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The University of North Carolina at Chapel Hill

Office of Human Resources – Employment and Staffing

peopleadmin Selection and hiring worksheet

	Department Information

	Posting Dept. Number
	     
	Posting Dept. Name
	     

	Position Number
	     
	Branch/Role/Competency
	      


	Candidate overview

	Candidate Name
	     
	Proposed Start Date
	     

	Selection Reasons 
Instructions: Provide justification for hiring the selected candidate based on their skills, education, experience and the requirements of the position. If essential knowledge, skills, and/or abilities were listed in the posting the department should document the selected candidate possesses the KSAs.
	     

	Reason for Salary Recommendation:    FORMCHECKBOX 
 New Hire/Agency Transfer  FORMCHECKBOX 
 Promotion  FORMCHECKBOX 
 Lateral  FORMCHECKBOX 
 Reassignment

	Proposed Start Date
	     
	Reference Checks Complete
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


For the purposes of this form, “Current Position” refers to current UNC employees (and SPA State Agency transfers), and “New Position” refers to the position for which an employment offer is to be extended (i.e. the position for which the candidate applied).
	Position information

	Current Position Data (if applicable)

	Current Position Number
	     
	Branch/Role/Competency
	     

	New Position Data (position into which candidate is being hired)

	New Position Number
	     
	Branch/Role/Competency
	     

	salary recommendation

	Current Salary, if applicable
	     
	Current Market Index, if applicable*
	     

	Hiring Range
	     

	Recommended Salary
	     
	Market Index *
	     

	Increase %, if applicable
	     
	Increase Amount, if applicable
	     


*Market Index is equal to current (or offered salary)/Market Rate.  Increase % is equal to the increase amount/the current salary, multiplied by 100.
	Jusitification for salary action

	Justify the salary recommendation using the relevant pay factors and how the individual demonstrates the competencies required for the position. Pay factors include: financial resources, appropriate market rate, internal pay alignment, and required competencies (f-a-i-r). For more information refer to http://hr.unc.edu/classification-compensation/ccm1_018345

	Funding
	     

	Appropriate Market Rate
	     

	Internal Pay Alignment
	     

	Required Competencies
	     


	Department/Division Approvals

	     
	
	
	
	     

	Direct Supervisor/Manager Name
	Direct Supervisor/Manager Signature
	Date

	     
	
	
	
	     

	Department Head Name
	Department Head Signature
	Date

	     
	
	
	
	     

	Dean/Division Name
	Dean/Division Signature
	Date

	     
	
	
	
	     

	Dean/Vice Chancellor Name
	Dean/Vice Chancellor Signature
	Date


	Revision 07/19/2013
	Equal Opportunity Employer
	Page 1 of 1



