College of Micronesia-FSM

PROCEDURES AND TIMELINES FOR RECRUITMENT 
These procedures are established to guide the hiring process at the College regardless of the funding source of positions. Whenever a full time regular position becomes available or a new position is approved, the steps provided below shall be followed to make sure positions are filled smoothly and in a timely fashion. Essentially, the goal is ensure human resources needs are met with quality and hiring policies are complied with. 
REPLACEMENT
When a position becomes vacant, the position must be advertised as soon as possible to ensure human resources need is met in a timely manner. Specifically, when a position becomes vacant, the Office of Human Resources is to complete the Personnel Requisition Form within the week when the position becomes vacant to begin the hiring process. Personnel hired may begin in their positions as soon as after two weeks of acceptance of the job offer. 
1. HRO will forward the completed PR Form to the relevant VP for review and approval. VP is to consult with the director/dean/coordinator of the position before approval of the PR Form. The specific essential duties, degree requirement, salary, and all required qualifications will be finalized during this period in consultation with HRO. Any changes to the position such as functional duties, salary, etc, will be made during this period.
2. VP will approve the PR Form and forward it to the Business Office for funding certification. 

3. Business Office after certifying the PR Form will return it to the HRO.

4. HRO will advertise the position within two work days of receipt of the certified PR Form. A copy of the advertisement will also be sent to the immediate supervisor of the position for sharing with relevant parties.  

NEW POSITIONS

October 1 is when the fiscal year begins and budget can be used. However, for recruitment purposes, advertisement process can begin six to three months prior to October 1 to enable the process to complete and new personnel are able to begin as early as October 1. 
Externally funded program with different fiscal year will follow the same procedures; recruitment process will begin after confirmation of approval of new positions is received. The manager of the program is responsible for forwarding the confirmation to the HRO. 

The Personnel Requisition Form must be completed by HRO and transmitted following the process. 
1. VP reviews and endorses the PR Form. VP is to consult with dean/director/coordinator of position to verify information and consult with HRO as/if needed.
2. VP transmits the approved PR Form to the Business Office for funding certification.
3. Business Office reviews and certifies funds availability and approved budgeted position. Upon completion, certified PR Form is returned to HRO for advertisement.
TIMELINES
1. A vacant/new position must be advertised not more than two weeks from the first day the PR Form was completed by HRO.
2. Each certifying officer shall not have more than three full work days to complete their review and certification/approval. 
Stages of the Recruitment Process 
	Activity
	Process 
	Timeline
	People Involved 

	PR Form
	Review and Approval
	2 weeks maximum
	HRO, VP, Supervisor, BO

	Advertisement
	Posting in relevant Media 
	15- 30 days
	HRO, supervisor 

	Screening 
	Adhoc committees
	2 weeks to 1 month
	HRO, VP, Supervisor, Dean, Committee 

	Certification
	Reference check, background, MQs evaluation, communication to complete required information/documents  
	1 week to 1 month
	HRO 

	Approval 
	Routing to VP and President
	1 week to 2 weeks
	HRO, VP, President 

	Job Offer/Acceptance 
	Email, Telephone, Formal letter
	1 week to 3 weeks
	HRO [President]

	Travel Arrangement 
	Communication, Travel Itinerary, TA
	2 weeks to 3 months
	HRO, BO

	FSM Permit  
	Complete Permit application forms
	1 week to 3 weeks
	HRO, Employee, BO, FSM Immigration Office

	US Visa 
	Complete Visa application forms, interview
	1month to 3 months
	Employee

	Foreign Credentials 
	Foreign credential equivalence 
	1 month to 4 months
	Employee, HRO 

	House Hunting 
	Locating 30 day stay residence 
	1week  to 2 weeks
	HRO

	Orientation 
	New hire orientation on policies 
	1 week to 2 weeks from date of hire 
	HRO

	Orientation 
	New hire on the job orientation 
	1 month to 6 months
	Immediate supervisor 


 Note: On the job orientation should take from 1 month to 6 months; a training period. Mentoring should take one year; the entire probationary period. 
FORMS
	Forms 
	Location 

	1. Personnel Requisition 
	HRO

	2. Personnel Action 
	HRO

	3. Travel Authorization 
	Business Office 

	4. FSM Permit Application 
	HRO

	5. US Visa application 
	Online under US Embassy 

	6. House Lease Agreement 
	HRO

	7. HR Orientation 
	HRO 

	8. Foreign Credential application 
	Online under World Education Services www.wes.org


