


How to Request candidate names for Park Aide & Senior Park Aide Interviews

This referral process is to be followed by Park Rangers/Park Managers when hiring new Park Aides & Senior Park Aides.  

1. To avoid duplication, please establish one point of contact for the Park (i.e. Park Ranger/Park Manager).

2. Hiring Park Ranger/Park Manager sends Referral Request Form via e-mail to Recruiter Kayci Brand (Kayci.Brand@parks.wa.gov), requesting a Park Aide/Senior Park Aide referral for your Park and/or Region.
  
3. Recruiter will send you candidate applications via email. Please allow up to three business days to receive the referral. Once applications are received, select candidates for interviews.

4. Notify the Recruiter of any candidates who decline to interview.

5. Send names of candidates selected for interviews to Kayci Brand. 

6. Refer to the Supervisor hiring checklist---Follow the process of conducting interviews; select best candidate(s).  

7. Email the candidate’s P009 and P010 forms to HR to have the background check completed (See manual for P009 & P010 instructions).

8. Complete P001 form and submit it for all necessary approvals PRIOR to making a job offer (See manual for P001 instructions). 

9. HR will e-mail approval to the hiring supervisor.

10.  Contact candidate and make job offer.

YOU MUST RECEIVE APPROVAL FROM HR BEFORE EMPLOYEE CAN 
[bookmark: _GoBack]START WORKING. IF EMPLOYEE IS APPROVED TO HIRE BUT DECLINES YOU MUST CONTACT HR TO STOP HIRING ACTIONS. 
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