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Checklist for Lane Electronic Hiring Process - Part–time Positions
· Hiring Official and Administrative Designee
Working with appropriate College Administrator or Hiring Manager to identify part-time position
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If you are logging in for the first time please see separate instructions. 
For Login:  https://jobs.lanecc.edu/hr
· Hiring Official or Administrative Designee
· Click Create Posting from Template 
· Enter information and job details. Not all fields will pertain to the Part-time posting. 

· Click Submit to HR At this time your posting will be in the “workflow” process. 
· Upon Hire: notify HR by e-mail of who was hired (and who was interviewed and not hired and/or who did not meet minimums)

· The Process 
· HR will forward posting for layoff review (classified only)
· HR will place on website after verifying contract related text. 


**All minimums must mirror what would be on a contracted posting 


(see www.lanecc.edu/hr) 
· If you have entered a closing date the position will be automatically removed from Web.
· If your hire is an applicant pool notify mark your hire as open till filled. To get access to applicants contact HR – every 5 days or more. When you are ready to review applicants e-mail chowdhuryl@lanecc.edu (LynnMarie Chowdhury) and alexanderk@lanecc.edu (Kathy Alexander)
· The manager or admin will be sent a Guest User ID that will allow access for all employees reviewing applications.
· Upon Hire: notify HR by e-mail of who was hired (and who was interviewed and not hired and/or who did not meet minimums)


Part-time Classified Only! Contractual Obligations

· See Required Documented and Competitive Hiring Process  dated 11/30/2005
· See LCEEF Article 3.3.4
· Required Step Placement LCEEF Article 17.3.2 (Step 1 – Step 3)
· Small hiring committees (2-3 people) are recommended to satisfy the “documented and competitive” hourly classified hiring process and basic interviews or skills tests must be directly linked to the essential functions for the vacancy. 
· The department/division or program manager is responsible for documenting the hiring process decision and process. All PAYROLL paperwork for the top recommended hourly classified applicant shall be forwarded directly to payroll. 
· Recruitment can support you in your process but we are not part of your process and do not pay for advertisement.
