M HUMAN
)2 RESOURCES

Staff Justification of Hire Memo
Posting Information

Requisition Number: |:| Applicant Name: | |
Salary Offer: |:| Salary Over Mid-Point: If 'Yes," then provide justification in
Position Title: | | Grade: I:l Summary of Hire Comments.
| SUMMARY OF HIRE COMMENTS |
(Describe your hiring process and application selection)

| Required Documents Attached

| Completed and Signed CCC for selected candidate:|[Select | Additional comments:
Equity grid required if more than one employee in same job Select
title, ePANs attached if applicable (correcting inequity):
3 reference checks on selected external candidate; 2 [(gqjoat
reference checks on internal candidates:
Attach all interview notes for every interviewed candidate in Select
their individual application profile (documents tab).
Transcripts/certifications/licensure for selected candidate, Select
or personnel file review if a current/prior UNM employee:
| Background Check approval email:|[Select |

| Verifications
[Applicant reviewer(s) added to requisition:|[Select | Additional comments:
| Search/interview committee remains same/consistent:|[Select |
[ *Diverse Search Committee per UAPPM #3210:|[Select |
[*Total number of committee:|[ |

[ *Number of females:|[ |

[ *Number of minorities:|| |

Personnel file reviewed if applicant is current,

i Select
prior UNM, or UNMH staff:
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Veteran Preference

Number of veteran applicants who indicated participation in the program.

Number of veteran applicants interviewed.

Justification of non-interviewed veterans. Give specific information why not invited for interview.

Applicants Dispensed

Applicants interviewed status changed to the appropriate status. Select

Applicants interviewed and not hired have proper secondary non selection reason. ||(Select

Applicants not selected for interviewed properly dispensed. No

Certification of Hire

Applicant meets minimum requirements for Education, Licensure, and Select
Certifications. Documents reviewed by hiring official and are attached.

The selected candidate meets minimum qualifications for experience Select
and education as outlined in the position description.

*This hire is in compliance with the Conditions of Employment listed in Select
the position description if applicable.

[*Post Offer, Pre-Employment Physical:||Select

[ *Credentialing:||Select

[ *Valid New Mexico Driver's License and/or CDL:|[Select
[*Background Check and/or CYFD Fingerprinting:{|Select
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[*Other] |

Additional comments:

Approval

Your electronic signature is certifying that this hire is in compliance with all University Administrative Policies and
Procedures, to include:

UAP #2000:
UAP #3100:
UAP #3200:
UAP #3210:
UAP #3280:
UAP #3500:

Responsibility and Accountability for University Information and Transactions
Equal Opportunity & Affirmative Action

Employee Classification

Recruitment and Hiring

Background Checks

Wage and Salary Administration

Hiring Official's Signature

Attach this form to UNMJobs in the Documents Tab in the appropriate Applicant Profile
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http://policy.unm.edu/university-policies/2000/2000.html
http://policy.unm.edu/university-policies/3000/3100.html
http://policy.unm.edu/university-policies/3000/3200.html
http://policy.unm.edu/university-policies/3000/3210.html
http://policy.unm.edu/university-policies/3000/3280.html
http://policy.unm.edu/university-policies/3000/3500.html
http://policy.unm.edu/university-policies/2000/2000.html
http://policy.unm.edu/university-policies/3000/3100.html
http://policy.unm.edu/university-policies/3000/3200.html
http://policy.unm.edu/university-policies/3000/3210.html
http://policy.unm.edu/university-policies/3000/3280.html
http://policy.unm.edu/university-policies/3000/3500.html
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