: SUBMIT

e Before you submit, please review all the entries entered.

4 Save Draft and Close ° Delete Draft
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SECTION I

PHONE INTERVIEW

Step 1:

e The Initiator and Administrative Support will receive customized instructions on how to

proceed.
e The Initiator and Administrative Support will receive this notice to start the phone

interview. Click Here to Perform Task.

7 meline Task Assignment - Complete Phone Interview - Message (HTML)

Y 4 Rules v Y ==I |b 5% £ Find A C)\

ail v D - OneNote | Related -
- o Move m Mark Categorize Follow Translate — Read Zoom
2Reply & Delete ¥ Create New b | ACHORS* Unread - Up- [} Select*  pjoud

(IR Move Tags - Editing el e | e

Form:  TEST FORM - Position Authosization Reques! - PAR200002 - Human Resources - Human

Process Timeline:  Phons Intensew (TEST FORM - Pasibon PARZODOONZ

Priority : 1
3 HR Spedialist - Acadenic Staff docx, TEST FORM - Positon Autharization Request - PAR20D0002 - Human Resources - Human Resources Assistant

Process Director v6 36

[TUIDke 3ddeba1-A661-41d3-963b-aB582024eaa1]

Step 2:

e To start the phone interview process, click below on Start Phone Interview Form.

Position

PAR2000002

thorization Request (PAR)

Start Phone Interview Form Skip Phone Interview

Position Information

Department Name:
Human Resources

Position Number(s):

Find this information from Blue Book and
Manager.

1002

Salary Range:
$18.00 - $21.00

Official State Position Title: Official State Title Code: Working Title (If Any):
Human Resources Assistant 19410 Human Resources Assistant

Leave row biank if new position.

T T— . TR
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Step 3:

e Complete the sections with the red bar.
e Upload your list of questions to be approved by Recruitment.

Position Authorization Request (PAR)

PAR2000002

Phone Interview

To date total # of applications re ved:l 2

To date, # of applicants meetiffg required qualiﬁcalions:l 5

Download List of Behgfioral Questions

Attach List of Quesions approved by Recruitment:

Upload Questions

BEHAVIOR BASED - Cover Page.docx  View Download 12/18/2020 9:29 AM Galaviz, Dalinda

Candidates Selected for Phone Interview

Name Justification for Interview

STEP 4:

e Note: Please list the candidates and ensure the justification for the interview is specific,
i.e. the candidate has five years of human resources experience, candidate has three
years of payroll, etc.

o Note: “Meets qualifications” is not a justification.

e You can add more than three candidates by clicking in Add Additional Candidate.

Candidates Selected for Phone Interview

Name Justification for Interview

Im.w hristmas x
I Saint N x
I the Reind f x

Add Additional Candidate

Step 5: SUBMIT

¥  Cancel Form Process

«/  Submit for Signatures
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SECTION Il

ON CAMPUS INTERVIEW

Step 1:

e The Initiator and Administrative Support will receive customized instructions on how to
proceed.

e The Initiator and Chair will receive this notice to start the phone interview. Click Here
to Perform Task.

=) L Timeline Task Assignment - On-Campus Interview Search Chair Approval - Message (HTML) m — o

Help  Q Tell me what you want to do

— x I Meeting | M DE! 5 To Manager W 7 Rules - y B r €% P Find A Q
e L ? = Email v D - T OneNote i AR opaed -
& junk - Delete Arfhive  Reply Reply Forward Tymore - | s o Move ~. Mark Categorize Follow Translate — Read Zoom
Al - 2 Reply & Delete  F Create New ul | Actions * Unread - Up - - s Select~  Aloud
Delete Respond Quick Steps 3 Move Tags 3 Editing Speech Zoom

Timeline Tagk Assignment - On-Campus Interview Search Chair Approval
On-Campus intfrview (TEST FORM - Position Authorization Request - PAR2000002 - Human Resources - Human Resources Assistant)

Galaviz, Daliflda,

You have U requested to participate in the Timeline activty named "On-Camgus Interview Search Chair Approval. To perform your task click on the link below and follow the instructions provided

Task:  On-Campus Interview Search Chair Approval
Due: 1672021 308 PM
Form: TEST FORM - Position Authorization Request - PAR2000002 - Human Resources - Human Resources Assistant
Process Timeline: On-Campus Interview (TEST FORM - Position Authorization Request - PAR2000002 - Human Resources - Human Resources Assistant)
Priority : 1
References: BEHAVIOR BASED - Cover Page docx, HR Specialist - Academic Staff docx, TEST FORM - Position Authorization Request - PAR2000002 - Human Resources - Human Resources Assistant

STEP2:

e The Initiator or Chair will upload their list of questions for Recruitment to review and
sign off for approval.

e I

& uwp-staging bplagis netifoem asp il =345ca523 - 151-475d -a0c5-c5T1B

3¢ TEST FORM - Poskion Authorieaten Recpest - PARIKOOX2 - Humar Rescueces - Human Rescurces Assisant o

& uup-staging bpiogix et

‘Search Commitize Chair Approver

Dwan A ppecrver (1 Appieablel:

Position Authorizatj

PAR2000002

n Request (PAR)

g Authoity ABPIOVEr:

On-Campus Interview
‘Search Cammitee Chas Signature:
o date total # of applications receivgff20 -

To date, # of applicants meeting yffuired qualiications: 1

Attach List of Guostilis approved by Recrustment:
Miring Authority Signaturs:

Test questicns for BFLogiudocs  View Cowricad 1S2021 312 PM Merarek. Laua K

Candidates seiected for I rvisw

Name:
Rt tho Roindoas

Justifcation for INErview:
al glow

e When completed, click on approve.

¥  Cancel Form Process

4= ReturntoInitiator | o Approve
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STEP 3:

e The Recruiter will get notice to review the interviewing questions and approve to move
forward to the Initiator and Chair to start the next steps.

e |If the Recruiter denies the questions, they will send the notice back to the Initiator and
Chair to provide additional information. There will be an area for the recruiter to enter
the concern.

Step 4: APPROVE

¥  Cancel Form Process

4= ReturntoInitiator | o Approve

Participants Signature Completed Status Result Comments

Step 5:

e Once the Initiator/Chair completes the interviews, they will enter the names and
justifications for moving them forward to the Final Candidate step.

e Note: the justifications need to be specific, i.e. the candidate has five years of human
resources experience, candidate has three years of payroll, etc.

o Note: “Meets qualifications” 1S not a justification.

e You can add more than three candidates by clicking in Add Additional Candidate.

Candidates Selected for Phone Interview

Name Justification for Interview

Step 6: APPROVE

¥  Cancel Form Process

4= Return to Initiator = #  Approve

Participants Signature Completed Status Result Comments

10
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SECTION IV

FINAL CANDIDATES FORM

Step 1:

e The Initiator and Administrative Support will receive customized instructions on how to

proceed.
e The Initiator and Chair will receive this notice to complete the Final Candidate Form —

Click Here to Perform Task.

¥ Rules = 3 ==I |> Ei, O Find A Q
Read Zoor

[ Team Email Bl OneNote Related -
Junk - Delete Archive Reply Reply florward Ty aore - Move Mark Categorize Follow Translate
i Al dlReply & Delete ¥ Create New Actions *  Unread - Up - - Ly Select~  alud
Quick Steps d Move Tgs Editing Spesch  Zoon

Assistant)

aiavz. Dali

1o participate in the Timeline aciity names Final Candidate DeanDirector Appeoval’ To perform your task click on the link below and ollow the instructions provided

Task:  Final Candidate DeanDirecior Appeoval

Form:  TEST FORM - Posiion Authorizabon Request - PAR2000002 - Human Resources - Human Resources Assistant

Position Aul

al Candidate (TEST FO

ocx, HR Specialst - Academic Staft docx, TEST FORM - Posi)

EHAVIOR BASED - Cover Page
Test quastions for BPLagix docx

e Once the final candidate has been selected, the Initiator and Chair will complete the final
candidate form by entering their name and justification (strengths & weaknesses).

e Attach the Final Candidates Resume.

e Red Bars are required to be filled out.

stifcafion (Strengths & Weaknesses]

econgended and Approved far Hire

LML . . Mad e Initial: Last Name:
Position Authorization Reg : -
Final Candidate
Official Tite: Official Tl Code: Final Candidate Resume:

11
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Step 3:

e All signatures are required to hire the candidate.
e Again, attach the Final Candidates Resume.

/

Final Candidate Resume:
Attach Resume

Test Campus Questions.docx ~ View Remove 1/4/2021 4:04 PM Chobanian Garza, Deborah A

Dean / Director Approver:

Galaviz, Dalindax

Hiring Authority Approver:
Menarek, Laura Kx

Dean/Director Signature:
Sign your name Clear

STEP4: APPROVE

e Once you sign off on the candidate, click on the approve button below.

¥  Cancel Form Process

4= Returnto Initiator | # Approve

Participants Signature | Completed Status Result Comments
v Initiator

Galaviz, Dalinda 12/15/2020 Completed
v Dean / Director Approval 12/15/2020 12:15 PM

Glass, Sheronda G 12/15/2020 Completed « Approve
v Hiring Authority Approval 12/15/2020 12:36 PM

Glass, Sheronda G 12/15/2020 Completed «” Approve

STEP 5: FINAL STEP

e Form will be submitted to the HR. The Initiator and Chair will receive an email

stating the candidate is approved to hire.

12



