
What You Need to Know



The Request to Advertise

Position Description

The Interview

The Hiring Proposal

Job Offer



Step One
Documents to complete

*  Critical Hire Form

*  Questions to Advertise and

Hire – Section 1



The Critical Hire + 

Strategic hire = 

Critical Hire Process 

and Justification 

Template

It is imperative to 

complete all of the 

information on this 

page

Critical Hire 
Page  One



Critical Hire 
Pages Two & Three

Remember to complete all 
sections of each page



Remember to 

complete all 

sections of each 

page

Critical Hire 
Page Four



Critical Hire 
Page Five

If the salary being 
offered is $40k or 
greater, the 
additional 
signature are 
obtained here 



Complete the top 

portion and 

section  1

Questions  to 
Advertise



Step Two
Documents to gather

*  Organizational Chart

*  Copy of the Grant for Grant 

positions (if applicable)



Step Three
Send the documents through the 
signature chain

Step Four
Budgets / Title III will validate 
the funding and send to HR



Step Five
HR will review your advertising 
request with the ASU Critical 
Hire Team and if applicable, 
submit to the USG Critical Hire 
Team*.

*If the job pays $40k or more, the 
USG Critical Hire Team must approve 
the job posting



Step Six
Approval: The hiring manager is 
notified and advised to create the 
Position Description.

Disapproval: The hiring 
manager is notified and provided 
the reasons for disapproval.



 Hiring manager creates the position description

 Send the position description to the next level for 
approval

 HR receives the position description after all 
signatures are received

 HR posts the job to the ASU Careers Webpage and 
selected external sites*

*Hiring department is responsible for external

posting costs

 Hiring Manager notified when job is posted and 
receives qualifications checklist.



 Use the Qualifications Checklist to identify 
qualified applicants that applied for the job

 Interview at least 3 qualified candidates

 If 3 are not available to interview
 Interview available candidates 
Contact HR to assess the job posting

Revise the ad 
Evaluate outside posting possibilities

 Conduct interviews

 Update applicant status in PeopleAdmin

 Complete the Interview Summary Form



Complete the form with 
a  high level recap of the 
candidate.

Do not just put 
Qualified!

If you interview more 
than  four  candidates, 
complete another form.



Step One

Compete the Hiring Proposal in 
PeopleAdmin 

Send the proposal to the next 
approver

HR will be the last approver 



Step Two

Complete the Questions to 
Advertise and Hire document



If this is a new 
hire, complete 
only section 2

Do not answer 
with  just 
Qualified!



If this is a rehire, 
complete section 
2 and 3

Do not answer 
with  just 
Qualified!



Step Three
 Send completed forms to HR

Interview Summary

Questions to Advertise and Hire

 Submit the forms to hrasurams@asu.edu

 The subject line should read ‘Critical Hire 
– Request to hire’

mailto:hrasurams@asu.edu


Step Four
The HR review
 The documents submitted will be vetted
 The applicant’s resume will be assessed 

using the Qualifications Checklist
Qualified – HR will send to ASU Critical 

Hire Team
Not Qualified – Hiring manager is 

contacted for more information or the 
possibility of the hire proposal being 
canceled. 



Step five
The Committee Approves:

Hiring manager is notified

The Committee Disapproves:

Hiring manager is notified and 
reasons provided



Making the offer

Contingent job offer is made

Staff offers made by HR both 
verbal and written offers

Faculty offers are made by 
Academic Affairs after HR has 
notified them of the approval.



Offer Accepted
HR initiates the Background 

check
*Background check is done on 

all new hires and rerun on 
anyone separated a year or
longer

Successful Background checks –
New hire paperwork is sent



Unsuccessful Background checks-
pre-adverse letters are sent
The candidate has the opportunity 

to respond to the background check. 
The response is reviewed 
Accepted – the new hire paperwork 

is sent
Declined – the job offer is rescinded 

and the hiring manager is notified



Once the employee has started, the job 
will need to be closed
HR notifies the hiring manager to 

update the applicant pool

Once this is done, the hiring manager 
will notify hrasu@asurams.edu to close 
the position. 

mailto:hrasu@asurams.edu


Questions

& 

Answers


