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Benefits Eligible Search Stages 
In Process Order 

The Benefits Eligible Search has been divided into eight stages to provide consistent 
organization of the instructions and make communication easier.  The eight stages are 
listed in process order.  If you are unfamiliar with doing a benefits eligible search, the 
eight stages will walk you through the process.  As always, feel free to contact the 
employment team with questions or suggestions. 

A) Chronological Hiring Process Checklist 
B) PD Development / Posting Requirements / PeopleAdmin Entry 
C) UP and USS - Applicant Document Review-Form A (New process) 
D) Interview Preparation and Development 
E) UP and USS - Candidate Selection Phone/Skype Interview-Form B (New 
process) 
F) UP and USS - Candidate Selection In-Person Interview-Form B (New process) 
G) Final Selection 
H) Job Offer and Background Check 
I) Hiring Proposal and Onboarding 

 
 

mailto:employment@wichita.edu


Chronological Hiring Process Checklist 

The following steps are for USS and UP Non‐Teaching Positions. 

  1  Position Description (PD) is developed.   

  2  Selection of Search Chair and Search Committee is finalized. 

  3  Entry of PD into PeopleAdmin is completed and routed for approval 

  4  When PD is fully approved, it arrived in HR and is posted according to the instructions on 
the PD. 

  5  Posting is active on the WSU website and available for application submissions. 

  6  Any advertising desired should be placed once the position is active on the WSU website. 

  7  Posting closes/priority consideration date passes/screening begins for open until filled 
positions. 

  8  Search chair/team reviews applicant pool and completes Applicant Document Review 
Form A. 

  9  Search team determines whether to proceed with phone interviews or in person 
interviews. 

  10  Search chair signs Form A and sends electronic copy to HR via the Employment Mailbox 
(employment@wichita.edu). 

  11  HR disqualifies all candidates who do not meet the minimum qualifications for the 
position. 

  12  Once the Applicant Document Review is complete, the search chair can schedule 
interviews.  

  13  Interview questions and structure are developed by the search chair/search team. 

  14  Interviews are scheduled and conducted by the search team. 

  15  If phone/skype/airport interviews are conducted, the Candidate Selection Form B is 
completed for each candidate. 

  16  From the completed Candidate Selection Form B, candidates are selected for in person 
interview. 

  17  The Search Chair then schedules in person interviews. During the interview process, the 
candidate should sign the background consent form. 

  18  Once in person interviews are completed, the Candidate Selection Form B is completed 
for each candidate interviewed. 

  19  A final candidate is selected using the Candidate Selection Form B.  Search chair signs all 
forms and retains them in search file.  No approvals are needed and nothing needs to be 
sent to HR. 

  20  References checks are completed for the selected candidate by the search chair. This 
includes both employment and personal references. 

  21  If the position is a safety sensitive position a drug screening will need to be successfully 
accomplished before the contingent offer can be made official.  HR will conduct this and 
keep the search chair informed.  The drug screening process could take a few days to two 
weeks.   

  22  A contingent offer is made to candidate by the search chair after completion of the 
Candidate Selection Form B.  Start date should be at the beginning of a pay period, and 
should be far enough out to allow for the completion of the background check and hiring 
proposal.  (Contact HR for assistance with offer and selecting start dates if desired).   

  23  Once contingent offer is accepted, search chair completes the bottom of background 



consent form and sends to Tonya Cruz in HR for processing.   

  24  Search chair should make sure to use the NEW form, updated in January of 2016. 

  25  HR sends the background check link to candidate.  Candidate completes process online 
with background check vendor Validity.   Background checks typically take 24 – 72 hours 
but in some circumstances, can take up to two weeks. 

  26  If a driver’s license check is indicated on the background request form, this is requested 
as a part of the background check process.  All required information for this verification 
will be obtained by the background check vendor. 

  27  If prior Kansas state service is indicated, HR will contact the candidate for the 
information required to verify the state service. 

  28  Once the background check is clear, HR notifies the search chair and asks for permission 
to start the hiring proposal.  Search chair makes final offer to candidate, indicating 
candidate is now clear to begin work with WSU. (Contact HR for assistance with offer if 
desired).   

  29  Search chair sends formal offer letter to candidate. (Contact HR for assistance with offer 
letter if desired).   

  30  HR starts the hiring proposal in PeopleAdmin once approval is given by search chair.   

  31  Hiring proposal is fully approved in PeopleAdmin and candidate is clear to begin work. 

  32  Candidate cannot begin work until hiring proposal is fully approved. 

  33  USS candidates working first shift should report directly to HR on their first day of work 
at 8 am.  2nd shift candidates should report at 3 pm.  For USS hires working other shifts, 
please contact HR for assistance.   

  34  For UP candidates, the search chair should make an appointment with Nancy Thompson 
on their first day to complete their new hire paperwork. 

  35  Search chair should go into PeopleAdmin and disqualify all remaining candidates.  This 
action will send email notification to all applicants that the position has been filled. 

  36  Search chair should retain search file and all related documentation in department for 
three years.  
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HUMAN RESOURCES

Human Resources Home
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Employee Relations

Timekeeping

Policies

Forms

Contact Us

IN THE NEWS

USS to UP
Reclassification

Video of Market Study
Campus Visit
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Office of Human Resources
1845 Fairmount
Box 15
Wichita, KS 67260-0015
316-978-3065

Position Description
Development and Posting
Requirements
Developing a new or reviewing/modifying an existing position description (PD) is the first step in the hiring
process.  It serves as the foundation for the entire hiring process and is critical to the success of the
search overall. 

When developing or modifying a PD, it is important to remember that the purposes of the PD:

To outline in detail the minimum and preferred requirements for a position.
To effectively communicate the requirements of the position to potential applicants. 
To provide the basis for applicant evaluating and selection when completing the required
documentation (called the Search forms).
To accurately represent the job duties for future employee evaluations and training.

To fulfill these purposes, the PD must clearly and accurately identify the characteristics and functions the
position, and should never be written to fit a specific person.  However, analysis of the qualifications of a
person to determine what makes them successful in a given position can play a valuable role in the PD
development process.
NOTE:  The instructions below follow the general format of the PD within PeopleAdmin, which is the
software program used to create/modify/ fill positions.

Determine the Type of Position
Create a Vanity Title for the Position
Create a Summary of Responsibilities
for the position
Outline Requirements for the Position
Minimum Education
Minimum Experience
Required Licenses, Certifications and
Registrations
Knowledge, Skills and Abilities
Salary/Hourly Rate Information
Preferred Education Requirements
Preferred Experience Requirements

Contact with the Public (USS
positions only)
Environmental Factors
Machines and Equipment

?For USS positions
?Job Duties
Funding
Physical Job Requirements
Search Committee/Chair
Posting Options
Search Plan
Advertising
Final Review

Creating/Modifying a Position Description to be
Filled
Determine the Type of Position

A-Z Index 
Directories

http://www.wichita.edu/thisis/admissions/admissions.asp
http://www.wichita.edu/thisis/academics/academics.asp
http://www.wichita.edu/thisis/research/research.asp
http://www.wichita.edu/thisis/studentlife/student_life.asp
http://www.wichita.edu/thisis/aboutus/about_wsu.asp
http://www.wichita.edu/thisis/aboutus/news_and_info.asp
http://www.wichita.edu/thisis/athletics/athletics.asp
http://www.wichita.edu/thisis/give/
http://www.wichita.edu/thisis/
http://webs.wichita.edu/?u=humanresources2
http://webs.wichita.edu/?u=humanresources2&p=/index/
http://webs.wichita.edu/?u=employment&p=/index
http://webs.wichita.edu/?u=humanresources2&p=/Hiring/Hiring_index/
http://webs.wichita.edu/?u=humanresources2&p=/Training/Training_index/
http://webs.wichita.edu/?u=humanresources2&p=/Benefits/Benefits_index/
http://webs.wichita.edu/?u=humanresources2&p=/Employee_Relations/Employee_Relations/
http://webs.wichita.edu/?u=humanresources2&p=/Timekeeping/Timekeeping_index/
http://webs.wichita.edu/?u=humanresources2&p=/Policies/Policies_index/
http://webs.wichita.edu/?u=humanresources2&p=/Forms/Forms_index/
http://webs.wichita.edu/?u=humanresources2&p=/Contact_Us/Contact_Us_Index/
http://webs.wichita.edu/?u=humanresources2&p=/usstoups/faqs/
http://webs.wichita.edu/?u=humanresources2&p=/usstoups/faqs/
http://webs.wichita.edu/?u=humanresources2&p=/news/market_study/campusvisit/
http://webs.wichita.edu/?u=humanresources2&p=/news/market_study/campusvisit/
http://webs.wichita.edu/?u=humanresources2&p=/News/Financial_Counseling/
http://webs.wichita.edu/?u=humanresources2&p=/Hiring/PeopleAdmin/RTF_Process/
http://www.wichita.edu/go/?50
http://www.wichita.edu/go/?267
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Begin the process by determining/reviewing the type of position.  Is the position USS or
Unclassified/Faculty?    Hourly or Exempt?  Next, determine the appropriate Classification
Title and Position Class Code of the position.  Selection of the Position Class Code will also
select the appropriate e-class for the position. (Note:  Questions on these items should be
directed to FLSA.)

Create a Vanity Title for the Position.

The vanity title is often called the directory title or the title used on the business card.  It
describes the job duties often in more detail than the classification title.
For example:

classification title: Director; vanity title: Director of Admissions;
classification title: Assistant Specialist; vanity title: Server Analyst.

Create a Summary of Responsibilities for the Position

This should give candidates a high level overview of the responsibilities of the position, the
reporting structure for the position, and general information about the department in which the
position resides.   A well written summary is critical as this information will appear on internal and
external job postings.

Outline Requirements for the Position

As you do this, keep in mind that these are the items you will be scoring candidates on to
determine who to interview and ultimately, who to hire.  These items should be clear,
concise, and written in an objective format.

For example, “Must be committed to diversity” is too vague and would be difficult to
score.  “Candidate should have demonstrated experience working with diverse
populations” would be a better, more objective statement, and would be easier to
score from either the applicants written materials or from information gained during
the interview process.

Minimum Education

What education does a successful candidate need to have upon entering the position? 
Remember that this is a minimum requirement, meaning that a candidate MUST meet this
educational requirement to be considered.   For all minimum requirements, there are no
exceptions.   Caution should be taken when listing specific areas of study as this can result
in the elimination of otherwise qualified candidates.

For example, a PD requires the following:  Bachelor’s a degree in Business,
Marketing, or Finance.   A candidate with a degree in Accounting would not qualify
for the position. To avoid this problem, the requirement could have been written like
this:  Bachelor’s degree in Business, Marketing, Finance or closely related field.   
With this subtle change, the candidate with the degree in Accounting would be able
to apply for the position.
When including the requirement of high school diploma, the requirement should be
written as  “High school diploma or equivalent”.
There may be times when you will want to allow candidates to have the educational
requirement or an experiential requirement.  Be very specific when writing these
types of requirements.
Bachelor’s degree in Communication, Marketing or a closely related field, OR 6
years of work experience in a communication or marketing position.

Minimum Experience

What experience must the candidate have upon entering the position to be successful? 
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Remember that this is a minimum requirement, meaning that a candidate MUST meet all
listed experience requirements to be considered.   For all minimum requirements, there are
no exceptions.  Also note that any proprietary information (WSU specific) should be
included in the preferred experience section, not in the required section.  All positions must
have minimum experience requirements.

For example, “Must have I year of experience working with budget analysis and
financial reporting” would go under the Experience or Knowledge, Skills and Abilities
section.   A requirement of “Must have I year of experience working with budget
analysis and financial reporting in Banner” would go under the Preferred experience
section.
Each requirement should be listed separately for scoring accuracy.

“Candidate should have excellent verbal and writing skills, including the
ability to deliver presentations to large groups and develop a variety of written
materials for distribution” should be broken into two requirements.
Candidate should have excellent verbal skills, including the ability to deliver
presentations to large groups.
Candidate should have excellent writing skills; including the ability to develop
a variety of written materials for distribution.

Here are a few other examples of minimum experience statements. Detail is
important when designing these items to ensure scoring accuracy.
Three years of experience in a clerical, administrative, or support position within an
office setting.
Two years of experience in a supervisory role.
One year of experience working in financial aid or academic advisor role.
2-3 years’ experience working in an academic environment
One year of experience in a customer service environment as first point-of-contact
for customers and/or prospective customers.

Required Licenses, Certifications and Registrations

Items listed here will be required as minimum qualifications, meaning that candidates
MUST have them to be considered for the position.  Examples include:

Valid driver’s License.
Professional certification as a Certified Public Accountant (CPA) or Certified Internal
Auditor (CIA).
Dental hygiene license in Kansas.
Current Certification/Licensure by Kansas State Board of Nursing as advanced
practice nurse practitioner
CPR certification (Healthcare provider BLS or Advanced) – current or to be
completed within one month of starting position

Knowledge, Skills and Abilities

What else does the candidate need upon entering the position to be successful?   These
items also represent minimum requirements, meaning that a candidate MUST meet all
items listed here for consideration without exception.

Example statements are provided below:

Demonstrated ability to use Microsoft Office products including but not limited to
Word, Excel and Outlook.
Effective written communication skills using appropriate grammar, sentence
structure, spelling and punctuation.
Proven ability to work within a fast-paced work environment including excellent time
management and organizational skills with a high attention to detail.
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This is also the area in which you will want to include the important “soft skill” requirements.

For example, “Experience with diverse populations” is not a good statement as it is
too general.  A better statement would be; “Demonstrated commitment to diversity
and successful experience working with diverse populations”.

Other examples of good soft skills statements include:

Demonstrated ability to lead promotional projects, coordinating the efforts of team
members and stakeholders to complete strategic, measurable promotional
campaigns.
Demonstrated ability to build and sustain effective professional and courteous
interpersonal relationships with a diverse constituency of faculty, staff and students.
Demonstrates effective and efficient organizational skills and aptitude for detail
work.
Demonstrates effective multi-tasking skills, such as the ability to move between
tasks and interruptions seamlessly.

Salary/Hourly Rate Information

For USS positions, this is a predetermined hourly rate.  You should select the appropriate
grade and step from the USS salary chart. However, for Unclassified and Faculty positions,
the salary for a position is determined by the department. 
You may choose to indicate a salary or to leave this field blank, using a phrase such as
“Commensurate with Experience.  From the candidate perspective, having a salary or
salary range listed here is helpful in determining whether to apply for the position.  For
some departments, using the experience phrase may work best as the salary range is very
flexible, depending on the qualifications of the candidate under consideration.  When you
are entering your PD into PeopleAdmin, you will need to determine which method is most
useful for your position and department.
For positions that will be supervising others, you will need to collect all the position
numbers of all those reporting to this position to be posted.  This information will be
required when the position is entered/modified through People Admin.

Preferred Education Requirements

Here you will identify what level of education you would prefer for candidates to hold.
These are essentially “extra credit” for candidates as they will receive additional points for
meeting these criteria.  These items are NOT required for candidates to receive
consideration.  This section may also be left blank if there is no other education desired
other than what is listed in the Minimum Education section.

Examples:  

Minimum Requirement is a Bachelor’s degree; Preferred Requirement is a Bachelor’s
degree in Communication, Public Relations, or Marketing.
Minimum requirement is a Bachelor’s degree in Counseling, Social Work or a related field. 
Preferred Requirement is a Master’s degree in Counseling or Social Work.

Preferred Experience Requirements

Here you will identify what additional experience you would like for candidates to hold. 
Again, these items are “extra credit” for candidates as they will receive additional points for
meeting these criteria.  These items are NOT required for candidates to receive
consideration.  This section may also be left blank if there is no other education desired
other than what is listed in the Minimum Education section.  This is also the section where
you may place proprietary or WSU-specific information.

http://webs.wichita.edu/depttools/depttoolsmemberfiles/humanresources2/Pay Matrix.pdf
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Examples: 

Minimum Experience is Two years of Event Planning Experience; Preferred
Experience Requirement is 3-5 years of Event Planning Experience.
Minimum Experience is Three years of demonstrated accounting/payroll skills;
Preferred is Minimum of three years demonstrated accounting/payroll skills in an
academic, or government work environment.
Experience working with Ellucian Banner
Understanding of WSU business processes, such as admissions, advising,
registration, enrollment, and financial aid.

Contact with the Public (USS positions only)

For USS positions, you will need to address the following question concerning contact with
the public;
• For what purpose, with whom and how frequently are contacts made with the public, other
employees or officials?

Environmental Factors

What Hazards, risks or discomforts exist on the job or in the work environment (i.e. noise,
temperature, dust, lighting, chemicals, etc.)?

Example:  Office can be noisy during busy seasons. Detailed daily tasks may strain
eye sight. Prolonged sitting and computer work may cause discomfort.

Machines and Equipment

List machines or equipment used regularly in the work of this position. Indicate the
frequency which they are used

Personal computer and printer used daily. Email and telephone are used daily. Copy
machine used frequently. Fax machine used occasionally. Scanner used
occasionally.

For USS positions, you will need to select a statement concerning employee errors, and
then provide examples of the consequences for employee errors.

Errors in transfer evaluations can delay a student completing their degree and lead
to enrollment in unneeded courses. This can cause significant financial waste and
burden and deter career progression for students. Errors reflect poorly on Wichita
State and how it serves students.

Job Duties

In this section, you will outline the major job responsibilities for the position and indicate a
percentage of time spent working on this responsibility.  You will also indicate whether this
is an Essential or Minimal responsibility.  Once all high level duties have been entered, the
percentage should total 100. There is no limit to the number of items that can be listed. 
However, responsibilities should be grouped as appropriate so that no item has less than
5%.   Most jobs have 4-8 major categories of duties.
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For many employees the job duties become part of their evaluation.

Funding

When creating a PD, you will also need information concerning how the position will be
funded.  Specifically, you will need the Org number, the Fund, the Funding Source (RU or
GU), and the Account (1000 is USS, 1010 is USS Temp, 1100 is Unclassified, 1110 is
Unclassified Temp).

NOTE:  You may split funding between two funds, but you may NOT split funding
between Orgs.  
For example, you MAY have funding from ORG 101912 from Fund A0003 for 25 %
and Fund D10139 for 75%. 
You CANNOT have ORG 101912 from Fund A0003 for 25% and ORG 102164 from
Fund D10139 for 75%.  In this case, funds would need to be transferred so that the
funding could be pulled from a single ORG code.

Physical Job Requirements

Here you will enter all physical requirements for the position and indicate the frequency of
use.   Most positions will have at least 10 items in this section. 
For USS positions only, you will need to address the following questions:

How much latitude is allowed employee in completing the work?
What kinds of instructions, methods & guidelines are given to the employee to help
do the work?
State how and in what details assignments are made?

Search Committee/Chair

The selection of the search chair and search committee is the next item for consideration. 
The partnership between hiring manager and search chair is key to a successful search
and to ensure that the search process moves along in a timely manner. The hiring
manager and search chair should discuss the position, the requirements, the overall
search and advertising strategy, the interview process and any other relevant topics
before the PD is approved and posted for applications.

Verification of acceptance as a search chair or search committee member role
should be attained before the PD is entered into PeopleAdmin.   If necessary,
changes to the search team can be made by HR at a later time.
A search may have co-chairs.  The PeopleAdmin system allows multiple search
chairs for a job posting.
A director my serve as the "face" of the search, conduct interviews and host all
events with the applicants. Their Admin can also be listed as a search chair to
facilitate reviewing and scoring of applications.
Only those people listed as a search chair or search committee member will be able to
access the posting and its applicants.
Anyone outside of WSU who is serving on the search team should be included as a guest
user within the PeopleAdmin system.

Posting Options

Next, you will need to consider the posting options for your position.  Will it be open
to external candidates or only open to WSU employees?  How long will it be
posted?  Where will I advertise?  Will I choose to advertise?  How do I ensure a
diverse candidate pool of candidates?

Note that student and temporary employees are not eligible to apply for
positions advertised for WSU employees only.  To apply for internal positions,
you must be a current benefits eligible WSU employee with an active



HUMAN RESOURCES - Wichita State University

http://webs.wichita.edu/?u=humanresources2&p=/hiring/search_process/posting_requirements/[2016-05-11 15:37:12]

myWSU ID.
Jobs must be posted for a minimum of 7 calendar days for both internal and
external postings, but may be posted for a much longer period of time if
desired. This is true for local, regional and national searches.
You may also decide to have the position Open Until Filled. 
If you use this option, the position will be open to candidate application
submissions throughout the hiring process.  However, the use of a priority
consideration date should be used in conjunction with the Open Until Filled
option.   An example of a priority consideration date:  This position will remain
open until filled.  However, priority consideration will be given to those
candidates who complete the application process by January 20, 2014.
A priority consideration provides a way to begin the screening process of
candidates while still gathering additional candidates.   When the screening
process begins, all candidates who applied by the priority date are included in
the initial screening.  If the hiring process is completed without the
identification of a viable candidate, the candidates who applied AFTER the
priority date would then be considered.

Search Plan

A search plan will also need to be developed for the position. Part of this process is
determining the length for posting, which is outlined above. Many times, the best
way to develop the plan is to work backwards from the proposed start date.  The
plan will need to include the following:

Beginning Initial Application Review Date – Consider how long you will need
to review all of the candidates who apply for the position. 
Beginning Phone Screenings Date – Determine whether phone screens will
be used in your search.  If you plan to use them only if necessary to narrow
down your candidate pool, make sure to include this in your plan.
Beginning Live Interviews Date – When do you plan to conduct face to face
interviews?  Make sure to allow ample time for scheduling, travel, etc. when
developing your plan.
Interview Details – Will there be a presentation required?  Will there be a
tour?  Will the initial set of candidates be interviewed and then narrowed
down to two for a second interview?
Sources and methods required insuring a diverse applicant pool – What
actions are you taking to ensure that diversity are a factor in your candidate
pool?

Advertising

Depending on the type of position, you may decide to advertise for positions posted
externally.  When determining where to advertise, targeting a diverse population should be
a major consideration.  Other groups that should be considered in the advertising plan
include Veterans and the disabled.

There is no requirement to advertise your position externally.  Many positions
receive ample traffic through the posting to the WSU website.
Once you have decided to advertise externally, you will need to draft your ad copy. 
This information should be included on the PD when it is routed for approval within
PeopleAdmin.  
The Office of Human Resources can assist you with placing ads with U.S. Military
Pipeline (free), the Wichita Eagle, and CareerBuilder (cost to department).  Other
advertising should be placed by the search chair or departmental designee.
Advertising sources and cost information are available.
All positions listed in PA automatically post with the Wichita Workforce. This network

http://webs.wichita.edu/?u=humanresources2&p=/Hiring/Search_Process/Advertising/
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includes:

Butler CC Kansel

Catholic Charities KETCH

Cowley CC MidCAP

CPRF Mirrors Inc.

Department for Children & Families Salvation Army

Dress for Success Sedgwick County

Episcopal Social Services Senior Services

Goodwill Industries SER

Heritage College Urban League

Hutch CC US Air Force

Job Corp USD 259

Kansas Dept. of Corrections Veterans Administration

Final Review

Once all of this information has been compiled, a comprehensive final review should
take place.  It may be helpful to have other concerned parties review the PD to
make sure all requirements have been accurately included. 
Once the final review is complete, you are ready to enter/modify the PD in
PeopleAdmin.  

[Top of Page]

All instructions are based on general procedures. College/Department or Divisional
direction should be followed when instructions differ.

Who to Contact
If you have questions about any of the materials or would like further assistance, please contact:

Employment Team
Julie Windham
Employment Manager
julie.windham@wichita.edu
Phone: (316) 978-3554

Tonya Cruz
Employment Advisor
tonya.cruz@wichita.edu
Phone: (316) 978-3061

 
Lloyd Hatfield
Employment Advisor
lloyd.hatfield@wichita.edu
Phone: (316) 978-3556

 

FLSA
Sarah Hunter
Assistant Director - Compensation/FMLA
sarah.hunter@wichita.edu
(316) 978-6124

 

http://webs.wichita.edu/?u=humanresources2&p=/Hiring/PeopleAdmin/PD_Process/
http://webs.wichita.edu/?u=humanresources2&p=/Hiring/PeopleAdmin/PD_Process/
mailto:julie.windham@wichita.edu
mailto:tonya.cruz@wichita.edu
mailto:lloyd.hatfield@wichita.edu
mailto:sarah.hunter@wichita.edu
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Position Title: Assistant Professor  Position #: 998783

Dept. Name: 102026-Mechanical Engineering  Posting #: 16-00044-UP/FA Post
 

 

 

Minimum Education (must have) 

* PhD in mechanical engineering or closely-related field.

Preferred Education (would like to have) 

* Bachelor's degree in mechanical engineering or related field.

Minimum Experience (must have) 

* Notable record of journal publications and scholarly activities.

Preferred Experience (would like to have) 

* Research experience to include computational materials engineering.

Knowledge, Skills & Abilities (must have) 

* Ability to supervise graduate students. 

* Disposition to work with diverse students populations.

* Effective communication and interpersonal skills. 

* Evidence of effective teaching potential. 

* Evidence of potential to attract external funding and conduct research.

* Willingness to accommodate a variety of learning styles and strategies in instructional delivery and learning activities, including 
online and blended learning, flexible teaching methods, and applied learning approaches.
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Position Title: Assistant Professor  Position #: 998783

Dept. Name: 102026-Mechanical Engineering  Posting #: 16-00044-UP/FA Post
 

 

   

  Place an X in the box if the applicant does not meet the criterion. Do not add, remove or change criteria.

 * Veterans           

    Preference           

  # Bumping Rights           

 ^ Police-1           

 @ Police-N   Knowledge, Written       

    Skills & Communication Leadership     Interview?

 Applicant Name Education Experience  Abilities Skills (if applicable) Notes  Y or N

1.         

             

 Search Chair:  Date:  /  /2016  

             

 Please email an electronic copy for data entry when completed to HR (Employment@wichita.edu)  

 (Keep original in search file)  

 Full instructions on how to complete this form can be found online at http://www.wichita.edu/forma  
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ADMISSIONS ACADEMICS RESEARCH STUDENT LIFE ABOUT WSU NEWS / INFO ATHLETICS GIVE TO WSU

Who to Contact
HUMAN RESOURCES

Human Resources Home

Job Openings

Hiring Process

Training

Benefits

Employee Relations

Timekeeping

Policies

Forms

Contact Us

IN THE NEWS

USS to UP
Reclassification

Video of Market Study
Campus Visit

Financial Counseling

Office of Human Resources
1845 Fairmount
Box 15
Wichita, KS 67260-0015
316-978-3065

Interview Preparation/
Development
This section provides information on many components involved with the interview process: 
developing appropriate interview questions, structuring the interview, and handling hospitality
expenses.

Developing Interview Questions
Types of Interview Questions
Structuring the Interview
Conducting Multiple Interviews
Travel Procedures for Interviews

Developing Interview Questions
The goal of the interview is to determine the knowledge, skills, and abilities of a prospective
employee. It should be conducted so that it provides as much information as possible about an
applicant's potential to perform the duties of a particular position.  To do this, the interview
questions and process must be developed with this goal in mind.

When developing interview questions, the questions should be job specific and
appropriate for the complexity and level of the position.   They should also relate to the
position requirements on the PeopleAdmin position description.  During this development,
you will need to determine what type of interview questions to include and how they will be
evaluated.

Compliance is also an important consideration during the interview process.  To ensure equal
employment opportunity, interviewers must be consistent throughout the interview process,
making sure both the format of the interviews and the basic questions asked of each candidate
are the same. 

Types of Interview Questions
1. The types of interview questions used are determined by the type of information you are
attempting to gain from the candidate.  

General knowledge interview questions may be used to verify certain information or
knowledge.

Tell me about your CPA experience.
Tell me about your experience working with students in a higher education setting.
Can you elaborate on your education?  Have you completed your degree program?
What medical licenses or certifications do you currently hold?

Questions aimed at clarifying information provided on application documentation would
also fall into this category. 
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Behavioral interview questions are used to determine how a candidate dealt with specific
job related situations.   The information provided by the candidate is then analyzed in an
attempt to determine how they may respond to similar situations in the future.

What do you do when your schedule is interrupted? Give an example of how you
handle it.
Tell me about the most difficult co-worker you have worked with.  How was he or
she difficult? Have you handled a difficult situation with a client or customer? How?
Have you ever made a mistake? How did you handle it?

Situational interview questions are similar to behavioral interview questions.  Instead of
asking about past situations, the candidate is presented with scenarios and asked how they
would respond in the given situation.

It's 2 p.m. and you have a critical report due to your manager at 4:00 p.m.  A very
important customer calls with a crisis, needing your immediate attention.  How would
you respond?

2. Human Resources has made available a comprehensive list of acceptable interview questions.

3. The law is very clear about the types of questions that may not be asked during the interview
process.   It is unlawful to discriminate against anyone in any aspect of employment or the
employment process on the basis of age, race, sex, national origin, religion, creed, color, disability
status or disabled veteran's status, sexual orientation, citizenship or inpending citizenship.  Any
concerns about the appropriateness of questions relating to any of these areas should be
discussed with the Office of Human Resources prior to conducting interviews.

Irrelevant or “nice to know” questions should never be asked.  The following information
should be obtained, if needed, only after the person has accepted an offer of employment.
Questions related to candidate name that might indicate marital status, ancestry, national
origin or descent are inappropriate.
Age related questions are only appropriate if there if age is a legal requirement (i.e. must
be 18 years or older to work here).  If age is not a legal requirement for the position, all
questions that could be considered age related should be avoided (i.e.  “When did you
graduate from high school?”).  NOTE: The Kansas Act Against Discrimination prohibits
discrimination against persons age 18 and over. 
No questions should be asked related to race or color, gender, ancestry, national origin, or
birthplace.
Do not ask questions related to marital status or family status.  This would include
questions related to pregnancy, the number of children in the household,  or child care
availability.
Do not ask candidates about their native language.
Questions related to religion should be avoided.  Candidates should be given the hours and
days of their work schedule.  Employers must make reasonable accommodations for an
employee’s religious practices.  Should you encounter a situation where a candidate
requests accommodation, please contact the Office of Human Resources.
No questions should be asked about a candidates arrest records.  Questions concerning
convictions may be asked if job related.
Questions related to citizenship should be avoided unless the position has ITAR restrictions
concerning citizenship.
For candidates with military service, questions related to the type of discharge are not
allowable.
Credit report information or other types of financial data should not be a part of the
interview process unless it is a business necessity to have this information.  This includes
garnishments and filing for bankruptcy.  Please contact the Office of Human Resources for
more information on this topic.
Do not ask candidates about home ownership.
Candidates with Disabilities - The Americans with Disabilities Act ("ADA") prohibits

http://webs.wichita.edu/depttools/depttoolsmemberfiles/humanresources2/Hiring/338 Behavioral Questions.pdf
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employers from asking disability-related questions to employment applicants.
A "disability-related question" is any question that is likely to elicit information about
disability. Under the ADA, an employer cannot lawfully ask an applicant whether he
has a particular disability nor ask questions that are closely related to a disability.
During the interview process, the candidate can be asked about their ability to
perform the essential functions of the job for which he or she is applying, with or
without reasonable accommodation.

Other problematic types of questions:
What does your wife do for a living?
Have you experienced any significant illness in the past year?
How long to you plan to work before retiring?
Where did you grow up?

THE BOTTOM LINE – IF IT IS NOT JOB SPECIFIC, DO NOT ASK THE QUESTION.

4. When developing your interview questions, make sure to include those aimed at clarifying
information provided on application documentation.  There are often items that are hard to score
or cannot be scored.  Make sure to address these.

5. It is best practice to notate which question relates to which criteria.

For example:  “As you know, this position will assist small business owners.  Therefore we
require three years of experience working with the public, please explain in detail your
experience.  (Required #3)”
“As a curator for the Ulrich Museum there may be opportunities for educational
presentations.  Explain your teaching experience within the context of an art museum.
(Preferred #2)”

6. The Candidate Selection forms allow for “fit” interview questions. These questions are not
directly linked to the requirements of the position. Their results will be noted in the University
Competencies notes section on each Candidate Selection form.

Fit questions should be designed to determine if a candidate will represent the values of the
University and the respective department.  Examples of fit questions include:

For a department that experiences constant change:
Tell me about a time you had to learn a new skill or process.  How did you handle it?  What
were your frustrations?
For a position that has to make decisions without guidance:
Often times we do not have all the information we would like, but still have to make a
decision:  tell me how you handle these situations.  Give some examples and explain if you
would handle them differently.

Please contact OHR or the Office of EEO for additional information.

7. All structured interview questions should be identical for each applicant; however it is always
acceptable to ask the candidate questions regarding the material they submitted.  Common
examples include:

I see from your application and resume you do not list any work history between 2006 and
2010 can you explain?  (The answer to this may return personal information such as “I was
a stay at home mom or I had to care for my ill mother.”  This is okay however you should
not ask further questions.)
Your application indicates you supervised 4 employees while at the Acme organization. 
Your job title there was ‘worker bee’.  Can you explain?
You indicate you left your first job to make more money.  Your second job was a lower
salary.  Can you explain? 
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In your cover letter you say you have experience with budgets.  Can you tell me which job
you were working when you gained that experience? 
I see in your last three jobs your salary was over $60,000.  This job has an annual salary of
$40,000.  Are you aware of this?
In your previous positions you held a supervisory role.  This job will not supervise others. 
Are you aware of this?  Do you feel you will be comfortable in this role?

[Top of Page]

Structuring the Interview
1. Before scheduling interviews with the candidate pool from the Applicant Document Review
form, the structure of the interview should be developed.  Having a plan for the interview process
itself will help ensure that the process flows smoothly and that you use the time with the candidate
in the best way possible.

2.  To start the planning process, determine where the interview will be held.  Is the location
inviting?  Does it have all of the technical requirements needed for your interview process?  Is it
easily accessible?  Is it handicap accessible?

3. What will the seating arrangements be during the interview?  Will the search committee and
candidate sit around a table in more informal setting?  Or will the interview be “panel style”, with
the candidate on one side of the table and the search team on the other?   Keep in mind that the
setting of the interview can either help put the candidate at ease, or cause stress for the
candidate.   Whenever possible, always aim to put the candidate at ease.  This will help build
rapport during the process, which typically leads to a more comfortable experience for both the
candidate and the search team members.

If using phone interviews, make sure that the location is quiet enough not to disrupt being
able to effectively communicate with the candidate.
Before the interview, the search chair should discuss the expectations of the search team.  
Appropriate dress and assignment of the candidate introduction process should be
discussed.  Also, search team members should know in advance which questions they will
be responsible for asking.

4. What will you do to get the interview started once the initial introductions are complete?  Many
search teams use “ice breaker” activities to start the free flow of information from the candidate. 
Samples of appropriate questions include:

Thank you for coming in today – did you have any problems finding our office?
Tell me - Why are you interested in working for Wichita State?
What is it about this position that led you to submit your application?
Always offer the candidate water or other beverages when available.  Interviews are
stressful.  This action alone can be another type of “icebreaker”.
Feel free to contact OHR for additional creative suggestions.

5. What activities will the candidate complete?  Will there be a campus tour?  Will a presentation
be required?  Will there be any type of testing or writing requirement?  Will role plays be a part of
the process?  All of these things should be considered during interview planning.   Appropriate
resources should be located and available to the candidate for the required activities.

When using activities, make sure that instructions for them are clear, and that each search
team member knows what part they will play in the activity.  When applicable, desired
outcomes for the activities should also be identified beforehand. 
Feel free to contact OHR for additional suggestions. 
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6. Once the structure and format of the interview has been established, the interviews can then be
scheduled with the approved candidates.   During the process, the following should be covered:

Location, duration and time of the interview.  Include any information that could be an issue
for the candidate, such as traffic or parking.
Who the candidate will be meeting with.  This does not mean giving out names, but can be
more general in nature.  For example, you could tell the candidate “You will be meeting
with the search team for the position, which is made up of 4 team members from the
department”. 
Give the candidate information concerning anything that needs to be developed for the
interview, such as a portfolio sample or presentation.
Provide the candidate with contact information in case they have follow-up questions or
they are unable to keep their scheduled interview time.

7.  When the candidate appears for the interview, make sure to have them sign their application.
 They should also fill out and sign the Background Authorization and Release form.  These forms
should be completed for both USS and UP/Faculty candidates.

[Top of Page]

Conducting Multiple Interviews
1. As you work through the interview process, you may find that you need to interview candidates
multiple times to determine who ultimately is the best fit for your position.   2nd or 3rd interviews
are considered an acceptable part of the recruiting process and should be used when needed to
accurately compare and contrast candidate qualifications.

2. Whenever multiple interviews are conducted, a Candidate Selection form must be completed in
each round.

3. All notes for each interview session should be kept so that they can be included in the final
search packet, which is assembled at the time a final candidate is selected.

[Top of Page]

Travel Expenses for Candidates
WSU has established procedures for addressing travel expenses for candidates being
interviewed.  All travel arrangements must be made through the selected vendor, Sunflower Travel
Corporation as outlined in Policy 3.28.

For specific instructions, forms, and policy questions, please visit the Travel Procedures for
Interviewing Candidates.

These instructions apply to USS and UP searches.
For information on Faculty searches, please contact the Office of Academic Affairs.

Who to contact
If you have questions about any of the materials or would like further assistance, please contact:

Employment Team
Julie Windham
Employment Manager
julie.windham@wichita.edu

 
Lloyd Hatfield
Employment Advisor

http://webs.wichita.edu/inaudit/ch3_28.htm
http://webs.wichita.edu/?u=humanresources2&p=/Hiring/Search_Process/Travel_Procedures_for_Interviews/
http://webs.wichita.edu/?u=humanresources2&p=/Hiring/Search_Process/Travel_Procedures_for_Interviews/
mailto:julie.windham@wichita.edu
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Phone: (316) 978-3554

Tonya Cruz
Employment Advisor
tonya.cruz@wichita.edu
Phone: (316) 978-3061

lloyd.hatfield@wichita.edu
Phone: (316) 978-3556

Dale Catlin
HR Project Coordinator
dale.catlin@wichita.edu
Phone: (316) 978-6150
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All successful candidates under consideration for hire at WSU should be passionate in the following competencies which

represent the University's values. 

 

Adaptability 

Adjusts planned work by gathering relevant information and applying critical thinking to address multiple demands

and competing priorities in a changing environment.

     *  Acts as a change agent by adapting to and implementing appropriate changes in culture, strategy and regulatory 

        requirements. 

     *  Balances and prioritizes competing needs such as worker comfort, safety and fiscal concerns and demonstrates  

        and promotes flexibility in a changing environment.         

     *  Encourages others to identify options and make recommendations to meet competing needs.

 

Teamwork 

Works cooperatively and effectively with others to achieve common goals.  Participates in building a group identity

characterized by pride, trust and commitment. 

     *  Provides guidance, delegates responsibility, and ultimately approves methods of accomplishing given goals. 

     *  Accepts responsibility for implementation of team goals.

     *  Values the contribution of all team members and engenders group integrity.

     *  Encourages and expects equal contribution from all team members.

 

Inclusiveness 

Demonstrates the ability to work effectively in an environment consisting of diverse individuals from varying 

backgrounds and cultures. 

     *  Values the perspectives and contributions of all people.

     *  Recognizes that individuals from different communities have different strengths and needs, and that different 

        cultures impact how people think and behave. 

     *  Helps ensure that all employees are heard and that all backgrounds are respected.

     *  Is open to change and works to encourage open, honest dialogue that helps foster an inclusive work and 

        learning environment. 

 

Initiative 

Takes action beyond required or expected effort and proactively originates action rather than only responding to

suggestions and directions from others. 

     *  Establishes goals for oneself and others that are reachable, but also challenge to do better than before. 

     *  Proactively seeks out and seizes opportunities that will further the University's mission.

     *  Demonstrates perseverance in working and focusing on a difficult problem until it is resolved.

     *  Coaches and motivates others to put extra effort into assignments and assume additional responsibilities. 

 

  Phone/Skype Candidate Status Examples  Declined, Move to Interview, Not recommended for interview, 

  Possible backup, Withdrew

  Interview Status Examples  Declined, Backup candidate, Not acceptable for hire, 

  Recommended for hire, Withdrew

(This page not needed in search file)
 

 



Printed: 4/29/2016 13:56 
 

 

UP and USS - Candidate Selection  
 

 

Revised: 01/21/2016
 

       
   

Form B 
   

 
 

  Phone/Skype         

            

  Interview         

            

  Other:       

            
Candidate Name:    Posting #: 16-00044-UP/FA Post Position #: 998783

            
Position Title: Assistant Professor Dept. Name: 102026-Mechanical Engineering

            
Evaluated by:   Date:  /  /2016

            

Does this candidate have Veterans Preference rights?  Yes   No    
 

 

   

Do not add, change or remove 
criteria. 

Notes

Education  

Experience  

Knowledge, Skills & Abilities  

Communication Skills  

University Competencies:  

Teamwork  

 Inclusiveness  

Initiative  

Adaptability  

Leadership (if applicable)  
 

 

   

Comments:  

 

Candidate Status
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Search Chair:  Date:  /  /2016

 (Keep in search file)      

 Full instructions for how to complete this form can be found online at http://www.wichita.edu/formb    
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Who to Contact
HUMAN RESOURCES

Human Resources Home

Job Openings

Hiring Process

Training

Benefits

Employee Relations

Timekeeping

Policies

Forms

Contact Us

IN THE NEWS

USS to UP
Reclassification

Video of Market Study
Campus Visit

Financial Counseling

Office of Human Resources
1845 Fairmount
Box 15
Wichita, KS 67260-0015
316-978-3065

Final Selection
 

The analysis of the Candidate Selection forms for in-person interviews should result in the
selection of the final candidate. At this point in the process, there are a few other items that may
need to be considered.

Conducting Reference Checks

Employment related reference checks should be completed BEFORE the contingent offer is
extended to the selected candidate. These are completed to both validate and learn more about a
candidate’s prior work experiences. The Search Chair should conduct reference checks for all
employers where the candidate experience is a consideration for the position they are being
considered for here at WSU. If the candidate has indicated that an employer may not be
contacted, DO NOT complete a reference on that company.  
To assist you with this process, Human Resources has created the Prior Employment Reference
Form.
Questions related to reference checks should be directed to Human Resources.

Unsuccessful Search

Occasionally the search may prove to be unsuccessful. One reason for an unsuccessful search
may be a poorly constructed Position Description which did not attract a diverse pool of quality
candidates. Other reasons may include lack of advertising, short posting times, or lack of local
availability of qualified candidates.
In these cases, the search can be declared "failed." On a failed search, all applicants are notified
that the position was not filled. It would then be up to the Hiring Manager as to whether they
wanted to start over.

The position can be reposted to collect additional applicants with the hope that through additional
advertising, the applicant pool demographic can be increased. It may also be appropriate to re-
evaluate the position description and report if the qualifications need to be changed.

The position can be reposted to collect additional applicants with the hope that through additional
advertising, the applicant pool demographic can be increased. It may also be appropriate to re-
evaluate the position description and report if the qualifications need to be changed.

Filling two positions from one search (must do before this search is complete)

During a search, it is possible that more than a single top candidate will be identified. If funding is
available and approval has been granted, it is possible to hire two (or more) top candidates from a
single applicant pool. The Hiring Manager would direct that a second (or more) Request to Fill in
PeopleAdmin for the additional position(s) be started.  For additional information on this process,
please contact Human Resources.
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These instructions apply to USS and UP searches.
For information on Faculty searches, please contact the Office of Academic Affairs.

Who to contact
If you have questions about any of the materials or would like further assistance, please contact:

Employment Team
Julie Windham
Employment Manager
julie.windham@wichita.edu
Phone: (316) 978-3554

Tonya Cruz
Employment Advisor
tonya.cruz@wichita.edu
Phone: (316) 978-3061

 
Lloyd Hatfield
Employment Advisor
lloyd.hatfield@wichita.edu
Phone: (316) 978-3556
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ADMISSIONS ACADEMICS RESEARCH STUDENT LIFE ABOUT WSU NEWS / INFO ATHLETICS GIVE TO WSU

Who to Contact
HUMAN RESOURCES

Human Resources Home

Job Openings

Hiring Process

Training

Benefits

Employee Relations

Timekeeping

Policies

Forms

Contact Us

IN THE NEWS

USS to UP
Reclassification

Video of Market Study
Campus Visit

Financial Counseling

Office of Human Resources
1845 Fairmount
Box 15
Wichita, KS 67260-0015
316-978-3065

Job Offer
After the candidate is chosen the next step is the job offer.  This
is broken down into two parts, the contingent offer and the official offer. The following outlines
procedures for completing this process.

When the search committee selects its primary candidate, HR recommends selecting an
alternate candidate in case the primary candidate is no longer available or declines the
offer. 
After you have completed your Candidate Selection forms, the search chair should
complete the employment and professional references checks. If the candidate is still
viable after this process is complete, a contingent offer may be extended by the search
chair.
The contingent offer can be accomplished verbally, by e-mail, or in writing, and informs the
candidate that if the remaining pre-employment requirements are met an official offer will
be made.  Examples of pre-employment requirements are:

Background check- required for all onboarding personnel of .5 FTE or greater
Drug screening- required for safety sensitive personnel

The candidate should be directed to an HR recruiter for this processing.  If a drug test
comes back positive the candidate should be contacted and the contingent offer
rescinded.  The search committee will be informed of this action so it may consider an
alternate candidate or close without filling.  If a background check comes back other than
clean the search chair will be informed and given options for the candidate at that time. 
Once the pre-employment requirements are completed an official offer may be made by the
search chair.  This is a written document to the candidate denoting start date, position
number, and rate of pay along with reporting instructions for the employee.  A sample
format for this document is below.  A phone call to the employee may be made in
conjunction with the official written offer.  The start date for the employee should be the
Monday immediately after the start of a pay period for ease of timekeeping services (policy
3.20), and should allow sufficient time for the employee to prepare for onboarding (give
notice to current employer, access documents needed for onboarding, arrange for
childcare, etc). 
Note: New hires cannot begin work until the Hiring Proposal is completely approved.

[Top of Page]

Offer Letter Samples

Background Check
Please review the Background Check page for further information.

These instructions apply to USS and UP searches.
For information on Faculty searches, please contact the Office of Academic Affairs.
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Who to contact
If you have questions about any of the materials or would like further assistance, please contact:

Employment Team
Julie Windham
Employment Manager
julie.windham@wichita.edu
Phone: (316) 978-3554

Tonya Cruz
Employment Advisor
tonya.cruz@wichita.edu
Phone: (316) 978-3061

 
Lloyd Hatfield
Employment Advisor
lloyd.hatfield@wichita.edu
Phone: (316) 978-3556

[Top of Page]

Reviewed: 05/06/2016 LH

This site is maintained by HUMAN RESOURCES. This page last modified on Friday, May 06, 2016 1:39:27 PM
Central US Time. If you find errors please bring them to the attention of Shelly Kellogg (shelly.kellogg@wichita.edu).

Wichita State University |  1845 Fairmount St. Wichita, Kansas 67260 | (316) 978-3456

A-Z | Policies and Procedures | Notice of Nondiscrimination | Campus Safety | RSS Feeds | Contact Wichita State University 
© 1995-2016 Wichita State University. All rights reserved.

Select Language

Powered by Translate

https://yoshki.com/validate.aspx
https://yoshki.com/validate.aspx
mailto:julie.windham@wichita.edu
mailto:tonya.cruz@wichita.edu
mailto:lloyd.hatfield@wichita.edu
http://www.wichita.edu/thisis/contactus/?u=humanresources2
http://www.wichita.edu/thisis/contactus/webmaster.asp
http://www.wichita.edu/thisis/aboutus/maps_and_directions.asp
http://www.wichita.edu/thisis/siteindex/
http://webs.wichita.edu/inaudit/tablepp.htm
http://webs.wichita.edu/inaudit/ch3_02.htm
http://webs.wichita.edu/?u=emergency&p=/EMERGENCY_top/emergency_top
http://www.wichita.edu/thisis/rss/
http://www.wichita.edu/thisis/contactus/webmaster.asp
https://translate.google.com/
https://translate.google.com/


HUMAN RESOURCES - Hiring Proposal/Onboarding - Wichita State University

http://webs.wichita.edu/?u=humanresources2&p=/hiring/search_process/hiring_proposal/[2016-05-11 15:50:19]

ADMISSIONS ACADEMICS RESEARCH STUDENT LIFE ABOUT WSU NEWS / INFO ATHLETICS GIVE TO WSU

Who to Contact
HUMAN RESOURCES

Human Resources Home

Job Openings

Hiring Process

Training

Benefits

Employee Relations

Timekeeping

Policies

Forms

Contact Us

IN THE NEWS

USS to UP
Reclassification

Video of Market Study
Campus Visit

Financial Counseling

Office of Human Resources
1845 Fairmount
Box 15
Wichita, KS 67260-0015
316-978-3065

Hiring Proposal/OnBoarding
 

Hiring Proposal
The PeopleAdmin Hiring Proposal is initiated by Human Resources when the background
check (if needed) is complete and an offer has been made and accepted for the position.
 Human Resources will contact the search chair with the background clearance and ask for
permission to begin the hiring proposal.  It will not be started until permission is received
from the search chair.  The Hiring Proposal is sent to the PeopleAdmin Admin for further
information, such as start date, end date (UP), terminal degree (FA).
The OHR 200 (non grant) or OHR 220 (grant) will need to be completed for existing
employees transferring from one position to another position.
Policy 3.20—Fully approved before start date.  The Hiring Proposal must be fully approved
before a new hire is allowed to begin working. 

Onboarding
New employees at the University must report to Human Resources for onboarding on or
before their first day of work to complete hiring paperwork (employee's photo ID and signed
social security card are required), and employee will receive instructions on how to get a
WSU ID and parking authorization. During the HR onboarding process, the employee will
be scheduled for an orientation/benefit session.
The Hiring Manager should be ready for the new hire with orientation/training in the
department. The Position Description should also be covered in detail to ensure
understanding of all responsibilities and expectations.

The following forms are used to aid hiring managers with departmental orientation.

Supervisor Checklist for New Faculty
Supervisor Checklist for New Staff
Supervisor Checklist for New Students

All instructions are based on general procedures. College/Department or Divisional
direction should be followed when instructions differ.

Who to Contact
If you have questions about any of the materials or would like further assistance, please contact:

Employment Team
Julie Windham
Employment Manager

 
Lloyd Hatfield
Employment Advisor
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julie.windham@wichita.edu
Phone: (316) 978-3554

Tonya Cruz
Employment Advisor
tonya.cruz@wichita.edu
Phone: (316) 978-3061

lloyd.hatfield@wichita.edu
Phone: (316) 978-3556
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