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The Archdiocese of Los Angeles recognizes that our employees are fundamental to our success in 

supporting and serving our Catholic Community. As such, the goal of the Archdiocese is to attract, hire, 

and retain qualified candidates that support our Mission and live our Core Values. The recruitment 

process outlined below promotes a positive and consistent recruitment process for both the hiring 

department and interested candidates, by ensuring open positions have been approved, properly 

classified and budgeted, and provided a Job Description prior to being advertised. The process will help 

establish a qualified candidate pool and ensure candidates are interviewed and selected using equitable 

and fair hiring practices.  
 
 

 

•Applicant Pre-Screen

•Skills Testing

•Face to Face Interview

•Selection

•Job Offer

•Reference/Background 
Checks/Examinations

•Pre-Orientation

•New Hire Orientation

•Post Job

•Internal Candidates

•Application Review 

•Notify Human Resources

•Job Description

•Compensation Review

•Job Requisition & Approval

Identify 
Need

Recruitment 
Plan
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Identify Need 
The Department Manager at the Archdiocesan Catholic Center or Cemetery Manager in Catholic 

Cemeteries (“Hiring Manager”) identifies a need at their location when a position is: created, added, or 

requires a replacement due to a voluntary or involuntary termination. To initiate a job requisition, the 

following steps take place: 

 

1. Notify Human Resources (Hiring Manager) 

a. Hiring Manager notifies the Human Resources Employment Manager (“HREM”) of an 

opening 

 

2. Review or Create the Job Description (HREM & Hiring Manager) 

a. For existing and new positions, HREM will check Share Point to see if a Job Description 

exists. If a position has not been active for 1 (one) year from the date of request it is 

considered a new position. 

i. If a Job Description is on file: 

1. HREM will forward the Job Description to the Hiring Manager for review 

2. Hiring Manager will review the Job Description 

3. Hiring Manager will forward reviewed Job Description to HREM 

4. HREM will review and approve any changes to revised Job Description 

a. Job Descriptions for new positions require approval from Director 

of Human Resources  

5. HREM will forward reviewed/approved Job Description to HR Secretary 

6. HR Secretary will save changes and upload approved Job Description to 

Share Point 

7. HREM will print copy of approved Job Description and keep with 

Requisition Form 

ii. If a Job Description is not on file: 

1. HREM will forward a similar Job Description to the Hiring Manager to 

use as a reference 

2. Hiring Manager will create a Job Description by identifying the essential 

functions and requirements of the job (Hiring Manager is encouraged to 

partner with the HREM for assistance) 

3. Hiring Manager will forward reviewed Job Description to HREM 

4. HREM will review and approve any changes to revised Job Description 

a. Job Descriptions for new positions require approval from Director 

of Human Resources 

5. HREM will forward reviewed/approved Job Description to HR Secretary 

6. HR Secretary will save changes and upload approved Job Description to 

Share Point 

7. HREM will print copy of approved Job Description and keep with 

Requisition Form 

 

3. Compensation Review (HREM) 

a. For an existing position, the HREM will obtain compensation range using predetermined 

salary scales 

b. For a new position, the HREM will obtain compensation range by conducting a salary 

study of the position 
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4. Draft Job Requisition (HREM) 

a. HREM completes and signs a Requisition to Employ Personnel Form (“REPF”) and 

attaches the approved Job Description to the REPF.   The HREM’s signature on the REPF 

indicates the first 3 steps have been completed 

b. The HREM forwards the REPF and approved Job Description to the Hiring Manager for 

their signature  

 
*This form may not be modified without written permission from the Director of HR* 

 
 

5. Executive Approval (HREM) 

a. Cemeteries: 

i. For existing and new positions: 

1. HREM obtains approval signature from the Chief Financial Officer 

(“CFO”) 

a.  If the REPF is not signed by the HREM and/or Director of Human 

Resources (if applicable) the Chief Financial Officer is to return 

the REPF and Job Description to the HREM to ensure the proper 

steps have been completed  

2. CFO forwards signed REPF to HREM 

3. HREM obtain approval signature from the Director of Administration 
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a. If the REPF is not signed by the HREM and/or Director of Human 

Resources (if applicable) the Director of Administration is to 

return the REPF and Job Description to the HREM to ensure the 

proper steps have been completed   

4. Director of Administration forwards signed REPF to HREM 

5. HREM keeps approved REPF and copy of approved Job Description in 

Open Job Folder 

b. Archdiocese Catholic Center (“ACC”): 

i. For existing and new positions: 

1. Hiring Manager obtains approval signature from their Senior Advisory 

Group Representative 

2. Hiring Manager obtains approval signature from Moderator of the Curia 

a. If the REPF is not signed by the HREM and/or Director of Human 

Resources (if applicable) the Moderator of the Curia is to return 

the REPF and Job Description to the Hiring Manager to ensure the 

proper steps have been completed   

3. Hiring Manager forwards signed REPF to HREM 

4. HREM keeps approved REPF and copy of approved Job Description in 

Open Job Folder 

 

 
Recruitment Plan 
Once the REPF is drafted, approved, received, and verified by the HR Employment Manager, he/she 

will work with the Hiring Manager to create and implement a recruiting plan that meets both, process 

requirements and the needs of the Hiring Manager. 

 

6. Posting the Job (HREM & Hiring Manager) 

The Hiring Manager and the HREM work together to advertise the position. An open position 

must be posted internally and remain posted for a minimum of 5 calendar days. Before a final 

candidate is selected, at least 1 (one) round of external and/or internal interviews must take place. 

a. Cemeteries and ACC 

i. HREM will coordinate with HR Secretary to post the job to the Archdiocesan 

Website 

ii. HREM or HR Secretary will post job through cost effective channels (Ex. Zip 

Recruiter, Work Source/Community Centers, Educational Institutions, Free Job 

Boards, etc.) 

b. Cemeteries 

i. Hiring Manager will partner with local parishes to post the job 

ii. Hiring Manager will post jobs in a visible area at their location  

c. ACC 

i. HREM or HR Secretary will post open positions in a visible area at the ACC 

d. The Hiring Manager may wish to post the job through additional resources. (Ex. Indeed, 

Monster, Career Builder, Catholic Jobs, etc.) The Hiring Manager’s Department will be 

billed for any cost. Process includes: 

i. Hiring Manager sends an email to the HREM making the request, if not already 

specified on REPF 

ii. HREM will conduct research and provide Hiring Manager with cost analysis 
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iii. Hiring Manager will send HREM an email approving the cost  

iv. HREM will post job(s) per Hiring Manager request and coordinate with HR 

Secretary to bill Hiring Manager’s department 

 

7. Internal Candidates (HREM) 

Internal Candidates interested in applying for an open position must have completed 6 months in 

their current position and be in good standing.   

a. Cemeteries 

i. Candidate must fill out an Internal Transfer Application (“ITA”) and submit to 

his/her Cemetery Manager 

ii. Cemetery Manager signs approval and emails ITA to HREM 

iii. HREM sends ITA to Director of Administration, Cc Executive Assistant to the 

Director of Administration, for approval signature 

iv. Director or Administration/Executive Secretary forward signed ITA to HREM 

v. HREM forwards approved ITA to Hiring Manager for consideration 

b. ACC 

i. Candidate must fill out an Internal Transfer Application (“ITA”) and submit to 

his/her Department Manager 

ii. Department Manager signs approval and emails ITA to Senior Advisory Group 

(“SAG”) representative for signed approval 

iii. Once signed by SAG representative, Department Manager forwards signed ITA 

to HREM 

iv. HREM forwards approved ITA to Hiring Manager for consideration 

c. Internal candidates are not guaranteed an interview or placement. HREM will contact 

him/her personally to notify him/her of any decision made 

 

8. Resume/Application Receipt & Review (HREM & Hiring Manager) 

Resumes and applications received via: 

a. Archdiocesan website and external job boards 

i. HREM or HR Secretary will pre-screen for minimum qualifications and ensure a 

cover letter, resume and application have been submitted by the candidate 

ii. HREM or HR Secretary will forward resumes/applications of qualified candidates 

to Hiring Manager via email for review   

iii. The HREM or HR Secretary will retain all applications/resumes electronically 

b. Parish Outreach (Cemeteries Only) 

i. Hiring Manager places all applications received via Parish Outreach in a manila 

folder titled: Open Position, Open Date (Example: Grounds Worker, August 

2014)  

ii. Hiring Manager retains manila folder until the position is filled 

iii. Once the position is filled, the Hiring Manager forwards the contents of the manila 

folder to the HREM 

c. Walk-ins/Employee Referrals  

i. ACC – Applications are to be forwarded to Human Resources 

ii. Cemeteries 

1. Hiring Manager places all applications received via walk-ins/employee 

referral in a manila folder titled: Open Position, Open Date (Example: 

Grounds Worker, August 2014) 
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2. Hiring Manager retains manila folder until the position is filled  

3. Once the position is filled, the Hiring Manager forwards the contents of 

the manila folder to the HREM 

d. All applications are kept for a period of 2 (two) years 

 

 

Skills Testing, Interviewing and Selection 
Once the job has been posted and the resumes/applications collected and screened to ensure the 

candidates meet the minimum requirements, the Human Resources Employment Manager, if applicable, 

will conduct a more in-depth screening process to include a: phone screen, face-to-face interview (if 

applicable), and skills testing (if applicable). Those who best meet the requirements of the job will be 

scheduled for an in person interview with the Hiring Manager, who will then assess all candidates and 

select the final candidate.  

 

1. Phone Screen (HREM) 

a. If applicable, HREM will conduct a phone screen of candidates using the Phone Screen 

Form 

 
               *This form may not be modified without written permission from the Director of HR* 

 
 

2. Skills Testing (HREM) 

a. If applicable, HREM or HR Secretary will coordinate testing with candidate(s) 

b. HREM or HR Secretary receives testing results 

c. HREM forwards test results and recommendations to Hiring Manager for review 

i. Candidates must have a passing score of 80% on tests to move on to an interview 
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ii. If Hiring Manager would like to consider a candidate with a score below 80%, 

that exceptions must be approved by the Director of Administration/Department 

Manager and the Director of Human Resources 

 

3. Face-to-Face Interview with Hiring Manager (HREM & Hiring Manager) 

a. Cemeteries 

i. Hiring Manager will coordinate a face-to face interview with candidates 

ii. Hiring Manager informs HREM when the interview is to take place 

iii. Hiring Manager is encouraged to seek guidance from HREM in conducting 

interviews 

iv. Certain positions, such as Cemetery Preplanning Counselor, require a face-to-face 

interview with the HREM and applicable parties, either prior to interviewing with 

the Hiring Manager or in conjunction with the Hiring Manager 

b. ACC – Hiring Manager and HREM interview candidates 

i. Hiring Manager informs HREM which candidates he/she would like to interview 

ii. HREM or HR Secretary will coordinate face-to-face interviews  

iii. HREM or HR Secretary will send email to candidates and Hiring Manager 

confirming face-to-face interview.  

 

 
 

iv. HREM sends the Hiring Manager an Outlook Calendar Meeting to remind all 

parties of the interview 
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v. HREM will schedule a meeting with the Hiring Manager prior to the interview to 

hand and review interview packet, which will include: 

1. Archdiocesan Core Values 

2. Interview Do’s and Don’ts 

3. Interview Score Card 

4. Cover Letter 

5. Resume 

6. Application 

 

4. Selection (Hiring Manager & HREM) 

a. Cemeteries 

i. Hiring Manager will forward the final candidate application/resume, to the HREM 

with the subject line reading: Selected Candidate : First & Last Name of the 

candidate(s), Position applying for, Cemetery Location 
 

 
 

ii. Hiring Manager will send all interviewed candidates, not selected, a letter 

thanking them for interviewing and informing them that they were not selected,  

but that their application will be kept on file for 2 (two) years. (Letters must be 

sent out within 3 calendar days of final candidate being selected) Template letter 

may be obtained from HREM 
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b. ACC 

i. Hiring Manager and the HREM discuss the final candidates 

ii. Hiring Manager selects a final candidate 

iii. HREM contacts candidates not selected and/or coordinates with HR Secretary to 

send out letters thanking candidates for interviewing and informing them that they 

were not selected, but that their application will be kept on file for 2 (two) years. 

(Letters must be sent within 3 calendar days of final candidate being selected. 

Internal candidates must be contacted personally by the HREM)  

 

 

Reference Checks, Verbal Job Offer, Background Check, Physical Exam, Drug 
Testing 
Once a final candidate is selected, 2 reference checks minimum are conducted prior to a verbal offer 

being made by the HR Employment Manager. Once the Verbal offer is made, a background check, 

physical examination, and drug test, if applicable, are completed. 

 

1. Reference Check (HREM) 

a. HREM or HR Secretary conducts a minimum of 2 professional reference checks (One of 

the references must be a direct supervisor), using the Reference Check Form located on 

Share Point. 

i. If the candidate was previously employed by the archdiocese, one of the reference 

checks completed must be from that Archdiocesan employer/supervisor 

ii. If the candidates references are undesirable, the HREM will notify the Hiring 

Manager and a decision will be made to proceed with the #2 candidate or decide 

on next steps to be taken 

 

2. Verbal Job Offer (HREM) 

a. HREM contacts candidate to make a verbal offer 

i. All offers are contingent upon satisfactory completion of Fingerprinting, 

VIRTUS, Background Check, and if applicable, Physical Examination, Drug 

Test, and Breath Alcohol Test 

ii. All compensation negotiations occur between HREM and candidate.   Deviation 

from predetermined salary ranges or changes to job requirements and/or salary 

grade requires approval from Director of Human Resources, and may result in the 

delay of a candidate being brought onboard 

b. Candidate accepts or rejects offer 

i. If the candidate accepts the offer, HREM or HR Secretary draft Offer Letter and 

emails to candidate for their acceptance. (Original Offer letter is signed during 

orientation) 

ii. If the candidate rejects the offer, HREM informs Hiring Manager and discuss next 

steps 

 

3. Fingerprinting (HREM) 

a. HREM or HR Secretary coordinates with candidate and Fingerprinting Department to 

have employee fingerprinted prior to start date 

b. If the candidate begins work without being fingerprinted, the Hiring Manager must ensure 

that the candidate is fingerprinted before 90 days of employment (NO EXCEPTIONS) 
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4. Background Check (HREM) – LEGAL REQUIREMENT: Background Checks may only 

be initiated following a verbal offer from HREM 

a. If background check is applicable, HREM will send Employment Inquiry Release Form 

to the candidate 
 

*This form may not be modified without written permission from the Director of HR*

 
 

b. Candidate completes and returns form back to HREM 

c. HREM processes background check via www.fastraxselect.com 

 

 
 

http://www.fastraxselect.com/
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d. HREM receives background check results 

i. If background check is received without negative results, HREM may proceed 

with coordinating candidate orientation 

ii. If background check is received with negative results: 

1. If negative results directly correlate with functions of the job (Example: 

DUI for a candidate applying for a position that requires driving a motor 

vehicle) the HREM initiates adverse letter and contacts the Hiring 

Manager. The candidate will be given 10 calendar days to dispute the 

results. At which point, the offer will either stand or be rescinded  

2. If negative results do not directly correlate with functions of the job, the 

HREM will discuss the results with the Director of Human Resources for 

approval or denial 

 

5. Physical Examination (HREM & Hiring Manager) – LEGAL REQUIREMENT: Physical 

Examinations may only be initiated following a verbal offer by HREM 

a. Cemeteries 

i. HREM will inform the candidate during the verbal offer conversation 

ii. HREM will instruct Hiring Manager to send the candidate to the clinic with a copy 

of Job Description 

iii. Hiring Manager will provide candidate print out of Job Description and Medical 

Clinic Authorization Form 

iv. HREM receives test results directly from the clinic and notifies Hiring Manager 

of pass or fail 

1. If Pass, HREM may proceed with candidate orientation 

2. If Fail, HREM will contact candidate and inform him/her of fail results 

and rescind the job offer 

b. ACC 

i. If the ACC position requires a physical examination, the HREM will follow steps 

above with the exception of including the Hiring Manager in anything but 

notifying him/her of a fail result 

 

6. Drug & Breath Alcohol Testing (HREM & Hiring Manager) – LEGAL REQUIREMENT: 

Drug Testing may only be initiated following a verbal offer from HREM 

Drug & Breath Alcohol Test must be completed within 24 hours of having received a verbal 

offer. Failure to do so will lead to the offer being rescinded. 

a. Cemeteries 

i. HREM will inform the candidate during the verbal offer conversation 

ii. HREM will instruct Hiring Manager to send the candidate to the clinic 

iii. Hiring Manager will provide candidate a clinic authorization form with 

instructions to take the drug & breath alcohol test within 24 hours 

iv. HREM receives results directly from the clinic and notifies the Hiring manager of 

pass or fail 

1. If Negative, HREM may proceed with candidate orientation 

2. If Positive, HREM will contact the candidate and provide him/her with ten 

(10) calendar days to dispute the results with the clinic. The candidate will 

be responsible for contacting the MRO, or designee, at the facility where 

he/she was tested to review the appeal procedure, timeframe, and expense 
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involved. At the conclusion of ten (10) calendar days, if the testing center 

maintains the accuracy of the results, Human Resources will rescind the 

job offer, informing the Cemetery Manager as well. Candidate will not be 

eligible for hire with the Archdiocese for twelve (12) months following 

the test. Any applicant who re-applies and tests positive a second time will 

be ineligible for further consideration for employment with the 

Archdiocese. 

c. ACC 

i. If the ACC position requires a drug test, the HREM will follow steps above with 

the exception of including the Hiring Manager in anything but notifying him/her 

of a positive test result 

 

*For questions, refer to Cem_Pre-employment Physical ExamGuidelines_FINAL_Rev07272015 

located on Share Point 

 

 

Pre-Orientation and New Hire Orientation 
Once the reference checks, background check (if applicable) physical exam (if applicable), drug test (if 

applicable), and Breath Alcohol Test (if applicable) has been successfully completed, the HREM initiates 

the orientation process. Candidates will be oriented respective to their business unit (Cemeteries & ACC) 

payroll start date. 

 

7. Pre Orientation (HREM) 

a. Start Date Confirmation (HREM & New Hire) 

i. HREM will coordinate start date with Hiring Manager and New Hire 

ii. HREM or HR Secretary sends New Hire Confirmation Email to New Hire, Hiring 

Manager, and any other applicable parties 
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iii. Start Date Confirmation Email includes: 

3. I-9 Acceptable Documents  

4. Fingerprinting Schedule, if needed 

5. Offer Letter with instructions to sign and submit back as soon as possible. 

Originals to be signed during orientation 

6. Job Description with instructions to sign and submit back as soon as 

possible. 

7. New Hire Packet with instruction on what to complete and bring prior to 

orientation 

8. Benefits Summary Sheet 

9. Pension Information PDF 

10. General information on Directions, Parking, Check-in, Dress Code, 

contact information 

11. Some positions, such as Cemetery Preplanning Counselor, require 

additional attachments pertinent to the position 
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iv. HR Secretary reserves conference room and sends Outlook Calendar meeting 

reminder to HREM 
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b. Applied Technology (“AT”) Request Form (HREM, Hiring Manager, & AT) 

i. HREM completes Employee Information section of AT Request Form and sends 

to Hiring Manager to complete remaining sections of the form 

 
            *This form may not be modified without written permission from the Director of HR* 

   
 

ii. Hiring Manager completes, signs, and forwards back to HREM 

iii. HREM forwards to AT 

iv. AT completes request 

 

*For questions, refer to AT Request Form Guidelines_FINAL01152015 located on Share 

Point 
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c. New Employee Checklist (Hiring Manager & HREM) 

i. HREM provides Hiring Manager with New Employee Checklist 
 

   *This form may not be modified without written permission from the Director of HR* 

 
 

 

8. Orientation (New Hire, HREM, Benefits, Payroll, Employee Relations, Operations, Moderator 

of the Curia) 

Orientation may take place at the employee’s work location, nearest location, or at the ACC as 

needed. Employees will be oriented respective to their business unit (Cemeteries & ACC) 

Monday payroll start date. Orientation to be held the first two Mondays of each month to 

accommodate for each business unit. 

 

a. New Hire will report to the orientation location as instructed in Start Date Confirmation 

email 

b. New Hire will have his/her picture taken for an ID Badge 

c. HREM will collect New Hire Paperwork 

d. HR Secretary will make copies of New Hire Paperwork for New Hire 

e. Orientation with department partners takes place 

f. Employee will be issued an ID Badge, access card and parking validation, if applicable 

g. If applicable, HREM will give new employee a tour of the facility 

h. New supervisors must meet with the Director of Human Resources for new supervisory 

training on their first day of work 
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i. HREM will release the employee  

i. Cemeteries 

1. HREM will release the employee with instructions to report to his/her 

cemetery location to begin his/her workday 

2. HREM will contact the Hiring Manager to let him/her know that the 

employee is on his/her way 

ii. ACC 

1. HREM or HR Secretary will escort employee to his/her department where 

he/she will begin his/her workday 

j. HREM will complete REPF and hand deliver New Hire Packet, including REPF, 

Application, Resume, Interview Notes, Exam Results, etc. to HR Secretary for processing 

k. HREM will check in with new employee at the end of the work day to see how his/her 

first day went 

 

 

 

ENDS RECRUITMENT PROCESS, BEGINS ONBOARDING PROCESS 

 

 

 

 


