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http://blackboard.wayne.edu/
http://www.wayne.academia.edu/


 

 Confirm budget loads for positions   
 Reinforce the need for unit executive approval  
 Initiate and approve Position Action Request (PAR) forms 

for submission to the Office of Budget Planning and 
Analysis for final processing 

 Approve and submit Banner Access Request forms for 
processing by the C&IT Information Security Office and 
Finance and Business Operations Functional Systems 
Support team 
 

 What type of position is it? What type of work will be 
performed? Is it a represented or non-represented role? 
How does this role compare to other positions in your 
department? (This information helps the BAO to 
determine salary requirements which impacts the budget.) 

 Ensure policy and collective bargaining agreement 
compliance 

 Identify alternative staffing options 
 Support the creation of a new/revised job (in partnership 

with TCW), including job analysis, job description & 
position classifications and promotion, transfer & 
demotion  

 Participate in search committees/interview panels 

http://www-dev.homepage.wayne.edu/bao/pdf/business_affairs_officers_member_roster_2011-12-2.pdf
http://wayne.edu/hr/clientservices/about/contact.php


 

 Create or adjust job descriptions (in partnership with 
Labor Relations for non-academic represented roles) 

 Perform market-based salary determinations 
 Support as needed with non-academic, non-represented 

promotions, demotions or career development 
assignments and salary equity adjustments 
 

 Create a position number for new pool/grant funded 
positions 

 Post positions in the Online Hiring System (OHS) 
 Screen internal represented applicants according to 

contract requirements; screen resumes/applications; 
conduct phone screens 

 Develop interview questions and an interview matrix to 
document responses 

 Perform background  checks 
 Extend job offer or support the process by sending the 

offer letter and following up to share benefits explanation 
and answer questions 

 Generate Banner and Access IDs  
 Share staffing metrics (i.e. retention rates, turnover, new 

hire failure rate, cost per hire, time to fill, vacancy rate) 
 Coordinate student hiring 
 Facilitate work authorization process with Office of 

International Students & Scholars (OISS) 

http://wayne.edu/hr/tcw/classification/index.php
http://wayne.edu/hr/clientservices/about/contact.php


 

 Facilitate I-9 process 
 Ensure paperwork is completed for each new hire 
 Complete EPAF transaction 
 Invite new hire to Faculty/Staff Orientation 

 

 

 Share information/resources for the online hiring system 
(OHS) 

 Grant OHS access based upon successful completion of the 
OHS eLearning modules in Blackboard 

 Provides OHS system oversight and maintenance, 
responses to technical questions about the system 

 Provide OHS reports 

 Confirm successful completion of OHS eLearning modules 
(for HR Solutions to grant OHS access) 

 Respond to OHS eLearning questions (modules in 
Blackboard) and Resource Portal questions (included in 
Blackboard) 

 Facilitate WSU’s quarterly University orientation 
 Provide central tools for the full talent management 

spectrum – including orientation and onboarding, 
performance management and employee development 
support 

 

http://wayne.edu/hr/clientservices/about/contact.php
mailto:hrsolutions@wayne.edu
mailto:oed@wayne.edu
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http://www.hr.wayne.edu/tcw/pdfs/job_description_compendium.pdf
http://wayne.edu/hr/clientservices/management-services/annual-appraisal-form.doc
http://wayne.edu/hr/clientservices/management-services/annual-appraisal-form.doc
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http://wayne.edu/hr/tcw/classification/job-description-compendium.pdf
http://wayne.edu/hr/tcw/classification/job-description-compendium.pdf
http://wayne.edu/hr/tcw/classification/job-description-tool.pdf


 

 

 

 

 

 



 



 

☐

 

 

 

 

 

 

 



 

 

 

 

 

 

 

☐

 

 

 

 

 

 

 

 

 

 

☐

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

☐  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

☐

 

 

 

 

 



 

 

 

 

☐  

 

 

 

 

 

 

 

 

 

☐  

 

 

 

 

 

 

 



 

 

☒  

 

 

 

 

 

 

 

 

 

 

☐  

 



 

 

 

 

 

 

 

☐  

 

 

 

 

 

 

 

 

 

 



 

 

☐  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

☐  

 

 

 

 

 

 

 

 

 

 

☐  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

☐  

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

☐  

 

 

 

 

 

 

 

 

 

 



 

 

 

☐

 

 

 

 

 

 

 

 

 

 

 

 

☐  

 



 

 

 

 

 

 

 

 

 

 

 

☐  

 

 

 

 

 

 



 

 

 

☐  

 

 

 

 

 

 

 

 

 

 

 

☐  

 

 

 

 



 

 

 

 

 

 

 

 

 

 

☐  

 

 

 

 

 



 

☐  

 

 

 

 

 

☐  

 

 

 

 



 

☐  

 

 

 

 

 

 

 

☐  

 

 

 

 

 

 

 

 

☐  



 

☐  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

☐  

 

 

 

 

 

 

 

 

☐  

 

 

 

 



 

 

 

 

 

☐  

 

 

 

 

 

 

 



 

 

 

☐  

 

 

 

 

 

☐  

 

 

 

 

 



 

 

 

 

 

 

☐  

 

 

 



 

 

 

 

 

 

 

 

 

 

☐  

 

 

 

 

 

 



 

 

 

 

☐  

 

 

 

 

 

 



 

 

 

 

 

 

 

 

http://www.wayne.edu/hr/tcw/classification/job-description-template_nonrepresented_jobs2b.dotx
http://www.wayne.edu/hr/tcw/classification/job-description-template_nonrepresented_jobs2b.dotx
http://wayne.edu/hr/tcw/classification/job-description-tool.pdf
http://www.wayne.edu/hr/tcw/classification/job-descriptions.php
http://wayne.edu/hr/tcw/classification/admin-prof-questionnaire.dot
http://wayne.edu/hr/tcw/classification/clerical-technical-questionnaire.dot
http://wayne.edu/hr/tcw/classification/it-questionnaire.dot
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http://wayne.edu/hr/tcw/classification/clerical-technical-questionnaire.dot
http://wayne.edu/hr/tcw/classification/it-questionnaire.dot
http://www.wayne.edu/hr/tcw/classification/job-descriptions.php
http://www.wayne.edu/hr/tcw/classification/job-description-template_nonrepresented_jobs2b.dotx
http://wayne.edu/hr/tcw/classification/job-description-tool.pdf
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What prompted you to apply to this posting? 

What are some of the things that you value in an employer? 

How would you describe your work style and your work ethic? 

How do you continue to stay current with trends in your field? 

What have you done in the last year to continue your learning/education? 

If you had only one word to describe yourself, what would it be? Why? 

What challenges do you foresee in this type of job and how would you overcome them? 

What are the clues that help you recognize you are under too much stress? 

Would you feel comfortable with us contacting your manager? Peers? Subordinates? Customers? 

What do you think they (above) would say about you? 

Describe an instance when you had to overcome a difficult situation. How did you do it? 

What do you like most about your current position? Why? What do you like least? Why? 

When did you last receive feedback at work that made you feel proud? When did you receive criticism that 
upset you? 

Describe a situation where multi-tasking was necessary to complete a specific goal. How did you feel about 
that situation? 

Do you have a specific salary requirement? 

What resources do you use to manage your time? May we see it in a follow-up interview? 

What is your motivation to succeed? 

What do you need your next employer to provide for you to succeed? 

Rate yourself in the following areas (1 being weak, 10 being strong):   

Organization Skills: Interpersonal Skills: Creative Thinking:

Technical Skills: Analytical Thinking: Time Management Skills:

 

 What have you done in the last year to improve the weakest of the above skills? 

  



 

 
  



 

 
  



 



 



 



 



 



 



 



 

 

 

 

 

http://wayne.edu/hr/tcw/classification/job-description-compendium.pdf
http://wayne.edu/hr/tcw/classification/job-description-compendium.pdf
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http://www.hercjobs.org/jobseeker_tools/diversity_resources/
http://www.hercjobs.org/jobseeker_tools/diversity_resources/
http://oeo.wayne.edu/pdf/diversity_related_publications_for_faculty_hiring_plans.pdf
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http://www.goingon.com/
http://www.mendeley.com/
http://academia.edu/
http://hastac.org/
http://www.researchgate.net/
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http://oeo.wayne.edu/pdf/diversity_related_publications_for_faculty_hiring_plans.pdf
http://www.academiccareers.com/Rates.htm
http://academploy.com/awards-and-credits/
http://academploy.com/awards-and-credits/
http://www.cupahr.org/
http://www.cupahr.org/
http://www.cupahr.org/jobline/
http://chronicle.com/
http://chronicle.com/
http://www.higheredjobs.com/
http://www.hercjobs.org/michigan
http://www.hercjobs.org/michigan
http://www.findauniversityjob.com/
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http://www.americasjobbank.com/
http://hiring.monster.com/
http://www.careermag.com/
http://employer.dice.com/employer.epl
http://www.careerbuilder.com/JobPoster/Products/PostJobsInfo.aspx
http://www.techies.com/
http://www.jobbankusa.com/
http://www.indeed.com/hire
http://www.detroitmedia.com/overview-recruitment
http://www.mlive.com/
http://www.detroitmedia.com/oe-media
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http://facaffairs.med.wayne.edu/pdfs/guide-to-hire-foreign-employees.pdf


 



 



 



 



 



 



 



 



 



 



 

 

 

 

 

http://wayne.edu/hr/oed/pamethod2.php
http://wayne.edu/hr/oed/pamethod2.php
http://oeo.wayne.edu/guide_for_successful_searches_08-25-2011_tm.doc
http://www.shrm.org/TemplatesTools/Toolkits/Pages/InterviewandEmploymentApplicationQuestions.aspx
http://www.shrm.org/TemplatesTools/Toolkits/Pages/InterviewandEmploymentApplicationQuestions.aspx
http://www.shrm.org/TemplatesTools/hrqa/Pages/interviewapplicantswithdisabilities.aspx
http://www.shrm.org/TemplatesTools/hrqa/Pages/interviewapplicantswithdisabilities.aspx
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http://oeo.wayne.edu/guide_for_successful_searches_11-04-2013_tm.pdf
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