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Hiring Toolkit  

How UHR Can Assist You

●     HR Consultants 
●     Applicant Tracking System 
●     NJ-HERC (NJ Higher Education Recruitment Consortium) 
●     Salary Schedules 

Recruitment Tools

●     Position Description Toolkit 
●     Search Firm Guidelines 
●     Advertising a Position 
●     Recruiting on the Web 
●     Disabled and Covered Veterans 
●     Classification and Recruitment for A/P/S Positions 
●     A/P/S Recruitment Checklist 
●     Recruitment for COLT Positions 
●     Recruiting for Other Qualified Candidates/Non-Bidders 
●     Staff Recruitment Guidelines 
●     COLT/888 Recruitment Checklist 
●     Recruiting Service-Focused Employees 

Reference Checking Tools 

●     Conducting Reference Checks 

Interview Tools

●     Preparing for the Interview 
●     Screening and Interviewing A/P/S Employees 
●     Screening and Interviewing Bidders 
●     Interview Question Guide 
●     Disability Accommodations 
●     Conducting the Interview 

Making the Offer
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●     Making an Offer for an A/P/S Position 
●     Making an Offer and Appointment for COLT/888 Position 
●     Appointment of A/P/S Staff 
●     Probationary Period Guidelines 
●     New Employee Welcome and Benefits Orientation Enrollment 

Temporary Employees

●     Temporary Employment Services 

Resources To Help You  

Equal Employment Opportunity/Affirmative Action Policies  

UHR Staffing 732/832-3020, ext. 4086

HR Consultants 732/932-3020

Camden Human Resources 856/225-6475

Newark Human Resources 973/353-5500
 

 

To submit a comment or to report any problems with this site, please email us. For questions about 
University Human Resources programs and services, please email our Operations Team.
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What is your role at Rutgers University? 

●     Job Seeker 
●     New Employee 
●     Hiring Manager 
●     Faculty 
●     Staff 
●     Deans & Managers 
●     Retiree 
●     Student 

HR Toolkit 

●     Online Tools 
●     FAQs 
●     Spotlight 
●     HR Communications 
●     HR Definitions 
●     Policies & Procedures 

Jump To 

●     Administrative Gateway 
●     Center for Organizational Development and Leadership 
●     Sexual Assault & Crime Victims Assistance 
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