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     Pre-Hire Checklist
Supervisor Preparation Prior to a Vacancy
To minimize operational disruptions and facilitate a smooth transition, supervisors should maintain the following documentation and preparatory measures for each position prior to a vacancy occurring.

Position Documentation
☐ Position description is current and accurate.
☐ Essential duties and critical functions are documented.
☐ Required knowledge, skills, licenses, and certifications are identified.
Procedures and Knowledge Transfer
☐ Standard Operating Procedures (SOPs) are documented and current.
☐ Instructions for recurring tasks and key processes are maintained.
☐ Critical position knowledge is documented and stored in an accessible shared location.
Work Responsibilities
☐ Recurring duties, deadlines, and reporting requirements are documented.
☐ Active projects and their status are identified.
☐ Key stakeholders and task dependencies are documented.
Meetings and Commitments
☐ Regular meetings, committee assignments, and organizational commitments are documented.
☐ Meeting schedules, purposes, and key contacts are maintained.

Systems and Resources
☐ Systems, software, shared drives, and other resources used by the position are identified.
☐ Access requirements and approval processes are documented.
☐ Workspace identified and contact made with IT (through iHelp or Virtual Session) to be certain data ports are active.
Key Contacts
☐ Essential internal and external contacts are identified.
☐ Subject matter experts and backup contacts are identified.
Coverage and Continuity
☐ Cross-training has been provided for critical responsibilities, where feasible.
☐ Contingency plans for essential duties during vacancies or extended absences are established.
☐ Procedures for managing urgent matters are documented.
Recruitment Readiness
☐ Position qualifications and requirements have been reviewed.
☐ Anticipated changes to duties or organizational needs have been identified.
☐ Information necessary for recruitment and onboarding is readily available.
☐ Job description sent to Human Resources for classification review.
☐ Upon successful classification, submit Job Description and ETH form to Budget Office.
☐ Coordinate with Human Resources Office for Partner Meeting.
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