VSoE Part-Time Faculty (Research, Teaching, and Practice) — Posting and Hiring

Viterbi Business Affairs

Concurrent

Steps

Department

Office of the Dean

[ Department pinpoints need for faculty

—

Workday REQ Form drafted and sent to
Dean’s Office with job posting language

7

Workday REQ Form and job posting

While waiting for approvals, Department
creates FAM posting [set to: Inactive]

v

language are reviewed and approved. VFA
submits Workday REQ Form with approved
job posting language for WD approvals. VFA
sends the initial WD details to the
Department.

\.

Approve and post WD REQ.

v )

Connect REQ# to FAM. Set to: Active

v

Competitive Hire Process / Cast Net Widely.
Department interviews and dispositions
candidates.

v

REQ is sent through approvals in WD.

Legend

Department Position Manager submits
Workday REQ to Dean’s Office for each child
REQ request, with CV

Inter-Office Process

Workday Process

For each hire, Workday REQ Form and CV are
reviewed and approved. VFA submits child
Workday REQ Form(s) for WD approvals. VFA
sends WD details to the Department.

Letter drafted and sent to candidate, with
Agreement to Arbitrate Claims and eAccess

FAM Process

form, after FYI email to Viterbi Faculty Payroll.

Final signed offer letter, arbitration
agreement, and eAccess form are received.

v

Department dispositions final candidate(s).

v

Department attaches the final signed offer
letter, arbitration agreement, and eAccess
form (no Zip files) to FAM in the “Manage
Applicant Hiring” module with the
Requisition Number and WD Position ID.

VBA reviews FAM, the attached documents,
confirms the WD Position ID, and “Sends to
WD” to generate a pre-hire record.

Pre-record created in WD.

v

Background check initiated in WD.

Fields must be completed based on the
eAccess form. This generates an email
notification to VBA.
Once a hire is finalized, do not edit the
record. Any updates, if applicable, must be
communicated directly to VBA.

«

Department addresses any visa issues, if
applicable. Once resolved, Department sends
Glacier link if candidate is NRA.

e L
N
Department creates salary letters in FSMS for
part-time positions (see pg.2) A
4
Y

Department completes dispositioning
candidates and notifies non-selected

After third week of semester, copies of all
signed contracts and CVs collected sent to
Viterbi Faculty Affairs

candidates. Only after all hires for Open
REQ are received and dispositioning is
complete, does Department close position
in FAM. Do not close a position in FAM until
all pre-hires are done in WD.
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f

.

\

VBA initiates Hire process (WD
account enabled after Validation
step). FAM documents will
integrate to WD.

Legend

Department

( )

Create contract in FSMS (Dean’s
Portal) for Part-Time positions no later
than 3 days after Pal is submitted.
The FSMS contract must be printed to
allow integration and employee to
select a benefit plan in WD.

\. J

ty

Inter-Office Process

Workday Process

FAM Process

Employee Process

VBA to initiate NTE form

\.

VBA meets with faculty to review
section 1 of 19 and complete
section 2. Section 2 must be

completed on or before 3 day of

work.

VBA enters only the highest degree
(specialty) in WD as noted in CV.
Other educational information is

located in VIS.

J
|

ﬁ
N

Manager or delegate initiates
Onboarding Setup (email) to employee
to activate NET ID and launch
onboarding. (Note: This step will be
delayed to six months from start date.)

t

Employee will then complete
onboarding Wave 1 task which includes:
DE4/Wa4.

[ it

' Dept. arrange 19 appointment with l

VBA prior to the employee’s first day
of employment and/or by first day of
employment. Inform faculty that they
will need documents from “I9 List of
acceptable documents” for I-9
appointment. If NRA’s Glacier Tax
Summary and supporting documents

\ will be needed for 19 abbointment. ‘

Employee completes I-9 page 1 (must
be completed on or before 1% day of
work). Employee completes
I-9 page 1.

v

Employee to acknowledge NTE form.

v

Employee completes Wave 2/3
which includes: benefits election in

WD (if applicable), Trojan Learn
and Survey.

\. J

Office of the Dean

Approved recommendation for
Faculty Appointment form send to
Dept & VBA (VBA upload to WD)
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