Staffing Processes

Preparation and Planning

COMPETITION PROCESS CHART

Advertising and

Screening

Interviewing, Selection
and Offer

Government
of Alberta m

Finalize and Follow-Up

HRC and Manager:

« ongoing staffing discussions

* ongoing maintenance of job
descriptions

HRC checks Position
Abolishment/Surplus Inventory

Report
v
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HRA posts job ad on GoA Jobs
Website and arranges other
media as required

ST: GoA Jobs Website: 1-2
work days from finalizing
Strategic Staffing Plan

Other media: 5 work days from
finalizing Strategic Staffing

HRC and Manager Finalize
Interview Assessment Guide

i

Plan
!

HRA prepares interview
packages:

« interview schedule

« interview assessment guides
 copy of applications

« position ad and profile

HRC/HRA receive applications

until competition closing date

« online applicants receive
automatic acknowledgement

* HRA enters non-online
applications into IMAGIS

ST: 10 work days from

advertising date

v

HRC and Manager complete
interviews

ST: 7-10 work days from
finalizing screening
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HRC finalizes interview
assessment guides for all
interviewed candidates

!

HRC regrets interviewed
candidates

ST: 3-5 work days from
accepted verbal offer

v

HRA finalizes all information in
IMAGIS and closes
competition file

ST: 10 work days from written

!

offer
+

+

HRC and Manager conduct
any other testing involved

HRA updates status of
competition in IMAGIS

+

:

HRC and Manager determine
certifiable candidates and

HRC Arranges Conversation

with Manager (Strategic

Staffing Plan)

« strategic workforce planning

« the work and the person

« staffing strategy

» media and job ad

« project plan (roles,
accountabilities and

timelines)

HRC and Manager Finalize

Strategic Staffing Plan

« finalize information required
for advertising

» start development of
interview assessment guide

ST: 5-6 work days from HR

receipt of staffing request

HRC conducts initial screening

and rating of applications and

forwards them to Manager

« reviews applications online or
prints them

« if reviewing online, HRC
records ratings on screening
rating spreadsheet

rankings
|
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HRC and Manager complete
pre-employment checks

» Academic

« References

 Security screening

ST: 5-8 work days from
completing interviews

HRC conducts any other
screening involved

.

HRC and Manager finalize
screening and identify
applicants that will be
interviewed

ST: 8-10 work days from

HRC and Manager set salary
and make verbal offer of
employment

ST: 2 work days from
completion of pre-employment

closing date

checks
Il

HRA schedules interviews

HRC prepares and sends
written offer of employment

Responsibilities Legend

. CHR and Ministry HR

|:| HRC

I:l HRC and Manager

ST - Staffing Timeline Target*

!

!

HRA updates status of
competition in IMAGIS

HRA updates status of
competition in IMAGIS

HRA completes “prepare to
hire information” in IMAGIS
and initiates orientation

process
!

HRC and Manager discuss
potential changes to staffing
strategy and interview
assessment guide for next

vacancy
It

HRC follows up with Manager
to assess quality of hire and
satisfaction with staffing
process

ST: 3-6 months from hire date

v

HRC follows up with new hires
to assess satisfaction with
staffing process

ST: 3-6 months from hire date

*Staffing timeline targets are estimated work days to complete each process. They can be impacted by
a number of variables such as type of work; recruitment volume; applicant volume; availability of Line
Managers, HR staff and applicants; position location; etc.

These timeline targets equate to the following average “time to fill” measures:
- 15-16 work days (19-20 calendar days) from “initiation by Manager” to “first ad date”
- 32-40 work days (44-54 calendar days) from “first ad date” to “first verbal offer date”




