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DoIT Posting Process 

	Introduction
	The following tables outline the process for posting positions within the Department of Information Technology (DoIT).  For purposes of this process, Internal refers to applicants currently working within DoIT.  External refers to in-state and out of state applicants.  If a DoIT employee misses the opportunity to apply internally, he/she can apply as an external candidate. 


	Internal Posting Process
	All positions must be posted within DoIT for five business days prior to posting externally.  The following table outlines the internal posting process.


	Stage
	Description

	1.
	Hiring Manager sends e-mail to the Director (cc: HR Admin Asst) requesting permission to post for a vacant position.

	2.
	Director sends e-mail including the following information to CIO (cc: HR Admin) requesting permission to post for a vacant position:

· Position #

· Position Title

	3.
	CIO reviews request to hire.

	
	
	If request is approved…
	If request is denied…
	

	
	
	CIO e-mails Director (cc: HR Admin Asst, Hiring Manager) 
	CIO e-mails Director (cc: HR Admin Asst, Hiring Manager)
	

	
	
	Proceed to stage 4.
	
	

	
	

	4.
	HR Admin Asst creates internal job posting with SJD, and sends e-mail to DoIT employees. Note: Position is posted on DoIT intranet for 5 days.

	5.
	HR Admin Assistant receives applications via mail or itjobs@oit.nh.gov and reviews each application for certification.


DoIT Posting Process, Continued

	Internal Posting Process
	


	Stage
	Description

	6.
	 

	
	
	If internal applicant certifies…
	If internal applicant does not certify…
	

	
	
	HR Admin Asst sends e-mail to applicant indicating certification.  
	HR Admin Asst sends e-mail to applicants indicating reason he/she did not certify.
	

	
	
	HR Admin Asst copies original application/resume, sends copy to Hiring Manager and files original in HR.

Proceed to Stage 7.
	
	

	7.
	Hiring Manager reviews applications. 

· If testing is a requirement for the position, proceed to stage 8.

· If testing is not a requirement for the position, proceed to stage 9.

	8.
	If testing is a requirement for the position,

· Hiring Manager requests HR Admin Asst to set up testing with DOP.  

· DOP notifies applicant of testing date/time. 

· DOP notifies HR Admin Asst and applicant of testing results.

Note: Interviews should not be scheduled until applicant receives a passing grade.

	9.
	Hiring Manager schedules interviews with all internal certified applicants.

	10.
	Hiring Manager sends non-select letters to all applicants who were interviewed and not selected. 

*Original applications are kept on file in HR for one year.


DoIT Posting Process, Continued

	External Posting Process 
	In the event an internal applicant is not selected, the table below identifies the process for posting a position externally.

Important! All internal applicants must have been interviewed and notified of non-select status prior to posting the position externally.


	Stage
	Description

	1.
	Hiring Manager notifies HR Admin Asst to post position externally.

· For technical positions, proceed to stage 4

· For non-technical (i.e. Administrative) positions, proceed to stage 2.

	2.
	For non-technical positions only, HR Admin Asst requests the Register and House Bill 1506 from DOP for open position and forwards that information to Hiring Manager.

Note: If there are no applicants on these registers, proceed to Stage 4.

	3.
	For certain non-technical positions only, if applicants exist on registers, Hiring Manager reviews applications.

	
	
	If Hiring Manager is interested in applicant on register…
	If Hiring Manager is not interested in applicants on register…

	
	
	Hiring Manager schedules interviews with applicant(s).
	Hiring Manager returns form and all applications to DOP. Proceed to Stage 4.

	
	
	Hiring Manager returns form and applications to HR Admin Asst who forwards to DOP indicating selected applicant.
	If external applicant was interviewed and not selected, Hiring Manager sends a non-select letter. (See template Non-Select letters)

	
	
	Proceed to DoIT Hiring Process
	

	4.
	Position is posted to state website, and if approved, external job boards (i.e. Monster, etc). 


DoIT Posting Process, Continued

	External Posting Process, cont’d 
	


	Stage
	Description

	5.
	HR Admin Assistant receives applications via mail or itjobs@oit.nh.gov and reviews each application for certification.

	6.
	

	
	
	If external applicant certifies…
	If external applicant does not certify…
	

	
	
	HR Admin Asst sends e-mail to applicant indicating certification.  
	HR Admin Asst sends e-mail to applicants indicating reason he/she did not certify.
	

	
	
	HR Admin Asst copies original application/resume, sends copy to Hiring Manager and files original in HR. Proceed to Stage 6.
	
	

	7.
	Hiring Manager reviews certified applications and identifies candidates to interview.

· If testing is a requirement for the position, proceed to stage 7.

· If testing is not a requirement for the position, proceed to stage8.

	8.
	If testing is a requirement for the position,

· Hiring Manager requests HR Admin Asst to set up testing with DOP.  

· DOP notifies applicant of testing date/time. 

· DOP notifies HR Admin Asst and applicant of testing results.

Note: Interviews should not be scheduled until applicant receives a passing grade.

	9.
	Hiring Manager schedules interview with selected external applicants. 

	10.
	

	
	
	If external applicant is selected…
	If external applicant is not selected…
	

	
	
	Proceed to DoIT Hiring Process
	If external applicant was interviewed and not selected, Hiring Manager sends a non-select letter. 
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