Appendix 12

Office of Employee Services 

The Office of Employee Services is responsible for recruitment, the new hire process, processing employee benefits, pension, retirement, and performing other personnel actions such as promotions/demotions, probation tracking, and transfers.  The main functions of the Office of Employee Services are to perform the following:

Recruitment 

Recruitment is responsible for all the activities involved in the recruiting, screening, testing, and selection of new staff.  Currently, Recruitment uses the database Power PCS system to track vacancy and position data.  Recruitment data is predominantly in paper files, stored at the AOC, and not imaged electronically.

· Process Job Requisitions to Fill Vacancies - the hiring manager submits a job requisition to begin the recruiting process.  Currently, a manual spreadsheet is used to track applicants through the recruitment process;

· Resume Submission Process – this represents the tracking of resumes submitted by candidates either online via the AOC portal or via the mail;

· Resume Evaluation Process – the Recruitment Unit manually reviews the skills and experience of the candidate and based on the evaluation, forwards the recruiting paperwork to the hiring manager for the next step in the process;

· Interview Evaluation – the hiring manager interviews the candidate and manually records the results of the interview;
· Checking the Applicant’s References – this process involves the verification of employment by the hiring manager, and the conducting of a criminal background check by the Recruitment Unit, if applicable; and

· Finalize Selection Process – selection is reviewed and approved by Fair Practices.  Once approved, the new hire process begins to get the employee on payroll.  AOC administrative details (parking, computer, phone, etc) are handled by the respective departments and are processed manually.
As the Judiciary moves to the new system, the vision for Recruitment is to automate key components of the process (i.e. job requisitioning, resume submission, job posting, interview scheduling, new hire integration, etc.).  Based on the outcome of the Judiciary’s Future Business Process Joint Application Design (JAD) sessions, the Future Employee Recruitment Services Model includes the following processes:

· Requisitioning

· Recruit Applicant

· Evaluate Applicant

· Check Applicant

· Select Applicant

· Finalize Recruiting Activities

The detailed workflow of each process is given below - Future Employee Recruitment Services Model.
AOC RECRUITING FUTURE BUSINESS PROCESS FLOWS
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