California Department of Insurance

As-Is Process H1 — Initiate Hiring Process

Monday, March 30, 2009

Paperless Workflow Project

Inputs

Triggers Systems

. Personnel action is requested . Human Resources Hiring Process (HR .
P2) Tracking System — web application .
on Intranet .

Request for Personnel Action HRM P-2 (P2)
Current & Proposed Duty Statements
Current & Proposed Org Charts

Position Justification

Eligibility List

Outputs

Std. Form 625

Opportunity Bulletin (JOB)

Announcement
Contact Letters

Hiring Supervisor

= Current Duty Statement

* Proposed Duty Statement
= Current Org Chart

= Proposed Org Chart

= Justification

e 2. Attach
Personnel Action | supporting '
documents to P2
(P2) form

3. Forward P2
package to HRMD

HRMD Support Staff

h 4
4. Enter P2
package 5. Forward P2 7. Forward P2 Step
The P-2 Log Number information in HR ——p| package to package to HR 8
(referenced on the P2 form) P2 Tracking Budgets Analyst
is automatically assigned System
— A
Includes date received; HR Analyst
name; current position number;
current and proposed Hiring
Supervisors and program names;
notification to Hiring Supervisor
Budgets
h 4

6. Process P2
package and
return to HRMD
Support Staff
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HR Analyst
8. Send
acknowledgement 9. Review P2 10. 1s package 11. Review allogjt'icl)::wn::\r/iew
of P2 requestto ~———p»{  package for 'SP 9 Yes» position action ——P| -
L . . complete? results in HR P2
Hiring Supervisor completion requested .
3 . Tracking System
via email
A
No
\ 4
13. Request
additional
information from
Hiring Supervisor
Hiring Supervisor h 4
14. Submit
additional
information to HR
Analyst
HR Analyst
No
v
N 18. Conta}ct Hiring 19. Prepare DPA
. Is position Supervisor for
action
approved?

No

v

16. Contact Hiring

Supervisor for
additional
information
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Yes—pr| additional

justification for
position action

approval request | N 20. Forward P2
and attach to P2 package to DPA
package

The 625 package (Std. Form
625) is prepared in the case
of an exceptional allocation
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Department of Personnel
Administration

21. Complete q
. | 22. Notify HR
‘ ’ review of P2 Analyst of decision
package

HR Analyst

h 4

23. Notify Hiring 4. |s position
Supervisor of action No End of Process
decision approved?
Yes
JOB is released within 3 days *
after action is approved, 26. Enter
vacancy is advertised for a advertisement A "
- 25. Release JOB . S 27. Order eligibility 28. Are SROA 29. Consult with
minimum of 10 calendar days Announcement | information n HR — list names on list? ves P Hiring Supervisor
P2 Tracking
System

No
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HR Analyst

31. Sent contact

b letters to
mehlglbelis'? Yes—p employees on End of Process
ploy eligibility list

No
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