
Hiring Regular Administrator Positions: 
 
Before you can post an open Administrator position: 
 

1. Initiate the termination process for the current employee: 
a. obtain a signed letter of resignation that includes the last date of employment from the employee 
b. request, review, and approve the final vacation usage report (Limly x4711) 
c. complete a Department Action Form (DAF) for the employee and enter the end date specified on 

the letter of resignation 
d. give the DAF, the letter of resignation and the vacation usage report to Asst Dean of Finance & 

Administration  who will review it, sign it and submit it to the Provost’s office and Human 
Resources 

 
Note:  being able to pull a DAF is a fundamental part of the supervisor’s job.  If you do not know how to 

access DAFs, follow these instructions:  http://www.sandiego.edu/hr/documents/job_aid_DAFs.pdf 
 

2. Review the job description to determine if it needs to be updated and/or reclassified.  If you do not have 
the job description, contact Asst Dean of Finance & Administration: 

a. If it is being updated, send the revised job description (electronically) to Human Resources 
(Janie Carolin) for review and filing, copy Asst Dean of Finance & Administration   

b. If it is a new job description, send it to Human Resources (Janie Carolin) for classification, copy 
Asst Dean of Finance & Administration 

i. If you need help writing the job description, see Asst Dean of Finance & Administration 
with a rough draft.  Refer to the HR website: http://www.sandiego.edu/hr/benefits-
compensation/job-descriptions.php 

 
Note: the review process in HR can take several weeks.  You can expedite the process by providing 

an explanation in your email. 
 

3. Prepare the recruiting documents and submit them to your next level supervisor for approval and 
signature: 

a. Job description (current, revised or new) 
b. Personnel requisition form 
c. Identify and resolve potential funding/budget issues 
d. Identify and resolve potential space issues 

 
4. When you have the approved recruiting documents, submit the original and one copy to Asst Dean of 

Finance & Administration who will review them, approve them and submit them to the Provost, Budgets 
& Treasury, and Human Resources for processing.   

 
If there are funding issues, they must be resolved before the paperwork is sent to Budgets & 
Treasury and could take several days.  You can expedite the process by providing accurate 

information at the time you submit your request. 
 

5.  When Human Resources receives the necessary approvals, you will work with them directly on 
advertising and other recruiting issues:   http://www.sandiego.edu/hr/employment-eeo/recruitment-
process/how-to-post-a-vacancy.php 

 
 
  



Before you select a candidate for an Administrator position: 
 
1. Your final candidates (no more than your top three) must be interviewed by your supervisor and Dean or 

Vice Dean. 
2. Whenever feasible, you should form a small team of law school administrators and/or campus partners 

to interview your final (no more than three) candidates. 
3. Document the interview notes from all sources and rank your final three candidates in order of 

preference. 
4. Call the preferred candidate’s references.  At least one should be a former supervisor.  A form is 

available at the Human Resources website:  	
http://www.sandiego.edu/hr/documents/ReferenceCheckFormCombined.pdf 

5. Discuss the outcome of all the interviews and reference checks with your supervisor and Dean or Vice 
Dean. 

 
When you have selected the candidate you would like to hire: 

 
1. Prepare the hiring documents (available http://www.sandiego.edu/hr/employment-eeo/recruitment-

process/selecting-a-candidate-to-hire.php) and submit them to your next level supervisor and Dean or 
Vice Dean for approval and signature: 

a. Proposal to hire 
b. Reference check forms (2) 
c. Candidate resume 
d. Candidate cover letter 
e. Candidate application 
 

2. When you have the signed hiring documents, submit the original and one copy to Asst Dean of Finance 
& Administration who will review, approve and submit them to the Provost, Budgets & Treasury, and 
Human Resources for processing.   

 
3. When Human Resources receives the necessary paperwork and approvals, they will: 

a. Verify that the candidate meets the minimum job requirements 
b. Confirm that references were obtained 
c. Review the salary proposal to ensure that it is within the appropriate range and does not cause 

internal equity issues 
d. Make a conditional offer to the candidate (or let you make a conditional offer) 
e. Run the background check  
f. Run the education verification check 
g. Prepare the new employee paperwork and schedule New Employee, Benefits and Safety 

orientation meetings. 
Note:  if the candidate does not meet the minimum job requirements, you’re going to have a problem.  

Be proactive and discuss it with Asst Dean of Finance & Administration prior to completing paperwork.  
 

 
4. Human Resources will inform you of the results of the offer process.  If a counter-offer is necessary, you 

will identify the necessary funds and revise the Proposal to hire and Administrator appointment form for 
submittal through the approval chain. 

 
  



Prior to the arrival of your new employee: 
 

1. Refer to the New Hire Checklist (http://www.sandiego.edu/hr/employment-eeo/recruitment-
process/preparing-for-the-employees-first-day.php) and the Supervisor Checklist 
(http://www.sandiego.edu/hr/documents/SupervisorChecklist.pdf) for details on what should be done to 
complete all necessary paperwork for payroll, parking, IT, Telecommunications, etc. 

 
2. Consult with the Administrative Services Manager regarding office space and keys and to make sure the 

area is physically prepared for your new employee. 
 

3. Consult with the law school Technology Specialist regarding computers and phones. 
 

4. Send the new employee name, title, location, phone number and email address to Marina Gonzalez so 
that it can be included in the directory and listserv, lawcommunity@sandiego.edu.   

a. If applicable, request that the former employee be removed from the directory. 
 

5. Announce the new employee’s arrival with an e-mail to lawcommunity@sandiego.edu describing the new 
administrator’s background, experience, responsibilities and contact information.  

 
6. Send the name and email address to Asst Dean of Finance & Administration so that it can be included in 

the listserv, lawschooladministrator@lists.sandiego.edu  
a. If applicable, request that the former employee be removed from the listserv 


