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    COLUMBIA UNIVERSITY HUMAN RESOURCES 

ColumbiaUniversityiscommittedtoattracting,encouraging,andretainingahighlyqualified 
workforce tosupportourmissionofexcellence ineducation, research,andpatient care.Asa 
world-renownedresearchuniversityinNewYorkCity,Columbia'ssuccessistheresultofadi-
verse workforce coming together to help shape the future. 

ColumbiaUniversityHumanResourcesisproudtosupporttheseeffortsbyprovidingour 
schoolsanddepartmentswith thetoolsandsupportnecessaryforsuchan importantendeavor. 
Thisenhancedandup-to-dateAdministrativeRecruitmentGuide ismeantasasupplement to 
ourother resources and to provideguidanceandbest practices in hiringof our most important 
resource,ourpeople.Itincludesbestpractices,templates,andinformationinaneasy-to-follow 
formattoguidedepartmentalHRandhiringmanagersthroughtherecruitmentprocess. 

Inaddition to thisguide,CUHR is committed toassistingschoolsanddepartmentswith their 
recruitmentneeds.Tothatend,CUHRhasenhanceddedicatedresourcestoassistwith 
developingrecruitmentstrategies,managingexecutivesearches,andsupportingdiversity 
related recruitment initiatives. 

Asourcommunitygrowswith theexpansionof theManhattanvillecampus,sohas theColumbia 
EmploymentInformationCenter’s(CEIC)supportoftheUniversity’scommitmenttohiringlocal 
qualified candidates. CEIC will continue to provide access to a prescreened local pool of 
candidates, as well as temporary staffing support. 

This will continue to be an evolving document, and we encourage your feedback as we work to 
enhance our support of the University’s recruiting and hiring efforts. 
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RECRUITING AT COLUMBIA 

ColumbiaUniversity isanequalopportunityandaffirmativeactionemployer.Itprovidesequal 
employmentopportunities toall employeesandapplicants foremploymentandprohibitsdis-
crimination based on race, color, sex, gender, pregnancy, religion, creed, marital status, partner-
ship status, age, sexual orientation, gender identity, gender expression, national origin, disability, 
military status, or any other legally protected status. 

As an equal opportunity and affirmative action (EOAA) employer, the University is committed to: 

• Identifying and recruiting a talented pool of diverse applicants 

• Applying policies and practices consistently 

• Eliminating bias based on any legally protected characteristics or status 

• Being regarded as an employer of choice 

NOTICE OF NONDISCRIMINATION 

ColumbiaUniversity iscommittedtoprovidinga learning, living,andworkingenvironment 
free fromunlawfuldiscriminationandto fosteringanurturingandvibrantcommunity 
foundedonthe fundamentaldignityandworthofall of itsmembers.Consistentwith this 
commitment,andwith all applicable laws, it is thepolicyof theUniversitynot to tolerate 
unlawful discrimination inany formand to provide personswho feel that they are victims 
of discriminationwithmechanisms for seekingredress. 

Also consistent with this commitment, Columbia University prohibits any form of 
discrimination against any person on the basis of race, color, religion, sex, gender, 
gender identity, pregnancy, age, national origin, disability, sexual orientation, marital 
status, status as a victim of domestic violence, citizenship or immigration status, 
creed, genetic predisposition or carrier status, unemployment status, partnership 
status, military status, or any other applicable legally protected status in the 
administration of its educational policies, admissions policies, employment, 
scholarship and loan programs, and athletic and other University-administered 
programs and functions. 

Nothing in thispolicy shall abridgeacademic freedomor theUniversity’s educational 
mission. Prohibitions against discrimination and discriminatory harassment do not 
extend to statements orwrittenmaterialsthatarerelevantandappropriatelyrelatedto 
thesubjectmatterofcourses. For more information regarding the University’s 
Nondiscrimination Policy, please refer to Columbia University’s EOAA Website. 
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    RECRUITMENT GUIDE: GETTING STARTED 

PLANNING STAFFING NEEDS 

OVERVIEW 
Strategicplanningonthefrontendisessentialtosuccessfulrecruitmentefforts.Whenpositions 
become open, managers should consider and address the following prior to filling or posting a 
job: 

• Have the needs changed? 

• Does the job description need revising? 

• ArethereanyAffirmativeActionPlacementGoalsordiversityrecruitment 
needsthat should beconsidered? 

Organizationaldesignisanimportantprocessthathelpsalignpeopleresourceswiththe 
strategic goals of the school or department. Managers and departmental HR can work with 
their HR ClientManagers todefine theneedsof theunit andmakesure that the right talent is 
identified and inplace. 

SALARY CONSIDERATIONS–UNIVERSITY SALARY RANGES 

Hiringmanagersareresponsibleforofferingandagreeingtosalariesfornewemployeesthatare 
alignedwiththehiringrangeforthegrade(forOfficersandNon-UnionSupportStaff). 
Salaries fornewOfficersandNon-Union SupportStaff must fallwithin thehiring range for the 
grade. Consult with your HR Client Manager if you have questions regarding the CUHR or 
CUIMC HRsalary-rangegrids for theMorningsideandMedicalCentercampuses.Anyproposed 
exceptionsmustbeapprovedbyyourHRClientManagerbeforea finaloffermaybe 
extended. 
Note: Please refer to the Salary Information section in the HR Manager’s Toolkit. 

Salaries for certainSupport Staff positionsarecoveredbycollectivebargainingagreements 
andnegotiatedbetweentheUniversityandtherespectiveunion.Pleaserefertotheappropriate 
collectivebargainingagreementforratesandothertermsandconditionsofemployment,which 
can be found in theForms andDocument section of theHR website (search “collective 
bargaining agreement”). 

INTERNAL EQUITY 
Itisimportantthatthesalarybeingconsideredisjustifiable/equitablebasedontheindividual’s 
qualificationsandbackgroundascomparedtothequalifications,performance,andexperience 
of current Columbia staff in similar positions or in the same grade. Questions about internal 
equity should be discussed with your HR Client Manager. 
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INTERNAL MOBILITY 
ColumbiaUniversity’spolicy is toensureopportunity for internalmobility consistentwith the 
University’scommitmenttoequalemploymentopportunity.Promotionsmayresultfromanup-
wardreclassificationofanexistingpositionor fromanemployeeapplying for,andbecomingthe 
successful applicant for,anew/vacantpositionpostedon TalentLink, the University’s 
applicant tracking system. ReferencetheManagingStaffPromotionsandLateralTransfers 
Policy locatedontheCUHR website for additional information. 

TYPES OF ADMINISTRATIVE HIRES 

OFFICERS OF ADMINISTRATION (FULL-TIME OR PART-TIME) 
Officers of Administration are University employees who perform exempt level work. 

Officers of Administration—Part-Time 
Part-timeOfficersofAdministrationearningmore than theNewYorkState minimumsalary 
threshold for individuals classified as exempt executives and administrative employees are clas-
sified at Columbia University as Part-Time Officers of Administration. 

Hourly Officers of Administration 
Part-time Officers of Administration earning less than the New York State minimum salary 
threshold for individuals classified as exempt executives and administrative employees are clas-
sifiedatColumbiaUniversityasHourlyOfficers.HourlyOfficersarepaidonthebiweeklypayroll 
andarerequiredtosubmitbiweeklytimesheets inaccordancewiththeir localdepartmentprac-
tice for timesheets. Theyareeligible for overtime if theywork in excess of 40hours in a week. 

Nine-, Ten-, and Eleven-Month Employment 
The University’s Nine-, Ten-, and Eleven-Month Employment Program is designed to promote 
flexibility within the work environment. 

AnOfficerofAdministrationortheLibraries,orNon-UnionSupportStaffmember,inaregular 
full-timeposition,mayapply for theNine-,Ten-,orEleven-MonthEmploymentProgram. 
Staff inaneleven-monthemploymentprogrammaintainfull-timeemploymentstatusand 
receive regular full-time benefits such as health insurance and vacation. They receive 11/12 of 
their annual salary over a twelve-month period. 

Staff inanine-or ten-monthemploymentprogrammaintain full-timeemploymentstatusbut 
certainbenefitsmaybemodifiedasper thebenefits scheduledetailedbelow.Please refer to the 
FlexibleWorkArrangementsPolicyintheAdministrativePolicyLibraryandtheBenefitswebsite 
for additional benefits information. 
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SUPPORT STAFF 
Non-Union Support Staff 
Non-Union Support Staff (NUSS) are University employees who work in nonexempt (covered by 
federalandstateminimumwageandovertimeprovisions)andnon-union positions. 

Union Support Staff 
UnionSupportStaffareUniversityemployeeswhoperformnonexemptworkandwhose 
employment isgovernedbyacollectivebargainingagreementbetweentheUniversityand 
the designated Union for the position. 

TEMPORARY UNIVERSITY EMPLOYEES 

Departmentsmayneedtohireatemporaryemployeeformoretimethanashort-termcasual 
oranagencytemporaryemployeeisallowed.ThemainadvantageofthetemporaryUniversity 
employee category is that it can beused tohire employees for extended periods with certain 
benefits.Becauseofthis,itmakessensetofillcertainpositionswithtemporaryUniversityem-
ployees, suchas: 

• A positionwhereanemployee is onanextended leaveof absence formore than four 
months 

• Aposition forwhichanextendedsearch is beingconducted for a regular replacement, 
and the search period is expected to exceed four months 

• A special project/initiative expected to last more than four months 

Temporary Officers of Administration and Non-Union Support Staff 
All Officers of Administration and Non-Union Support Staff positions should be posted 
in TalentLink; however, forpositionsofadurationof twelvemonthsor lessor if there is 
someone internallywhohasbeen identifiedfor theposition,awaivermayberequestedand 
approvedby theHRClientManager.However,postingrequirementsandadministrative 
monitoringprocedures will apply to positions with duration of more than twelve months or 
when a temporary University employee is hired as a regular employee. 

ForBenefits information:Pleaserefer totheBenefitsatColumbiawebpageontheHRweb-
site for benefits eligibility. 

Variable-Hours Officers 
Variable-HoursOfficers (VHO)areemployeeson theUniversitypayrollwhoareperforming 
Officer-levelworkonan irregularandunpredictableschedule.Theworkhoursareundefined 
andvary from workweek to workweek,dependingon thenatureof theworkorproject. 
Variable-hoursOfficersare limitedtoamaximumof999hours inarollingtwelve-monthperiod 
and shouldaverage less than20hours in aweek. If in anygiven week theVHOexceeds40 
hours, he/shemustbepaidone-and-a-half timeshis/her regular rateofpay forall hours 
worked in excessof40hoursperweek.Please reviewtheentire EmploymentofVariable 
HoursOfficers Policy in the Administrative Policy Library. 
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Short-Term Casuals 
AShort-TermCasualemployeeisanemployeeontheColumbiaUniversitypayrollwhoisper-
formingnonexemptworkforalimitedperiodoftime.Pleasenote:thisexcludesfull-timeand 
half-time Columbia University students (Columbia University, Barnard College, and Teachers 
College, who are excluded from the restrictions listed below). 

Casual Employees: 

1. Aregenerallylimitedto560hoursorfourmonths,whichevercomesfirst ina12-
month period from hire date. 

2. Usuallyhiredforaspecialprojectorasashort-termreplacement foraregular, 
nonexemptemployee(UnionorNon-Union),who isonvacationoron leave. Ifa 
short-term casual employee ishired to replacea specific employeeonan 
authorized leaveof absence,theemploymentmaycontinueontheshort-term 
casualpayrolluntiltheregular employee returns but cannot exceed999 
hours in a 12-month period. 

3. Performnonexemptworkandmust fit intooneof thesixpredefined job 
description templates 

4. Can hold only one position at a time 

Priortohiringacasualemployee,pleasereviewtheEmploymentofShort-TermCasual 
EmployeesPolicytodetermine if thehiringneedsforyourdepartment fit thecriteriaand 
parametersof acasualemployee. Inaddition,youshouldrefer to theapplicablecollective 
bargainingagreement(CBA)for limitationsandnoticerequirementsforworkthatmight 
otherwisebecoveredby a CBA. 

The following individuals are not eligible for casual employment: 
• Students holding an appointment as a Student Officer 
• Individuals who will be appointed as faculty, Officers of Research, or Officers of the Libraries 
• Individuals doingresearch 

OTHER TYPES OF HIRES 

WORK STUDY STUDENTS 

The Federal Work-Study (FWS) program is designed to promote part-time employment for 
studentswhoqualifyforhelpinfinancingtheireducation.TheFederalWork-StudyOffice 
provides awiderangeof studentcareeropportunitieswhilesupportingdepartmentalneeds 
within the University andcommunity. 

Adepartment thatwishes tohirestudents through theFWSProgrammust followtheregulations 
of this federally fundedprogramandare limited toworkingnomore than20hoursper week.The 
policies and procedures are described by the FWSOffice on the Federal Work-Study website. 
Work-StudystudentemployeesshouldnotbeconfusedwithStudentOfficersofInstructionand 
Research who receive an academic appointment. 
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CONSULTANTS 

University schools anddepartments may contract for thepurchaseofprofessional services to 
accomplishtheobjectivesoftheUniversitywhensuchservicesarespecialized,highlytechnical, 
andcannotbeeconomicallyorsatisfactorilyperformedbyUniversityemployeesaspartof their 
normal duties. 

Anindependentcontractor isabusinessfirmoranindividual thatcontractswiththeUniversity 
to provideservices. 

Refer to the Columbia University Purchasing Department’s website for detailed information on 
the process. 

STAFFING RESOURCES 

COLUMBIA EMPLOYMENT INFORMATION CENTER ( CEIC) 
The Employment Information Center serves as a source of information and a critical access 
point to make theColumbia applicationprocess moreaccessible to the local community.CEIC 
staff canbe reachedat 212-851-1551orviae-mail at ceic@columbia.edu. 

The Center provides the following services: 

• Enhanced training programs and job search counseling services 

• Partnershipswithhiringmanagersto identify localcandidatesforawide 
rangeofpositions, including full-time, part-time, and temporary job 
openings 

• Prescreening and interviewing of local qualified candidates for open 
positions 

• Providing detailed written summaries of viable candidates for hiring 
managers 

CEICalsohousestheColumbiaTemporaryStaffingOffice,whichprovidesthefollowing 
services to the Morningside, Manhattanville, and CUIMC campuses: 

• Assists University schools and departments in filling immediate, short 
term, and temp- to-hireopeningsbypartneringwithseveralColumbia-
approvedtemporarystaffing firms in the New York City area 

• Providespayrollingservices for temporarycandidates identifiedbyhiring 
managers 

• PartnerswiththeEmploymentInformationCentertoplacelocalcommunity 
residents on temporaryassignments 

10 
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SEARCH FIRMS 
Search firms are often used for their expertise in a particular areaof specialtyor industry, or 
becauseoftheirabilityto identifyatalentedpoolofcandidatesquickly.It iscritical toremember, 
however, that search firms operateunder thedirectionof thehiring managerandmust comply 
withallapplicableUniversityrecruitmentstandards.This includesfollowingthestatedposting 
periodfor theposition,complyingwithoutreachandrecruitmentguidelines,andadheringtoall 
othergoverningUniversitypolicies.Pleasenote that theCUHRRecruitmentTeamcanassist in 
the identification, selection, and management of search firms. 

Search firms are expected to adhere to the same affirmative action reporting standards and 
documentationasallhiringmanagers.Specifically, thesearch firmshouldoffercandidatesthe 
opportunity to self-identify their gender, race/ethnicity, and veteran status. The hiring manager is 
required toobtain complete applicantpool data, including reasons fornon-selection of qualified 
candidates from the search firm. 

Additionally, search firms must includeall relevant informationandupload therelated 
documents into TalentLink(towhich the firmwill havebeenprovidedaccessby thehiring 
unit). Failure tocomplete thisprocessmayresult in thewithholdingof the finalpayment to the 
search firm until the firm has complied with this requirement. 

CENTRAL HR RECRUITMENT 

TheCUHRRecruitmentTeamprovidesschoolsanddepartmentswiththefollowingconsultative 
support: 

• Recruitment support for executive searches 

• Search committee coordination and facilitation 

• Liaising with search firms 

• Partnering support with hard-to-fill searches and diversity initiatives 

• Internal mobility and career counseling 

• Spouse/partner career support for faculty recruitment 

• Recruiting best practices 

DRAFTING A JOB DESCRIPTION 

Awell-writtenjobdescriptionwillhelpattractqualifiedapplicantsandsimplifytherésumé 
evaluationprocess.Thiswillalsoensurethatapplicantsandemployeesunderstandtheirroles, 
the skills theywillneed,andultimately, theperformanceexpectations for theposition. 

Well-writtenjobdescriptionstypicallybeginwithacarefulanalysisoftheimportantfactsabouta 
job,suchasthe individual tasks involved, themethodsusedtocomplete thetasks, thepurpose 
andresponsibilitiesof the job,andthequalificationsneeded for the job.Whendetermining the 
skillandeducationrequirementsfortheposition,theprimaryconsiderationshouldbewhatskills 
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andqualificationsarenecessarytosuccessfullyperformthedutiesandresponsibilitiesof the 
role.Otherskillsandqualificationsoutsideof theseshouldbeconsideredpreferredskillsand 
qualifications. 

Job descriptions should include: 

• Job title 

• Department 

• Position title of the manager 

• Summary description of the broad function and scope of the position 

• Listofessentialdutiesandresponsibilities thatshouldbe listed indescending 
orderof importance and the percentage of time spent on each duty 

• Listofqualificationsnecessaryfortheperformanceofthejob(includeformal 
training, education,certifications,licensures,and/orworkingexperience 
requirements) 

• Summaryofsupervisorypositions,subordinate roles,andotherworking 
relationships 

• Short description of budgetary responsibilities (if applicable) 

• Special considerations, such as lifting requirements, working conditions, 
etc. 

• A catchall sentence stating “and all other duties as assigned” 

Keep in Mind: 
• Vacanciesoffertheopportunitytoreassessstaffingandoperationalneedsand 

make necessary changes before the position is posted. 

• The jobdescription ismeant tobeasummaryof themost important responsibilities 
of the role; remaining details fall under “otherduties as assigned.” 

PLANNING JOB SEARCHES 

Carefulrecruitmentplanningandexecutionhelpsmanagershireindividualswhoarewell 
matchedforthepositions.Excellentemployee/jobmatchesresultinemployeeswhohelp 
organizationsachievetheirgoalsandgainsatisfaction fromtheirwork. In today’sworkplace, 
managersareusually jugglingcompetingresponsibilitiesandpriorities.Althoughitmayseem 
too time-consuming to conduct a search, when apoor hiring decision is made, managers spend 
a greatdeal of energy andeffort to start the recruitment initiative all overagain. 

THE HIRING DEPARTMENT’S ROLE IN THE RECRUITMENT PROCESS 

Hiring department responsibilities include: 
• Preparing postings and advertising text 

12 



 

      

      

           

 

  

            
 

         
        

    

            

     

           

           
     

      

     

          

    

       

           

 

           
          

 

       
            
           
               

              
     

               
                

             

• Proposing placement location for advertisements, when applicable 

• Ensuring that all applicants apply through TalentLink 

• Reviewingtheapplicationsandotherdocuments toscreenfor themostqualified 
applicants 

• Interviewing applicants 

• Conducting referencechecks 

• Ensuringthatselectedapplicantsmeettheminimumjobrequirementsaslistedinthe 
job posting 

• Obtaining required clearances, suchas background checkscreening and/ormedical 
clearance,makingcontingentjoboffersandthoroughlycompletinghiring 
documentation and new hire paperwork 

• Ensuring that I-9 forms are completed within 72 hours of the hire date 

• Providing job/department specific orientation and training 

• Signing up new hire for CUHR Faculty and Staff Orientation Welcome Program 

• CompletingPositionsManagementRequest(PMR)toaskfornewpositionnumbersor 
to update existing positions (when applicable). 

THE ROLE OF CUHR / CUIMC HR IN THE RECRUITMENT PROCESS 

CUHR / CUIMC HR responsibilities include: 

• Reviewing and approving job posting text and qualifying questions (when applicable) 

• Providing guidance on using TalentLink 

• Providing assistance as needed throughout the hiring process 

• Verifying that finalists in all grades meet the minimum posted job requirements 

• Approving thesalary 

• Reviewingandclearingbackgroundcheckandanyotherrequiredscreeningandgrant 
employment clearance. Please refer to the CUBackground Check Policy Guidelines. 

ACTIVE RECRUITING 

Active recruiting entails soliciting applications from potential candidates by making information 
about theavailablepositionwidelyknown,both throughadvertisingbroadlyandseekingout 
qualifiedindividualsthroughprofessionalnetworks.Italsoinvolvesfindingsourcesofqualified 
candidatesratherthanassumingthatall candidateswill findandapplytoavailablepositionsof 
their own volition. Toenrich theapplicant pool, consider employing a range of strategies that 
engage a diverse pool of applicants: 

It is important toadvertiseandraiseawarenessofopportunities throughchannels thatwill en-
sure adiverse pool of candidates, and hiring management shouldbe apprisedof andbe mindful 
ofapplicableAffirmativeActionPlacementGoals.Such channels include,butarenot limitedto: 
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Targetpublicationsorwebsites:Advertisementscanbeposted inpublicationsor 
websites where theaudience is the member of a diversegroup or groups for which there 
is an Affirmative Action Placement Goal. 

Professionalassociations:Mailing lists fordiverse individualswithin thesegroupscan 
be another way of disseminating information for the position. 

Professional conferences: You can connect with diverse candidates attending 
conferences who may be good candidates for current or future open positions. 

POSTING REQUIREMENTS 

OFFICERS GRADE 10–13 (MORNINGSIDE)/ 103–105 ( CUIMC) 
Recruitment 
Whilespecial recruitment initiativesarenot required for thisgroup, therecruitmentpractice 
shouldbeconsistentwith theUniversity’s commitment toequalemploymentopportunityand 
affirmative action. As a result, all vacant Officer grades 10–13 (Morningside)/103–105 (CUIMC) 
positions[forwhichthere isnotanAffirmativeActionPlacementGoal] followthegeneralpolicy 
forposting, requiringaminimumof fivebusinessdayson TalentLink.Weencouragehiring 
departments toworkwith their respectiveHRClientManager todevelopstrategies thatwould 
render the broadest pool of applicants possible. 

OFFICER GRADE 14 (MORNINGSIDE)/ 106 ( CUIMC) AND ABOVE 
Intensive Recruitment 
IntensiverecruitmentisconductedforthosepositionsidentifiedbytheAffirmativeActionPlan 
asbeingina jobgroupinwhichthereisa placementgoalforwomenand/orminorities,and 
forofficervacanciesatgrades14/106andabove.Thepostingperiodfor thesepositionswillbe 
definedbythesearchplandevelopedandoutreachconducted.Generally,aminimumof14 
calendardaysfor localsearchesand21calendardaysfornationalsearchesisrequiredtogive 
applicantsanopportunitytorespondtoannouncementsplacedinpublicationsandon 
websites. 

Recruitment and Search Plans 
Included in this document is a list of outreach sources that may be used to enhance recruitment 
efforts.Hiringmanagersmayselect from amongthis listormaychooseotherresources,suchas 
tradepublications thatspecificallymeetapplicantpoolgoals.This list servesasaguide forman-
agers in considering a combination of placements that meet both outreach goals and budget. 
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Waivers from Intensive Recruitment 
Waivers from the intensiverecruitmentprocessmaybeconsidered inacasewhereacandidate 
is identified who is highly qualifiedbased on the specifications in the job 
description,withat least one of the following criteria: 

1. Thecandidateselectedwouldassist theUniversity inmeetingaplacementgoal set in 
the applicable job group. 

2. The selection is required under union contract or other governing University policy. 

3. The action is an internal promotion and: 

a. Theselectionoftheinternalcandidatewouldassist theUniversity inmeetingthe 
placement goal in the applicable job group 

b. The promotion is a result of an upgrade for which no new position is created; or 

c. Thedepartmentalreadyhasapoolofeligible internalcandidates, includingdi-
verse candidates, from which to choose 

4. AcurrentUniversityemployeeisidentifiedforalateraltransferwithinthesamedepart-
ment;thetransferisatthesamegradelevelwithcomparableresponsibilities. 

5. The position is a special appointment of less than one year. 

6. Other special circumstancesexist, suchas theperson tobehired is part of anestab-
lished researchteam. 

Requests for waivers from the intensive recruitment process for grades 
14/106 and above should be made via TalentLink and submitted to EOAA 
for clearance. 
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UNION AND NON-UNION SUPPORT STAFF 

NON-UNION SUPPORT STAFF 
Recruitment 
AllSupport Staffpositions(thatarenotidentifiedasunderutilized)followthegeneralpolicyfor 
posting, requiring a minimum of five business days on TalentLink. 

Union Support Staff 
Searchesforpositionscoveredbycollectivebargainingagreementsmaynotbefilledwithoutrepost-
ingunless the jobpostingspecificallystates that therearemultiplevacancies tobe filled.Consult the 
appropriate Collective Bargaining Agreement for additional requirements. 

TEMPORARY UNIVERSITY POSITIONS 
TemporaryUniversitypositions,those withdurationof less thanoneyear,arenot subject to 
the generalpolicyforposting.However, if thepositionstatusshouldchangefromtemporaryto 
regular,it must be posted at that time and a search should be conducted. 

ADVERTISING GUIDELINES 

Jobadvertisementsshouldsummarizeandhighlight critical tasksandresponsibilitiesof the role 
andshouldclearlyreflectskillsneededtoperformtheessential functionsof the job,aswellasother 
preferredskillsandexperience.Ifthewordingassociatedwithskillsandexperiencerequesteddoes 
not specifypreferredor required, theyare assumed to be required. Minimumrequirementsand 
qualificationsmustbethesameineachjobadvertisementplaced, i.e., the jobadvertisingplaced ina 
publicationorwebsitemusthave thesamerequirementas thepostingplacedon TalentLink. In the 
event that there is a discrepancy, the TalentLink posting will stand. All job announcements must 
contain the corresponding posting’s URL directing applicants to TalentLink. 

The full job description should not be used as a job advertisement. 

AD PLACEMENT 
Ininstanceswhereajobopeninghasaconsiderablelistofqualifications,requiresextensive 
recruitment,and/oris inatraditionally“hard-to-fill” jobfamily,theuseofadvertisinginanexternal 
publicationorwebsitemaybenecessary.The jobadvertisement textmaybereviewedbytheHR 
Client Manager before the school/department places the ad(s) with (1) Columbia Creative; or (2) 
directly to the respectivesource. 

AD CONTENT 
In general, the school/department should prepare a job summary extracted from the full job 
description for inclusion inadvertisements.Theschool/departmentshouldconsultwith itsHRClient 
Manager before placing ads listing multiple positions. 
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The following information should be included in all advertisements: 

• Full jobtitle 

• Full name of Columbia University within text 

• Minimumrequirementsaslistedonthejobposting,plusanyotheressential 
functions the hiring manager deems necessary 

• TalentLink link for the posting 

See Appendix for generally recommended sites. 
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   CONDUCTING THE SEARCH 

APPLICATION PROCESS 

Allapplicants, includingcurrentUniversityemployees,mustapplyviaTalentLink.Applicants 
mustcompletetheelectronicapplication,answerallquestions,anduploadtheirrésumé and 
anyotherrequireddocumentation(coverletter,writingsample,etc.).Ifanapplicantdoes not 
answer the questions or upload the required documents, their applicationwill appear as 
“incomplete” in TalentLink,andtheywill notbeconsidered for theposition. Oncean 
applicantcompletestheapplicationprocess,he/shewill receiveasystem-generated 
confirmation e-mail. 

COMMUNICATING WITH APPLICANTS 

Making the position known, whether through advertising or professional networks, marks the 
beginningofcommunicationswithpotentialapplicants.Respondingpromptly to 
correspondence andkeepingapplicantsapprisedof therecruitingprocessand its timeline 
isessential. 

Do’s: 

• Convey appreciation of applicant interest by acknowledging receipt of applications 

• Inform applicant of next steps in the process, if consideration is continuing 

• Provide details of interviews and campus visits in a timely manner 

Don’ts: 
• Waituntil afteryouhavefilledthepositionto let theapplicantknowthat theyare 

no longer underconsideration 

• Ignore applicante-mails 

BEST PRACTICES FOR APPLICANT EVALUATION 

When evaluatingapplicants, it is important tomakesure that theprocess is fair andgivesdue 
consideration toeachcandidate. Itmaybenecessary tocorrect forunconscious tendenciesby 
instituting certain protocols around reviewing applications. 

• Establish evaluation criteria: The dimensions for judging applicants, as well as 
their relativeimportance,shouldbedeterminedpriortoreviewingapplications. 
Choosecriteria that can help predict the future success of the applicant. 

• Adhere to evaluation criteria: A standard evaluation form will help committees to 
rate criteria consistently across a pool of applicants. 
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• Lookforstrengths:Search for reasons to continue considering individuals for the 
position.Suchanapproachwill ensure thatstrengthsarenotoverlookedandthat 
all promising applicants are included. 

• Relyonevidence:Refer to materials in candidate’s application. Ensure that similar 
informationis collectedonallapplicants.Forexample,ifoneapplicantreceives 
an unsolicitedreference fromacolleague, thenthesearchcommitteeshouldreach 
out to colleagues of other applicants to obtain references. 

• Set aside adequate time: Spend adequate time reviewing each application to ensure 
that each receives a thorough assessment. 

• Seek different perspectives: Secure reviews by more than one search committee 
member.Eachapplicationshouldbeassessedbymore thanonesearch 
committee member to ensure a fair evaluation. 

• Avoidelitism: Be careful of rating an applicant highly solely becauseof the reputation 
of their institution. 

• Avoid premature ranking: Ensure that each application has been fully considered with 
respect to the different criteria that were agreed upon prior to expressing preferences 
for particular applicants. 

See Appendix for Candidate Evaluation Template. 

INTERVIEWING APPLICANTS 

Aninterviewaimstogather informationaboutanapplicant,presentarealisticdescriptionofthe 
position,ensureafairselectionprocess,establishadequaterecords intheeventthat thehiring 
decisionmustbe justified,anddeterminewhether thecandidatewouldsucceed in theposition. 

Afterreviewingthecoverletters,applicationsandrésumésforallapplicantswhomeetminimum 
qualifications, select thosewhomostcloselymatch the jobcriteria foran initial interview. 
TalentLink will help screen out any applicants who do not meet the minimum qualifications. 

Anumberofvariablesaffect thesizeof the initialor first-roundapplicantpool.Somevariables 
include thenumberofapplicants in thepool, thequalityof thepool, thebudgetedsalaryversus 
theapplicants’salaryrequirements,andwhetherornotintensiveoutreachisrequired. 

TheUniversityendeavorstogivefairconsiderationtoallhighlyqualifiedapplicantstoensurean 
unbiased and nondiscriminatory search process. Unless intensive outreach is required, you may 
want to narrow your initial candidate pool to three to six applicants. 
Before contacting applicants to verify their continued interest in a position, prepare one set of 
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interview questions directly related to the job requirements. All those involved in the interview 
process should have a copy of this set of questions. 

Interviewers are prohibited from asking applicants questions pertaining to a race, color, sex, gen-
der, pregnancy, religion, creed, marital status, partnership status, age, sexual orientation, gender 
identity, gender expression, national origin, disability, military status, or any other legally 
protectedstatus.Interviewersshouldalsoavoidquestions involvinghealth-related issues. 

GUIDELINES FOR CONDUCTING INTERVIEWS 

Bemindful that thisoutlinewill varydependingupon thenatureof theopenpositionand the 
number of interviewers involved. 

Do’s: 

• Schedule the interviewso that the applicant and interviewer have adequate advance 
notice.Allow30to90minutes for the initial interview,dependingonthetypeof 
position. Always allow a few extra minutes between interviews. 

• Besure each scheduled applicant has completedanonline employmentapplication 
on TalentLink. 

• Whenever possible, have the interview in a private, quiet setting. Avoid interruptions 
and phonecalls.Youmayalsowant tokeepthedooropenorajar forsafety 
reasons. 

• Arrange seating to allow for easy eye contact. Other than handshakes, 
interviewers should not make physical contact with applicants. 

• Be aware of personal bias used during the interview. 

• Consult with CUHR/CUIMC HR and the manager of the Return to Work Program if an 
applicant needs reasonable accommodation in order to be interviewed. Visit the 
Workplace AccommodationspageunderWorkingatColumbia formore information. 

Don’ts: 
• Fail to put the candidate at ease 

• Lead applicant to expected answers to questions 

• Fail to actively listen 

• Dominate the interview 

• Fail to probe—lack of follow-up questions to clarify ideas 

• Fail to plan for the interview 

• Askyes/noquestionsversusopen-endedquestions 

See Appendix for Guidelines for Interview Questions. 
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Interviewing Candidates with Disabilities 

UndertheAmericanswithDisabilitiesAct(ADA)andsimilarstateandcity laws, it isunlawful for 
anemployertodiscriminateagainstaqualifiedapplicantwithadisability.Often,managersare 
unsureabout howtohandle an interviewwith a candidate witha disability thatmaycauseun-
duestressduringaninterview.Thefollowingguidelineswillhelpmanagersnavigatethrough the 
process and ensure a successful interview: 

Key Points: 
• The ADA defines an individualwitha disability asa personwho: (1)hasaphysical or 

mental impairment that substantially limits a major life activity; (2) has a record or 
history ofasubstantially limitingimpairment;or(3)isregardedorperceivedbyan 
employeras having a substantially limiting impairment. 

• Anapplicantwithadisability, likeallotherapplicants,mustbeabletomeetthe 
employer’s requirements for the job, such as education, training, employment 
experience, skills, or licenses.Inaddition,anapplicantwithadisabilitymustbeableto 
performthe“essential functions”ofthejobeitherwithorwithout“reasonable 
accommodations.”However, anemployerdoesnothavetoprovidea reasonable 
accommodation thatwill cause“un- duehardship,”which isa legalstandardthat 
considerssignificantdifficultyandexpense for theUniversity. 

(The U.S. Equal Employment Opportunity Commission, Job Applicants, and the 
Americans with Disabilities Act, https://www.eeoc.gov/laws/types/disability.cfm. 

Best Practice: 

• Ensure the interview occurs in an accessible location. 

• Treatthe individualwiththesamerespectasanyothercandidate.Likewise,hold 
individualswithdisabilitiestothesamestandardsasallapplicants,subjecttoany 
approved reasonable accommodations. 

• Askonly job-relatedquestionsthatspeakto the functionsof the job forwhichthe 
applicant isapplying. 

• Concentrate on the applicant’s technical and professional knowledge, skills, abilities, 
experiences, andinterests. 

• Focus questions and comments on job-related topics. 

Schoolsanddepartmentsshouldconsultwith theirHRClientManager foradditional 
guidance. 
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TYPES OF INTERVIEWS 
• Individual Interview: An interview conducted one-on-one. In some instances, the Human 
Resources representative may conduct the first round of interviews and select one to 
three finalists for final interviews with the hiring manager. 

• PanelInterview:Aninterviewconductedbyasmallgroupofmanagersand/orcampus 
representatives (faculty, staff, students) that allows for various perspectives on the 
competencies required for theposition.Thisapproachmayprovideamoreobjective 
measurement of the applicant’s ability to do the job. 

• SequentialInterview:Aninterviewthatconsistsofaseriesofpanelor individual 
interviews.Thegoal is togivedifferentstakeholdersachanceto interviewand 
assessa candidate. 

BEHAVIORAL-BASED INTERVIEW QUESTIONS 

Studieshaveshownthatpastbehavior is thebestwaytopredict futureperformance. 
Behavioral-basedinterviewquestions(alsoknownascompetency-basedquestions)can 
revealhow anapplicantdealtwithaspecific situation in thepast,helping toprovide the 
interviewerwith an ideaofhowtheapplicantmightdealwithsimilar situationsatColumbia. 
The first step in the process is to identify the specific behaviors associatedwith the position 
and then select the questions that would provide the best insight. 

Here is a nonexhaustive list of behavioral attributes with their corresponding behavioral-based 
questions: 

Team-Oriented 
• Weallmake mistakeswe wish wecould takeback.Tellme abouta timeyou wishyou’d 
handled a situation differently with a colleague. 

• Describeatimewhenyoustruggledtobuildarelationshipwithsomeoneimportant. 
How did you eventually overcome the obstacle? 

• Talkabouta timewhenyouhadtoworkcloselywith someonewhosepersonalitywas 
very different from yours. 

• Give me an example of a time you faced a conflict while working on a team. How did 
you handle the conflict? 

• Tellmeabout a timeyouneeded to get information fromsomeone whowasn’t very 
responsive. What did you do? 

Client-Focused 
Describea timewhen it wasespecially important tomakeagood impressionona 
customer/client. What did you do to make a good impression? 

Give me an exampleof a timewhen youdidnotmeet a customer/client’sexpectation. 
What happened, and how did you attempt to rectify the situation? 

Describeatimewhenyouhadto interactwithadifficultcustomer/client.Whatwasthe 
situation, and how did you handle the situation? 
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Tell me about a time when you made sure a customer was satisfied with your service. 

Whenyou’reworkingwithalargenumberofcustomers,it’sdifficulttodeliverexcellent 
service to them all. How do you prioritize your customers’ needs? 

Ability to Adapt 
Tellmeabout a time in which you were under a lot of pressure.What was goingon, and 
how did you get through it? 

Give me an example of a time when you had to think on your feet in order to extricate 
yourself delicately from a difficult or awkward situation. 

Tell me about a time you failed. How did you deal with this situation? 

Describe a time when your team was undergoing some change. How did that impact 
you, and how did you adapt? 

Tell me about your very first job. What did you do to learn the ropes? 

Time Management 
Tell me about a time you had to be very strategic in order to meet all your top priorities. 

Describealong-termprojectthatyoumanaged.Howdidyoukeepeverythingmoving 
along in a timely manner? 

Givemeanexampleofa timewhenyoumanagednumerousresponsibilities.Howdid 
you handle juggling all of the responsibilities? 

Sometimesit’sjustnotpossibletogeteverythingonyourto-dolistcompleted.Describe 
a time in your life when the responsibilities became overwhelming. What did you do? 

Tellme about a time you setagoal for yourself.Howdidyouensureyou met your 
objective? 

Communications 
Give me an example of a time when you had toexplain something fairly complex toa 
frustrated client. How did you handle this delicate situation? 

Describea timewhenyouwere the technical expert.What didyoudo tomakesure 
everyone was able to understand you? 

Tellmeabout a time when you had to rely on written communication to conveyyour 
ideas to your team. 

Tell me about a successful presentation you gave and why you think it was a hit. 

Give me an exampleof a time when you were able to successfully persuade someone to 
see things your way at work. 

Leadership 
Tell me about your proudest professional accomplishment. 

Describea timewhenyousawaproblemandtookthe initiative tocorrect it rather than 
wait for someone else to handle the issue. 
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Tellmeabouta timewhenyouworkedundercloseorextremely loosesupervision.How 
did you handle that? 

Givemeanexampleofa timeyouwereable tobecreativewithyourwork.Whatwas 
exciting or difficult about it? 

Describea timewhenyouweredissatisfiedwithyourwork.Whatcouldhavebeendone 
differently to make things better? 

USING SEARCH COMMITTEES 

Dependingontheposition,asearchcommitteeshouldbebroadlyrepresentativeof theunit, 
department,and/orkeystakeholders.Thecommitteemembersshouldbeabletoprovidea 
variety ofperspectivesontheroleandfunctionofthepositioninquestion.A goodcommittee 
might include individualswhowill bepeersof thenewhire, inhisorher reporting chain,and/or 
among hisorher“clients.”Inthecaseoftopexecutivepositions,thecommitteeshouldalso 
include someofCU’sstakeholders,suchasrepresentativesofalumnigroups, foundations,and 
boards. Ideally, thecommitteewould reflectdiversity ingenderand race.The levelof the 
position tobe filled isa good indicatorof thenumberofpeoplewho shouldserveon the 
committee. 
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   CLOSING THE SEARCH 

CANDIDATE SELECTION GUIDELINES 

MEETING THE MINIMUM REQUIREMENTS 
Thereare times when a résumé doesnot clearly indicate that the candidate meetsall 
requirements.Ifthisisthecase,themanagerneedstoverifyqualificationrequirements 
duringor following the interviewand to indicate thesequalifications clearlywhen 
documenting the rea- sons for selecting thecandidate. Ingeneral, the languageused in 
justifying theselectionof the candidate tobe hiredmust indicateclearlyhowthecandidate 
meets thespecifiedrequirements of theposition. 

MEETING EDUCATIONAL AND/OR EXPERIENCE REQUIREMENTS 
For Officerpositions,experienceobtainedbeyondtheminimumrequirementsstatedmaybe 
substitutedforeducationwhereindicatedinthejobposting.Ingeneral,abachelor’sdegreeis 
required for grades 13 and above. 

GRADES EDUCATION REQUIREMENT 

MS 10–13 Bachelor’sdegreeand/orexperiencecalculatedatarateof1½to2years 
CUIMC103–105 of directly related experience for each year of education up to a maxi-

mum of 6 years 

MS14-UGR Bachelor’s degree required. Advanced degree desirable or usually re 
CUIMC 106-UGR quired. 

See Appendix for Guidelines for Minimum Qualifications Requirements. 

REASONS FOR SELECTION 
Reasonsforselectionshouldbeposition-specificanddirectlyrelatedtothequalificationsstated 
in the job posting. The applicant must at least meet the minimum qualifications listed for the 
role. 

REASONS FOR NONSELECTION 
Reasons for non-selection should not include references to requirements/preferences that are 
not listed in the qualifications of the job posting. 

TYPE OF EXPERIENCE 
Related experience can refer to work performed in a similar industry, or it can also refer to trans-
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ferableskillsneededtodothejob,andmaybeobtainedindifferentworksettingsor jobtypes. 
Thehiringmanager shouldbe clear in the justification and indicate what skills were 
demonstrated through the intervieworwhatspecificexperiencewas focusedon, in 
determining the candidate’s qualifications for the job. 

Casual Experience 
PreviouscasualexperienceatColumbia(in the jobbeingfilled)will notbetheonly factor 
considered towardqualifyingacandidateas it relatestotherequiredexperience.Doing 
otherwisemay imply preselection, which is contrary to University policies. 

Summer Employment 
Full-time summer employment will count for its respective duration. 

Part-Time Employment 
Part-time employment may be counted toward experience; however, the manager must verify 
andclearly indicatetheamountof timethatwillbematchedwithexperiencerequirements. In 
addition, thepart-timeexperiencewillbeproratedaccordingtothenumberofhoursworked. 

Volunteer Experience 
Full-time volunteer experience may count toward required years of experience; however, 
the work must be directly related to the role. 

Internship\ Experience 
Paidinternshipswillcounttowardrequiredyearsofexperience;however,theworkmustbe 
directly related to the role. 

CANDIDATE CLEARANCE 
For All Grades 
Oncea searchhasbeencompletedandanapplicanthasbeenidentifiedforclearance,the 
applicant is submittedasa finalist in TalentLinkandreviewedbytheHRClientManager for 
clearance. 
The school/department is responsible for: 

• Selecting the finalist in TalentLink 

• Changing the status of the other applicants 

• Submitting the finalist to the HR Client Manager for clearance 

CHECKING REFERENCES 
Referencesprovideavaluable complement to interviews,allowinghiringmanagers toverify 
information that the applicant has provided, e.g., dates, title/position, responsibilities, and reason 
forleaving,andtohavethebenefitoftheprioremployer’sviewsabouttheapplicant’swork 
performance,accomplishments,strengths,andweakness.Aconsistentmethodof reviewing 
thesereferenceswill contributetoafairassessmentofcandidates.Datashowsthaton-the-job 
performance is themostusefulpredictorof futuresuccess.Asaresult,hiringmanagersshould 
requestreferencesfrompastsupervisors, includingthemostrecentposition.Managersshould 
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notrelyonwrittenreferencesprovidedbytheapplicant,becausemanytimes,theyarewritten 
at the timeof terminationandmaynotprovideanaccurate representationof theapplicant’s 
work. 

Theremaybe times whenthe formerorcurrentmanager isnotavailable. In thesecases, it is 
importanttogetareferencefromothermanagers,supervisors,orstaff intheorganizationwho 
maybeabletoprovideinformationaboutanapplicant’sexperienceandqualifications. 
Managersshouldmake jobofferssubject tosatisfactorycompletionof referencechecks. 

Best Practice 
• Check references prior to making an offer. 

• Notify applicants that their references may be contacted. When interviewing references, 
besure toonlyask job-relatedquestions.Questions thatarenot suitable toask 
candidates are also not appropriate to ask of references. 

assistance. 

See Appendix for the Reference Check Questionnaire. 

DEVELOPING A SALARY OFFER 

Hiringmanagersareresponsibleforofferingandagreeingtosalariesfornewapplicantsthatare 
inaccordancewith thehiringrange for thegrade(forOfficersofAdministrationandNon-Union 
SupportStaff)orasagreedtointhecollectivebargainingagreements(forUnionSupportStaff). 
Individual schools/department may have additional policies and approval requirements; please 
consultwith theappropriatedepartmentalHRorDean’sOffice.Theapproval of yourHR Client 
Manager is requiredbeforea finaloffermaybeextended. Inaddition,yourHRClientManager 
mustapproveanyproposedexceptions,relocationallowances,sign-onbonuses,oranyother 
nonstandard benefits. 

BEST PRACTICE 
• Reviewandcomparesalariesofcurrentdepartmentstaffforinternalequitywiththe 
new hire. 

• Considerwhether theplannedsalaryoffer isequitableand justifiablebasedonthe job 
requirementsandtheindividual’squalificationsandbackgroundascomparedto 
current staff. 

• Selectasalaryforthenewhirethatfallswithinthehiringrangeforthegrade(from range 
minimumtomid-pointofrangeforadministrativeOfficersandNon-UnionSupport 
Staff). 

• Consult with your School or Department’s HR Client Manager for the relevant salary-
rangegrid,toobtainmarketdataandtodiscussanyspecialsalaryconsiderationsfor 
offers over the mid-point of the range. 
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bargaining agreement for rates and effective dates. 

MAKING THE OFFER 

Oncethesalaryhasbeendetermined, themanagerordepartmentalHRshouldcontact the 
applicant by phone to make the offer. 

BEST PRACTICE 
• Beenthusiasticabout theofferandlet themknowhowexcitedyouareabouttheir join-
ing yourteam. 

• Discusstheofferintermsofatotalcompensationpackage:salary,paidtimeoff,tuition, 
health, and retirement benefits. 

• Provide information about anticipated start dates, schedule (if applicable), grade, and 
title of the position. 

• Give theapplicant the option of taking time to consider the offer (at least 24hours). 

• Follow up with the applicant to finalize the offer and set the start date. 

• Send Offer Letter document and other hiring materials. 

• Review the Onboardingsection in this guide and begin planning for onboarding the 
applicant. 

The Offer Letter 
Toensureconsistencyin theapplicationofemploymentlaws,aswellasUniversityguidelines,all 
schools and departments should use the templateoffer letters that arepostedon the HR web-
site.The templatesareprovided for thedifferentemploymentcategoriesdefined in thisguide 
andcontain requiredstatementsand information.Theyalsoreference informationspecific to 
thedifferentcollectivebargainingagreements.Offer letterscreatedbyaschoolordepartment 
must be approved by the HR Client Manager before they can be used. 

NOTIFYING APPLICANTS 

Following theacceptanceof theoffer by the finalist, thehiringmanager should notify the 
otherapplicantsinterviewedof theirstatus before their status is changed in the system.It 
istheresponsibilityofthehiringmanagertocontactall applicants interviewedbythe 
department to informthemof thehiringdecision.Applicantsnot interviewedwill benotified 
through TalentLinkas to the filled statusof aposting for which they applied. 

See Appendix for Guidelines Sample Candidate Regret Letter/E-Mail Template. 
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BACKGROUND CHECKS 

POLICY STATEMENT 
Columbia iscommittedtoprovidingasafeandsecureenvironment forourcommunity, 
includingstudents,visitors,andemployees,aswellassafeguardingtheassetsandresources 
of the University.Insupportofthiseffort,anyapplicantforaUniversitypositionwhoreceivesa 
conditionalofferofemploymentwill undergoabackgroundcheck.Rehireswithabreak in 
serviceof morethansixconsecutivemonthswillalsoberequiredtoundergoa background 
check. 

Abackgroundcheckconsistsofacriminal recordsearch(includingthe50-statesex 
offender registry), education, and employment verifications. Some applicants will also be 
required toundergodrugtesting,motorvehiclesearch, fingerprinting,oranunscored 
creditcheck, dependingon thenatureof theposition.Applicants for suchpositionswill be 
notifiedof this requirementwhenanofferofemployment ismade.The finalistmustbe 
clearedbyyourHR 

Client Manager and given a conditional offer of employment before a background check can be 
initiated.Applicantsarenotpermittedtobeginworkinguntil thebackgroundcheckclearance is 
issued, unlessan exception is approved in advanceby the VP of Human Resources or his or her 
designee. 

Key Actions 
• Thefinalist is selectedbytheschool/departmentandclearedbyyourHRClient 
Manager. 

• A conditional offer of employment is made. 

• The Department initiates the background check (via e-link or TalentLink). 

• CUHRor CUIMC HR reviews the report andnotifies the school/department if the 
selectedfinalisthasclearedthebackgroundcheckorthereportrevealedapotentially 
disqualifyingalert. In thecaseofapotentiallydisqualifyingalert,CUHR/CUIMC HR 
will initiate the adverse action process (see BackgroundCheckGuidelines formore 
information regarding the pre-adverse process). 

• If the finalist is clearedbyCUHRorCUIMCHR, theschool/departmentcanmove 
forward with the hiring process. 

Formoreinformationregardingwhichpositionsrequiredrugtesting,motorvehicledepartment 
searches, and/or fingerprinting, contact yourdesignatedHRClient Manager. 
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HIRING AT COLUMBIA 

ELIGIBILITY TO WORK (FORM I-9) 
Columbia University is required to comply with federal laws and regulations concerning 
verificationof identityandemploymenteligibilityandassociatedrecordkeeping foremployees 
hiredto work in theUnitedStates. This policy applies to all newhires and rehires. 

Columbiausesan onlinesystem, I-9eXpress, to collect andprocess the required 
documentation fromnewhires tocomplywith these laws.ThereareI-9ProcessingCenters 
onthe Morningside campus, at CUHR—4th Floor, Studebaker Building, at the Columbia 
University Irving Medical Center, and at Lamont-Doherty Earth Observatory. 

All employees must complete a FormI-9 within threebusiness days of the first dayof employ-
ment. The first day of employment is the day the individual starts working, regardless of the 
appointmentorhiringdate.Formoreinformationandinstructions,pleaseseetheFormI-9page. 

New Form I-9s are required for all rehires if any one of the following is true: 

1. The employee completed his or her original Form I-9 more than three years ago. 

2. TheemployeecompletedtheoriginalFormI-9 less thanthreeyearsagobut isno 
longer eligible to work under the original documents presented. 

3. The employee completed his or her original Form I-9 on paper. 

4. BeforedeterminingthatanewI-9isnotrequired,theoriginalI-9shouldbereviewed 
to confirm that the work eligibility has not expired for the individual. 

5. All rehires,regardlessofwhetherornottheyrequireacompletelynewI-9,mustgoto 
oneof theI-9ServiceCenterstocompleteSection3of theFormI-9—reverification— 
in order to update their hire date. 

Key Actions 
• Direct thenewhire tocompleteSection1of theFormI-9onlineonorbefore the 
first day of employment. See Form I-9 for details of the process. 

• Ensure that theemployeegoes tooneof the I-9ServiceCenters andcompletes 
section 2withanI-9processorwithinthreebusinessdaysofthefirstdayof 
employment. 

• Nonimmigrant Personnel: 

o Nonimmigrant Status: The International Students and Scholars Office (ISSO) 
assists schoolsanddepartments of theUniversity thatwishtobring 
nonimmigrantpersonnel to Columbia inpositionsof academic teachingand 
research.Pleasesee the ISSO Handbook for Departmental Managers for 
more information. 
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HIRING STEPS FOR ADMINISTRATIVE UNIVERSITY 
EMPLOYEES 

OFFICERS OF ADMINISTRATION, UNION, NON-UNION, AND SHORT-TERM 
CASUALS 

The following are the hiring steps that must be completed for all administrative staff: 

1. The School/Department: 

• Identifies the finalist in TalentLink 

• Sends e-mail to HR Client Manager requesting to close the posting 

• Once thepostinghasbeenclosed,changes theapplicant’s status to “Finalist”and 
submits updatestheHiringProposal,SalaryTabs,and,forCUIMC,theSpecial 
Indicationstab 

• Submits the finalist for clearance 

2. HR Client Manager clears finalist in TalentLink. 

3. School/department extends contingent offer of employment and finalist accepts. 

4. School/department initiatesthebackgroundcheck.AtCUIMC,CUIMCHRinitiates 
the background check once the finalist is cleared in TalentLink. 

5. CUHR clears the finalist’s background check. 

6. School/departmentchangesstatusofthefinalistto“initiate onboarding”andthe 
statusofremainingapplicantsaccordingly(InterviewNot,Hired;NotInterview,Not 
Hiredandincludes the reason for non-selection). 

7. School/department prepares new hire paperwork. 

AT CUIMC ONLY: 
• Drugscreeningsarerequiredforall supportstaffandarescheduledthrough ourback-
groundcheckthird-partyvendor.DrugscreeningsarerequiredforOfficersofAdminis-
trationwhoaresubjecttoJointCommissionmandates,includingVariableHourOfficers, 
andarescheduledthroughtheCUIMCMedicalSurveillanceAppointmentSystem. 

• Medicalsurveillance isrequiredforallemployeeswhoaresubject toJointCommission 
Mandates. 

• Drugscreeningandmedicalsurveillanceclearancesmustbegrantedbeforeafinalist is 
permitted to start work. 

• Background checks are required for all employees, including Variable Hours Officers. 

WORK- STUDY STUDENTS 
Key Actions: 

• Carefullyreviewall informationandrequirementsontheFWSprogramwebsitefor 
on-campus employers 

• RequestanFWSallocationfromtheOfficeof theProvost. If theallocation isgranted, 
bothyouandtheFWSOfficewill benotifiedof theallocationandtheamount. 
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• OntheFWSwebsiteunderthelinkforOn-CampusEmployers,requestlog-in
permission and complete the user profile.

• Create and post job listings in the FWS online system.

• Only allow the student to begin work once thehire has been approvedandnotification
received from the FWS Office.

PROCESSING HIRE TRANSACTIONS FOR ADMINISTRATIVE EMPLOYEES 
AllapplicablehiringpaperworkmustbesubmittedtotheHRPCina timelyfashionviathe 
template-based hire process. Template-Based Hires (TBH) is a function within People @ 
Columbia,wherenewhireandrehiretransactionsare initiatedelectronically inthe 
departmentsand schools through templates. Adocument attachment feature allows you to 
attach anydocumentsnecessary,andtheelectronicworkflowallowsfora paperless 
approvalprocess. 

A full description of the hiring transaction process can be foundon the ProcessingHiring Trans-
actions page on the CUHR website. 

Please click here for the New Hire Checklist. 

ONBOARDING 

PURPOSE OF ONBOARDING PROGRAMS 
Thepurposeofa newemployeeonboardingprogramistointroducenewemployeestotheir 
job, colleagues,andtheorganizationsothat theyhave thenecessary resources tosucceed. It 
alsomakesgoodbusinesssenseandincreasesretention,whichmaysaveonrecruitmentcosts 
giventhatsomeexpertsestimatetheaveragehiringcosttobeapproximatelytwicethe 
employee’s salary. 

BENEFITS OF IMPLEMENTING AN ONBOARDING PROGRAM: 
• Promotes employee engagement, organizational commitment/involvement, and

influences retention

• Provides clear expectations and guidelines

• Decreasesstressassociatedwithanewjob,resultinginamoreproductiveandteam-
focused employee

ONBOARDING BEST PRACTICES 
1. Schedule New Hire Orientation (CUHR / CUIMC HR and Local)

It isessentialthatnew hiresparticipateinthenewhireorientationsessionsbothlocally 
and through CUHR / CUIMC HR. 
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2. 30-60-90-Day Plan

This type of plan provides an onboarding roadmap for managers and new employees 
that ensures the proper alignment between expectations, resources, and assimilation, all 
of which are essential to a successful hire. 

3. Mentor or Buddy System

Assigning a mentor or buddycan helpnewhires feel like they have someone who can 
helpthemnavigatetheunspokenrulesandnuancesthatarespecifictothegroup, 
the department, and, ultimately, the University. They offer guidance and can become a 
sounding board for the new hire. The mentor or buddy should be a member of the group 
whocanserveasa rolemodel, isseasoned,andunderstandstheinsandoutsofthe 
group. 

See Appendix for Staff Onboarding Plan Template. 
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 APPENDIX 

ACTION VERBS FOR WRITING JOB DESCRIPTION 

Actionverbshelphiringmanagersdescribe theskills youneedyour incumbent topossessor 
responsibilities that your employee will be tasked with on the job. 

ACKNOWLEDGES CHECKS MAINTAINS RECOMMENDS 
ACTS COLLABORATE MANAGES REFERS 
ADVISES COMPLIES MONITORS RESEARCHES 
ANALYZES COMPUTES NEGOTIATES REVIEWS 
APPRAISES CONDUCTS ORDERS SEARCHES 
APPROVES CONTROLS ORGANIZES SELECTS 
ARRANGES FOR COORDINATES ORIGINATES SERVES 
ASSESSES CREATES OVERSEES SUBMITS 
ASSIGNS DECIDES PARTICIPATES SUPERVISES 
ASSISTS DELEGATES PLANS VERIFIES 
ATTENDS DEVELOPS PREPARES 
AUTHORIZES DISSEMINATES PRESIDES 
CALCULATES DISTRIBUTES PROGRAMS 

JOB DESCRIPTION LANGUAGE FOR SPECIAL 
CONSIDERATIONS 

Below, please find suggested language for roles that require special shift considerations: 
• Must be able to work evenings, weekends, and holidays.

• VariousShiftsAvailable:11:00p.m.–7:00a.m.,7:00a.m.–3:00p.m.,3:00–11:00p.m.

• FloatingShift—mustbeavailableforvariousshifts(7:00a.m.–3:00p.m.,3:00–11:00p.m.,
11:00 p.m.–7:00 a.m.), including weekends.

• Thepositionisrequiredtoworka varietyofshiftsina24-hour/seven-dayschedule,
coveringasneededforvacationandsick leaveandotherabsences, including
mandatory overtime incaseofemergency,gaps incoverage,or failureofnextshift
relief toappear. Performs other duties as assigned.

• Schedulevariesduringthesummerandatother times,asoperationaldemandsrequire.

Forspecialassistance incustomizingshift languageforaparticularrole,pleasecontactyourHR 
Client Manager. 
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GUIDELINES FOR MINIMUM QUALIFICATIONS 
REQUIREMENTS 

Morningside Salary Grade 
Minimum Experience 
Requirement 

Minimum Education Requirement 
(1.5–2 years of directly related experi-
enceforeachyearofeducationuptoa 
maximumofsixyearsmaybeusedto 
fulfill education requirements.) 

5 Six months of experience High school diploma or equivalent 

6 One year of related experience High school diploma or equivalent 

7 Twoyearsof relatedexperience High school diploma or equivalent 

8 Twoyearsof relatedexperience Highschooldiplomaorequivalent;some college preferred 

9 Three years of related 
experience 

Highschooldiplomaorequivalent;some 
college preferred 

9A Three years of related 
experience 

Highschooldiplomaorequivalent;some 
college preferred 

10 0–2yearsof relatedexperience Bachelor’s degree and/or equivalent related 
experience required 

11 2–4yearsofrelatedexperience Bachelor’s degree and/or equivalent related 
experience required 

12 3–5yearsof relatedexperience Bachelor’s degree and/or equivalent related 
experience required 

13 4–6yearsof relatedexperience Bachelor’s degree required; advanced 
degree desirable 

14 5–7yearsof relatedexperience Bachelor’s degree required; advanced 
degree desirable 

15 7–9yearsof relatedexperience 
Bachelor’s degree required; advanced 
degreeisusuallyrequiredorstrongly 
desirable 

16 8–10 years of related 
experience 

Bachelor’s degree required; advanced de-
gree usually required or strongly desirable 

UGR 10+yearsofrelatedexperience Bachelor's degree required; advanced de-gree usually required or strongly desirable 
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COLUMBIA UNIVERSITY IRVING MEDICAL CENTER 

CUIMC Salary Grade 
Minimum Experience 
Requirement 

Minimum Education 
Requirement 

103 Two yearsofrelatedexperience 
Requires bachelor’s degree or 
equivalentineducationand 
experience 

104 
Three years of related 
experience 

Requires bachelor’s degree or 
equivalentineducationand 
experience 

105 Four years of related experience 
Requires bachelor’s degree or 
equivalentineducationand 
experience 

106 Five years of related experience 
Requires bachelor’s degree or 
equivalentineducationand 
experience 

107 
Seven years of related 
experience 

Requires bachelor’s degree or 
equivalentineducationand 
experience; master’s degree 
preferred. 

108 Ten years of related experience 

Requires bachelor’s degree or 
equivalentineducationand 
experience; master’s degree 
preferred 
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GUIDELINES FOR INTERVIEW QUESTIONS 

UnderthelawsenforcedbyEEOC,itisillegaltodiscriminateagainstsomeone(applicantor 
employee)becauseof thatperson’srace,color,religion,sex(includinggender identity,sexual 
orientation, and pregnancy), national origin, age (40 or older), disability, or genetic information. 
It isalso illegal toretaliateagainstapersonbecauseheorshecomplainedaboutdiscrimination, 
filedachargeofdiscrimination,orparticipatedinanemploymentdiscriminationinvestigationor 
lawsuit. 

TOPIC APPROPRIATE QUESTIONS INAPPROPRIATE QUESTIONS 
Race None What is your race? 

Religion None What is your religion? 
What religious holidays do you 
observe? 

National Origin/ Can you show proof of your Are you a U.S. citizen? 
Citizenship eligibility to work in the Were you born in the U.S.? 

United States? What is your “native tongue?” 

Age If hired, can you furnish How old are you? 
proof of age? When is your birth date? 

Disability Are you able to perform the Are you disabled? 
essential functions of this job What is your condition? 
with or without a reasonable Have you had any medical leaves? 
accommodation? Show the Have you had any operations? 
applicant the job description so 
he or she can give an informed 
response. 

Military Status What type of education did you Were youhonorablydischarged? 
receive in the military? 

Arrests and None Haveyoueverbeenconvictedofa 
Convictions crime? 

Credit Standing None What is your credit score? 

Family Status Do you have any responsibilities What is your marital status? 
that conflict with the job attendance Do you have any children 
or travel requirements? If this or plans to have them? 
questionisasked,itmustbeasked Are you a caregiver? 
of all applicants. How old are your children? 

Salary-related What are your salary expectations? What is your current salary? 
compensation What is your salary history? 
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ADVERTISEMENT PLACEMENT SITES 

Fee-Based Sites: 
Chronicle of Higher Education 
CUPAHR 
Dice.com 
Indeed 
HigherEdJobs.com 
LinkedIn 

Non-Fee-based sites (capture all CU postings): 
DirectJobs 
Educause 
Glassdoor 
HERC 

Diversity Fee-Based Sites: 
Academic Careers Online 
Academic Diversity SearchInc. 
Affirmative Action Register 
American Council on 
Education 
AmericanIndianScienceand 
Engineering 
AmericanSocietyofWomen 
Accountants 
AssociationforWomenin 
Science 
Black Issues in Higher 
Education 

Jobmanji 
JuJu 
National Association for 
CollegeAdmissionCounseling 
(NACAC) 

DiversitylncCareers 
Diversity Forum Job 
Opportunities 
DiversityRecruiting.com 
Diversity Web 
DiversityWorking.com 
GettingHired.com 
HireDiversity.com 
Hire Veterans 
IMDiversity.com 
Latino Perspectives in 
Higher Education 

NYDepartmentofLabor 
SimplyHired 
US.Jobs 
USMilitarypipeline.com 

MediaAdvertisingSourcesfor 
Recruiting Diverse Faculty 
Minority Executive Search, Inc. 
National Association of Black 
Accountants Inc. 
Society for College and 
University Planning 
USAjobs.gov 
VetJobs.com 
Vets.gov 
Women in Higher Education 
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SAMPLE JOB INTERVIEW ASSESSMENT FORM 

INTERVIEW ASSESSMENT FORM 

Name of Candidate: Interviewer: Salary: 

Position Title: Date: 

CATEGORY RATING COMMENTS 

Experience— 
Has exhibited ability 
to handle multiple 
responsibilities 
simultaneously 

1 2 3 N/A 

Interpersonal skills— 
Active listener; 
projects enthusiasm; 
instills confidence in 
ability to carry out 
all aspectsof therole 

Management skills— 
Ability to manage 
relationships and 
processes; evidence 
of strong time 
management skills 

1=Favorable 2=Adequate 3 =Poor N/A = Unable to Judge 

Candidate’s primary strengths: 

Candidate’s possible deficiencies: 
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REFERENCE CHECK FORM 

Reference Check 
Instructions 
The purpose of this reference check questionnaire is to give interviewers general guidelines for conducting an effective 
telephone reference check. Keep in mind that these are just examples of suggested questions that may be used to check 
facts and obtain job-related data. When conducting an actual reference check the interviewer should tailor these questions 
and/or add new questions to appropriately reflect the job to be filled. 

Applicant Information 
Applicant’s Name: Date (mm/dd/yyyy): / / 

Organization: 

Name of Individual Contacted: Phone: ( ) -

Title: Relation to Applicant: 

Verification of Factual Information 

Dates Employed (mm/dd/yyyy): / / to / / 

Previous Positions Held: 

Sample Job Related Questions (If you need more space, please attach a sheet of paper)
Describe the applicant's primary job responsibilities: 

On what activities did the applicant spend most of his/her time? 

Can you provide examples of instances when the applicant had multiple demands on his/her time? 
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APPLICANT REGRET LETTER/E-MAIL TEMPLATE 

Dear Name: 

Thank you for applying for the Title position with Name of the Dept. 
Agreat dealof thoughtandconsiderationwent into reviewing thequalificationsofallwhoap-
plied. Subsequently, we selected another candidate for the position. 

Wesincerelyappreciateyour interest inourpositionandencourageyoutocontinuetoreview 
our website, https://careers.columbia.edu, for other positions of interest. 

Regards, 

Hiring Manager 

Or 

Thank you for taking the time to discuss the Title opportunity with Name of the Dept. We appre-
ciate your interest and enjoyed talking with you. 

Wehaveexperiencedanoverwhelmingresponse to thisposition,andalthough we foundyour 
credentials to be impressive, we are pursuing other candidates whose credentials/qualifications 
morecloselymatch therequirements for theposition.Weencourageyoutocontinuetoreview 
our website, https://careers.columbia.edu, for new positions of interest. 

Again, itwasapleasurespeakingwithyou,andwewishyoucontinuedsuccess inyourcareer 
search. 

Regards, 

Hiring Manager 
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Usethischart toensureallnecessaryprocessstepsarecompletedbeforean individual can 
begin employment at Columbia. 

COLUMBIA UNIVERSITY HIRING PROCESS AND DOCUMENT GUIDE CHART 

HIRING PROCESS REQUIRED HIRING DOCUMENTS 

Employee Category Requisition 
in 
TalentLink 

CUHR 
Approval 

Signed Application 
and Resume from 
Candidate 

Signed 
Offer 
Letter 

Self- 
Disclosure 
Form 

Disclosure of 
Criminal Back-
ground Form 

Back-
ground 
Check 

I-9
Form

Tax 
Forms 

NYS 
195 
Form 

Casual 
Employ- 
ment Form 

Regular FT Officer ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Regular PT Officer ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Regular FT Support 
Staff 

✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Regular PT Support Staff ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Regular FR Non-Union 
Support Staff (NUSS) 

✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Regular PT Non-Union 
Support Staff (NUSS) 

✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Temporary FT Officer ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Temporary PT Officer ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Variable Hours Officer ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Short-Term Casual ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ ✔ 

Student Casual ✔ ✔ ✔ ✔ 

OTHER UNIVERSITY EMPLOYMENT CATEGORIES: 

Federal Work-Study Student: 
Contact the Federal Work-Study Office 

Agency Temp: 
Contact the Columbia University Employment Information Center 

Consultant: 
Contact the University Procurement Office 
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STAFF ONBOARDING CHECKLIST 

One week before start date 

❏ Set up and test computer

❏ Request UNI

❏ Set up e-mail account

❏ Create training plan

❏Notifystaffofnewemployee’sstartdate

❏ Assign mentor or buddy

❏ Create schedule for first week

One day before start date 

❏ Callemployeetoconfirmstart timeand
location

❏Remindemployeetobringdocumentation
to complete I-9 and tax forms

❏ Make sure work station is organized

Employee’s first day 

❏ Showemployeehisorherworkstation

❏ Provide computer access and account
information

❏ Introduceemployee tobuddyand toco-
workers

❏Buddytoshowemployeearound(break
rooms,supplies, restrooms,etc.)

❏ Complete new hire forms

❏ Obtain ID card

❏ Provide schedule for next two weeks

❏ Provide overview of the department

❏ Review training plan

First Week 

❏ Walk through policies and procedures

❏ Define roles and responsibilities

❏ Review job description and expectations

❏ Enroll in New Hire Orientation

❏ Remindemployeetoenroll inbenefitsand
complete harassment trainingwithin 30
days of hire date

❏ Provide a department org chart and a list of
colleagues,clients,etc.,fortheemployeeto
meet with

First 30 days 

❏ Assign special project

❏ Discuss remaining training

❏ Follow up and answer questions

❏ Assess potential to succeed

❏ Provide informal assessment of
performance

First 60 days 

❏ Review training plan and revise, as
necessary

First 90 days 

❏ Formal evaluation of performance

❏ Identifyandcommunicateactionplanfor
developmental opportunities

❏ Reiterate expectations
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