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GA Hiring Process

NOTE: Ensure your GA job description includes your Departmental Learning Aim(s), as well as your unit’s Learning Outcomes for this position. 
Outline of Process/What to Do:
· Adjust job description as needed
· Post vacancy on the Graduate School website https://www.unco.edu/graduate-school/funding/assistantships.aspx
· Receive applications, form a search committee and then meet to select applicants to interview
· Interview applicants using the question list below.
· (Optional) If your application required references, conduct a reference check by contacting the applicants references (phone call preferred). 
· Meet to rank applicants and offer position to selected applicant
· Pre-employment check and contract signature with HR liaison
· Coordinate schedule with student
· Onboard by using a semi-structured schedule with tasks per day and week (sample below).
Items you will need: 
Attachment 1: Job Description to post on Graduate school website
Attachment 2: Question list to use in interviews
Attachment 3: Selection criteria
Attachment 4: GA Hiring Contract (coordinated with your unit’s HR specialist)
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