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PERSONNEL REQUISITIONS/HIRING PROCEDURE

Purpose:

To ensure that all Departmental/Divisional Managers at Boston Medical Center follow the same procedure when posting new job openings at Human Resources.


Guiding Regulations:

The Boston Medical Center (BMC), in accordance with all federal and state regulations, will fill all approved vacancies with candidates best qualified to perform the duties of the available position regardless of the individual’s race, sexual orientation, color, national origin, creed, age, gender, disability, veteran status, or any other non-job related characteristics.  BMC’s full policy and procedure for Employment (Policy #7.15) can be found at:  

http://internal.bmc.org/policy/pdf/HospitalWide/07_15_000_Employment_092009.pdf

Procedure:

The Divisional/Departmental Manager or Administrator must submit the request to fill a vacant and/or newly created position to Human Resources electronically through the Taleo system. The respective directors, vice presidents, and grants needs to be included within the approval path for review. An email from Taleo system will be sent to GA for review.  The GA will review all general grants and donor restricted account. The GA makes sure that the activity and Account Unit are correct. There are sufficient grant funds in the budget to cover the salary range for the year before approve it.  If there are insufficient grant fund or any information needs to be changed in the requisition, the GA will reject the requisition and also state the reason for rejection. Once the requisition is approved by all reviewers in Taleo, Human Resources will post the position and conduct interviews.


Taleo Website: http://internal.bmc.org/hr/AboutHR/StaffingTaleo.htm
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