
POSTING, HIRING & 
ONBOARDING:

BY BLAIR PERRI (SR. RECRUITING COORDINATOR, CU HR,

CASEY KIPPLE (PRINCIPAL PROFESSIONAL RECRUITER, CU HR)

& JIMENA UGAZ (HR GENERALIST, CIRES HR)



SUPERVISOR RESOURCES (INSIDECIRES, A-Z TAB, “S”)
o HIRING GUIDE FOR SUPERVISORS AND COMMITTEE MEMBERS

o BEST PRACTICES FOR AN INCLUSIVE SEARCH- GUIDELINES

o PRESENTATION ON DIVERSITY AND INCLUSION BY SUSAN SULLIVAN AND CENTRAL HR (RECORDING DIC 18TH, 2020)

o DIVERSITY LEARNING AND DEVELOPMENT OFFERINGS FROM CU

o SUPERVISOR TRAINING SESSIONS (BOTH RECORDING & SLIDES FROM FEB 10TH, FEB 17TH FEB 24TH, AND MARCH 3RD, 2021) 

o SAMPLE CANDIDATE EVALUATION RUBRICS

o DO’S AND DON’TS OF INTERVIEWING

o SAMPLE INTERVIEW QUESTIONS

o SKILLSURVEY SAMPLE

o INFORMATION ON CU BENEFITS TO HELP DURING NEGOTIATION

o SAMPLE REGRET LETTER (TO BE SENT FROM SUPERVISOR TO TOP INTERVIEWED CANDIDATES NOT RECEIVING AN OFFER)

o ONBOARDING GUIDE TO HELP WITH YOUR NEW EMPLOYEE’S SCHEDULE

o BEST PRACTICES FOR SUPERVISORS: RECOMMENDED ARTICLES  

o CIRES JOB DESCRIPTION TEMPLATE



RECRUITING AND HIRING 

• KNOW THE CONTENT OF THE HIRING GUIDE FOR SUPERVISORS AND SEARCH COMMITTEE 

MEMBERS LOCATED IN INSIDECIRES/A-Z/ SUPERVISOR RESOURCES

HTTPS://INSIDECIRES.COLORADO.EDU/HR/DOCS/CIRES_HIRING_GUIDE_UPDATED_FEB_22_2021.PDF

• START WITH A TICKET TO CIRESHR@COLORADO.EDU WHICH INCLUDES THIS INFORMATION FOR 

THE JOB AD

- CU JOB TITLE (PRA/ PD/ RA) AND WORKING TITLE (I.E SOFTWARE ENGINEER) 

- POSITION SUMMARY

- MINIMUM QUALIFICATIONS (EDUCATION AND MINIMUM REQUIRED GENERAL EXPERIENCE)

- NEEDED SKILLS

- DESIRED SKILLS

- COMMITTEE MEMBERS (PLEASE IDENTIFY FEDERAL PARTNERS FOR PROPER ACCESS LINKS)

- SPEEDTYPE/S 

- SALARY RANGE AND RELOCATION AS REQUIRED BY THE CO EQUAL PAY ACT

https://insidecires.colorado.edu/hr/docs/CIRES_Hiring_Guide_updated_Feb_22_2021.pdf
mailto:cireshr@Colorado.edu


COLORADO EQUAL PAY ACT (01.01.2021)

WHAT WE CAN OFFER

• WE CAN OFFER A COMPETITIVE SALARY AND A COMPREHENSIVE BENEFITS PACKAGE.

• “THE ANNUAL HIRING SALARY RANGE FOR THIS RESEARCH ASSOCIATE/RS I POSITION IS $60,000-

$67,000”; OR

“THIS APPOINTMENT WILL BE AT THE RS1 OR RS2 CAREER TRACK LEVEL; THE ANNUAL HIRING RANGE 

FOR THIS POSITION IS 60K-80K” ; OR 

“THE HOURLY SALARY FOR THIS ROLE IS $25- $35/HOUR & POSITION DOES NOT INCLUDE BENEFITS 

• RELOCATION EXPENSES ARE AVAILABLE FOR THIS POSITION FOLLOWING CIRES AND THE UNIVERSITY 

OF COLORADO’S RELOCATION PROCESSES AND PROCEDURES.



APPROVALS



APPROVALS





JOB POSTINGS

• CU Internal/External Postings. 

• Utilize search committee networks and industry memberships.

• Collaborate with Jimena, Susan Sullivan, and Casey

• Share with your network. 



SEARCH COMMITTEE VIEW VERSUS MANAGE JOB

• View all candidates in all steps of the 

process.

• Candidates not yet reviewed in the 

resume review round. Names will 

display for those to provide feedback on.

• Personal summary of resume review 

feedback.

• Candidates not yet reviewed in the 

interview rounds. Names will display for 

those to provide feedback on.

• Personal summary of interview 

feedback.

• Switch to Search Chair/Liaison Access.

• Click the title to see the posted job 

advertisement.



THE INTERVIEW: HIRING IS A LEGAL PROCESS
PLEASE OBEY THE LAW

• CONSISTENCY IN CONTENT AND LENGTH OF INTERVIEWS

• TECHNICAL, PROJECT-BASE AND PROFESSIONAL ETIQUETTE QUESTIONS

• AVOID QUESTIONS WHICH MAY REVEAL PROTECTED INFORMATION (NATIONALITY OR 

ANCESTRY, AGE, RELIGION, DISABILITY, VETERAN STATUS, COLOR, RACE, PLANS FOR 

PREGNANCY, MARITAL STATUS)

• INCLUDE QUESTIONS ON DIVERSITY AND INCLUSION PHILOSOPHY

• AVOID QUESTION ON THE NEED FOR VISA SPONSORSHIP

• FOR EVALUATION, DEVELOP A RUBRIC WHICH IDENTIFIES MINIMUM REQUIREMENTS, NEEDED 

AND DESIRED SKILLS



LOR’S VS. SKILLSURVEY CONSIDERATIONS

• AUTOMATED ONLINE REFERENCE CHECKING SYSTEM.

• QUESTIONS SPECIFIC TO SKILLS REQUIRED FOR A PARTICULAR JOB.

• CONSISTENCY IN REVIEW AND SUMMARY.

• SEPARATE THAN THE CONFIDENTIAL LOR PROCESS IN THE SYSTEM.

• IN LIEU OR IN ADDITION TO CONFIDENTIAL LOR(S).

• FULFILLS DOSSIER REQUIREMENT.



BEFORE MAKING A VERBAL OFFER

=> CONNECT WITH YOUR CIRES LEAD (IF APPROPRIATE) AND WITH CIRES HR REGARDING SALARY 

(ARE INTERNAL APPROVALS NEEDED IN YOUR LAB BEFORE PROCEEDING?)

=> COMPENSATION ANALYSIS BY CIRES HR/ YOUR LEAD:   

CONSIDERATIONS INCLUDE NATURE OR WORK; TYPE OF DEGREE AND YEARS SINCE DEGREE

OVERALL AND RELEVANT EXPERIENCE; FUNDING SOURCE AND BUDGET; 

DIRECT PEERS PERFORMING SUBSTANTIALLY SIMILAR WORK; CIRES CAREER TRACK 

=> CONSULT WITH YOUR FINANCE MANAGER REGARDING RELOCATION ALLOWANCES ON YOUR 

SPEEDTYPE

CONSULT WITH YOUR ACCESS VERIFIER FOR CLEARANCE PROCESSING TIMES BEFORE AGREEING 

TO A START DATE (PROVIDED FEDERAL CLEARANCE IS NOT NEEDED AND THERE ARE NO VISA NEEDS, 

CIRES HR WILL NEED AT LEAST 3 WEEKS FROM OFFER ACCEPTANCE TO START DATE) 

MOVE AHEAD WITH VERBAL OFFER AFTER APPROVAL: 

 OFFER IS PRESENTED BY THE CIRES SUPERVISOR VIA CHAT/PHONE



NEGOTIATION WITH CANDIDATE

• ONLY THE CIRES SUPERVISOR SHOULD BE NEGOTIATING WITH CANDIDATE

• KNOW YOUR BENEFITS (IE. GENEROUS 10% CU ANNUAL RETIREMENT CONTRIBUTION)

• BROAD OPTIONS FOR MEDICAL INSURANCES AND FLEXIBLE SPENDING AND SAVINGS ACCOUNTS

• KEEP IN MIND HR RECOMMENDATIONS AND SALARY EQUITY

• RELOCATION (FINANCE MANAGER; % EFFORT LINKED TO % RELO $ IN FIRST 12 MONTHS)

• START DATE AND CLEARANCE FOR NOAA LABS/ TASK II FUNDS AND FEDERAL CLEARANCE 

• DEADLINE TO CONSIDER/ACCEPT AND OFFER: WHO IS YOUR #2 CANDIDATE?



OBEY THE LAW:
HIRING IS A LEGAL PROCESS

• AFTER A CANDIDATE HAS VERBALLY ACCEPTED THE ROLE, PLEASE DO ASK:

“ARE YOU LEGALLY ABLE TO WORK IN THE UNITED STATES OR WILL YOU NEED SPONSORSHIP NOW OR IN THE 

FUTURE”

=> IF THE TO THE ABOVE QUESTION IS AFFIRMATIVE, THEN CONNECT WITH JANET.GARCIA@COLORADO.EDU

BEFORE AGREEING TO A START DATE 

VERBAL AGREEMENT ON $ AND START DATE, CIRES SUPERVISOR SENDS IN HIRING CHECKLIST TO CIRES HR

AFTER HIRING CHECKLIST IS FULLY EXECUTED, CIRES HR WILL SEND OUT THE OFFICIAL OFFER LETTER

IMPORTANT REMINDERS DURING THE PROCESS::

• DISPOSITIONING AND SENDING REGRETS IS MANDATORY: KEEP YOUR OWN EXCEL/GOOGLE DOC WITH 

JUSTIFICATIONS FOR NOT MOVING FORWARD

• EVERYONE WHO APPLIED MUST BE CONSIDERED; PUT A POSITION ON HOLD IF NEEDED

mailto:janet.Garcia@Colorado.edu


ORIENTATION AND ONBOARDING
• PLEASE ATTEND LUCIA HARROP’S TRAINING NEXT WEEK: WEDS MARCH 3RD, FROM 10-11: “ONBOARDING WITHIN THE 

COOPERATIVE AGREEMENT” IF YOU ARE IN ONE OF THE NOAA LABS

ZOOM LINK: HTTPS://CUBOULDER.ZOOM.US/J/99436960776

PRIOR TO START DATE:

=> LUANN’S EMAIL WITH WALEED’S WELCOME MESSAGE, IDENTIKEY ACTIVATION, W-4, I-9, INSTRUCTIONS FOR COMING ON 

CAMPUS (COVID PROTOCOL), DIRECT DEPOSIT, I9, BUFF ONE CARD, MY LEAVE, BENEFITS, CU ORIENTATION

=> LUCIA’S INVITATION FOR ONE-ON-ONE ORIENTATION IF NOAA LAB EMPLOYEE 

• THE QUICK START PROGRAM- (CU HR GENERAL ORIENTATION): 1ST DAY OF THE MONTH AND MOST MONDAYS

9AM-10AM MT VIA ZOOM

INFORMATION ON BENEFITS

I-9 STEP 2 VERIFICATION (HAS TO HAPPEN WITHIN 3 DAYS OF START DATE) (FOLLOW COVID CAMPUS PROTOCOL)

BUFF ONE CARD/ ECO PASS

MY CU INFO/ MY LEAVE

MANDATORY TRAININGS

PARKING

https://cuboulder.zoom.us/j/99436960776


GROUP SUPPORT FOR NEW EMPLOYEES

• THE CIRES MENTORING PROGRAM

• CIRES MEMBERS COUNCIL

• POST-DOCTORAL ASSOCIATION RESOURCES


