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   Montana University System (MUS) Contract and Letter of Appointment
   (LOA) Recruitment Process
   Steps:
     1. 
       Complete the Electronic Hiring Form in U-Approve with role
       description. Attach an advertising announcement in U-Approve.
         a. 
           The role description is part of the Electronic Hiring Form.
         b. 
           Contract Professional Ad Sample is available on the HRS
           Recruitment & Hiring webpage.
         c. 
           For U-Approve help, please visit the Electronic Hiring Form
           Help Guide.
     2. 
       The HRS Compensation office determines if the role description
       meets the MUS Contract or LOA position criteria.
     3. 
       After the compensation review is completed, the form continues to
       route to other approvers including Vice President/Executive
       Officer and Vice President of Operations and Finance.
     4. 
       Recruitment office will approve and post position on the UM Jobs
       website at https://umjobs.silkroad.com. Announcements are under
       “All Current Openings”, “Professional” vacancies section of the
       website.
         a. 
           The University of Montana uses an applicant tracking system
           (ATS) supported by SilkRoad Recruiting for all Faculty,
           Professional, and Staff recruitments.
     5. 
       Recruitment will email the live link to the search chair. The
       vacancy announcement is also posted on us.jobs and the Missoula
       Job Service. These postings are mandatory and are a free service
       to campus.
     6. 
       The search chair will receive an email from SilkRoad Recruiting
       with a link, username, and password to access the applications in
       SilkRoad Recruiting.
         a. 
           The search chair will forward the login information to all
           search committee members.
     7. 
       Prior to screening and evaluating applicants, contact HRS
       Recruitment Manager to schedule a search committee meeting. The
       Recruitment Manager will briefly address the search committee on
       how to use SilkRoad Recruiting; go over the recruitment process
       and procedures; and answer questions from the committee. Search
       Committee screens/evaluates all applicants documenting how each
       applicant does or does not meet the criteria and qualifications.
       The Chair of the Search Committee and/or Administrative Support
       for the search will submit the justifications into SilkRoad
       Recruiting and then contact HRS Recruitment Manager, via email for
       review and approval, prior to scheduling and conducting
       interviews. Please also send HRS Recruitment your proposed
       interview questions and/or a brief summary of the planned
       interview experience.
         a. 
           Multiple rounds of interviews may be conducted to narrow the
           applicant pool.
             i. 
               It is common for a first round of phone or Zoom video
               conferencing interviews to be conducted.
     8. 
       HRS Recruitment office reviews the justifications and questions.
       Upon approval of HRS, interviews may be scheduled and conducted.
       Reference checks must be conducted on finalist selected for hire
       and for all finalists brought for a campus interview.
         a. 
           References are not to be contacted without seeking permission
           from the candidates.
             i. 
               Permission is typically obtained during the first
               interview.
             ii. 
               Seek permission by asking the question:
                 1. 
                   May we contact your references both listed and not
                   listed?
                 2. 
                   Alternate Version: Is it ok if we call your
                   references? Is it ok to contact off-list references
                   (i.e. previous or current supervisors, etc.) not
                   listed on your resume?
     9. 
       The Search committee makes a recommendation submitted to HRS,
       Dean/Director/Designee (if applicable), and/or Vice
       President/President (if applicable)
       * 
         Prepare written justifications summarizing the interviews and
         qualifications of selected candidate or acceptable candidates
         and all other candidates interviewed.
           i. 
             Justifications to HRS are submitted to the SilkRoad
             Recruiting system.
       * 
         Send interview notes and reference check notes via email, Box,
         or campus mail to HRS Recruitment.
           i. 
             Contact your Recruitment Team for specific details on this
             step.
       * 
         HRS Recruitment office reviews and provides approval to hire
         before the hiring authority may extend an offer of employment.
       * 
         A Letter of Offer must be submitted to HRS before gathering
         signatures of Dean/Director/Designee and Executive
         Officer/President.
           i. 
             Letter of Offer for MUS Contracts is conditional pending the
             successful outcome of the Background Check; approval of the
             President and/or Board of Regents; and eligibility to work
             in the United States.
       * 
         Upon acceptance of the offer, submit hiring information (name,
         start date, email) in U-Approve Electronic Hiring Form:
           i. 
             HRS initiates the Background Check on the selected
             candidate.
           ii. 
             HRS sends new employee and benefits information to new
             employee.
           iii. 
             HRS removes the posting from the HRS website and closes the
             search.
     10. 
       The hiring department completes the information in U-Approve
       Electronic Hiring Form. The form is then routed to HRS Recruitment
       office, Supervisor, Dean/Director, Vice President/Executive
       Officer, and Vice President of Operations and Finance before
       routing to HRS Payroll. The original copy of the Offer Letter and
       an official Transcript must be uploaded to U-Approve or submitted
       to HRS Recruitment for inclusion in the employee’s personnel file.
     11. 
       The Hiring department scans and/or forwards all documentation
       pertaining to the search/recruitment to HRS Recruitment for
       storage for a minimum of three years.
   Please address any questions to Marcie Briggs, Recruitment Manager
   406-243-5706 or [email protected]
   Updated 6/28/19
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