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4  Gaining Perspective — A Commitment to Diversity

Throughout this
booklet, EEO office
is used as a general
term. In Chicago, the
office is called  the
Office for Access
and Equity. In
Springfield, it is the
Office of Access and
Equal Opportunity,
and in Urbana, it is
the Office of Equal
Opportunity and
Access. The
University-level
office is the Office of
Human Relations
and Equal
Opportunity.

UNIVERSITY NON-DISCRIMINATION STATEMENT
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6  Setting the Stage — Pre-Selection Processes
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An explanation of
PAPE forms and
exemption criteria
begins on page 12.
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Choosing the Right Employee Group

Your position is FACULTY.
Refer to Academic Affairs

processes.

Yes

Does the position currently exist
in your department?

Does the position involve teaching or
research in a non-faculty context?

Does the position require skills in one of the areas
listed below?

Secretarial/Clerical
Managerial

Technical/paraprofessional (i.e., information systems)
Professional (i.e., accounting)
Skilled craft (i.e., carpentry)

Does the position require any of the activities listed
below?

- Be fiscally responsible for administrative
management of a campus agency or unit division.
- Perform independent administrative functions and
report to the CEO, President, Vice President,
Chancellor, Vice Chancellor, or Provost.
- Be fiscally responsible for an academic unit (e.g.,
Dean, Department Head, Associate and Assistant
Deans and Department Heads).
- Exercise discretion and judgment to complete high-
level administrative duties with little supervision (e.g.,
Director, Associate, or Assistant Director).
- Demonstrate advanced specialized knowledge or skill
(e.g., engineer, attorney, physician).

Your position is CIVIL
SERVICE. Refer to Civil
Service classifications to
draft position description.

Your position is ACADEMIC
PROFESSIONAL. Refer to

Principal Academic Professional
Exemption criteria to draft

position description.

Continue with position analysis/
review of position description.

Will the position primarily
require research &/or

teaching skills?

Is the position eligible for tenure
or tenure-track?
(e.g., Professor

Associate Professor
Assistant Professor)

Yes

123456
123456
123456
123456
123456
123456
123456

No

1234567
1234567
1234567
1234567
1234567
1234567

No

Yes

1234567
1234567
1234567
1234567
1234567
1234567

No Yes

Use existing employee
type and position

description.

1234567
1234567
1234567
1234567
1234567
1234567
1234567

No

1234567
1234567
1234567
1234567
1234567
1234567

No

Yes

Yes

1234567
1234567
1234567
1234567
1234567
1234567
1234567

No

1234567
1234567
1234567
1234567
1234567
1234567

No

Yes Will any duties or required
skills change?

Your position is OTHER
ACADEMIC. Refer to

Academic Affairs processes.
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DETERMINING THE EMPLOYEE CLASS
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WRITING A CIVIL SERVICE POSITION DESCRIPTION
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See Narrowing the
Field to learn the
procedure units
follow as they receive
lists of referred
candidates and begin
the interviewing
process.
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For more information
on the ER Card and
Requisition Form,
visit DART at
https://
hrnet.uihr.uillinois.edu/
dart-cf/
index.cfm?Item_id=1705.



See Managing
Candidates — Civil
Service on page 25
for more information
on the probationary
period.
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ACADEMIC PROFESSIONAL PRE-EMPLOYMENT PROCESS

WRITING A POSITION DESCRIPTION
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Use bullet points in
position descriptions
for readability.

To help ensure you
will not have too many
or too few applicants,
consider the minimum
qualifications carefully
before recruiting.
Make sure they are
not too general or too
restrictive.
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See the Recruiting for
Results section for
advice on using titles
in the position
advertisement.
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USING DART TO INITIATE A PRINCIPAL ADMINISTRATIVE POSITION
EXEMPTION (PAPE) FORM
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Visit http://
www.uihr.uillinois.edu/
panda-cf/policies/
index.cfm?Item_id=388
for the full text of the
statute.



SAMPLE POSITION DESCRIPTION
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Application Specialist

Primary Purpose of Position: Participate in the development and support of
functional information systems and associated business processes.
Responsibilities include server and application support, user support, web
development, maintenance of department self-service web systems, and
documentation of user requirements. Position is responsible for developing
knowledge and expertise in application features, functionality, and data structures
in support of functional systems development activities.

Reporting Relationship: Position reports to the Associate Director, System
Development

Duties:

1. Participate in creation and maintenance of World Wide Web page content and
functionality focusing on departmental initiatives.  Provide scripting support for
World Wide Web applications. (35%)

2. Participate in assessment of needs, develop design specifications for program
development, and produce program documentation. (20%)

3. Participate in maintenance of middleware and backend solutions in support of
departmental initiatives. (15%)

4. Participate in maintenance and support of Windows NT/2000-based servers
and networks. (10%)

5. Recommend network, hardware, and software solutions for functional initiatives.
(5%)

6. Provide support for functional database management systems. (5%)

7. Consult and provide user support to clients on client-server applications and
tool sets. (5%)

8. Pursue professional development activities to expand knowledge and maintain
currency. (5%)

Qualifications:  Bachelor’s degree in computer science, information systems,
business, or related field with at least three years of business systems experience.
Experience in client server and Internet-based technology.  Knowledge of
programming methods, HTML, and Windows NT/2000 is required.

Setting the Stage — Pre-Selection Processes  13

Departments must
submit a PAPE form
when requesting a
new AP position or
when updating an
existing AP position
that has a change in
title or significant
revisions to the
duties, qualifications,
or organizational
relationship.
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Information on
P-Class codes can
be found in DART at
https://hrnet.uihr.
uillinois.edu/dart-cf/
index.cfm?Item_id=1920.

A complete list of
standard titles, PAPE
numbers, and job
descriptions is
available in DART’s
PAPE section. Access
http://hrnet.uihr.
uillinois.edu/dart/
and select PAPE from
the main menu.
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SAMPLE COMPLETED PAPE
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To learn more about
visas or immigration
statutes, contact your
campus International
Services office, or
visit the U.S. State
Department’s Visa
Services at http://
www.travel.state.gov/
visa_services.html.

PROCESSING INTERNATIONAL CANDIDATES
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A P P L Y I N G  D I V E R S I T Y  C O N C E P T S  —
E q u a l  E m p l o y m e n t  O p p o r t u n i t y

AFFIRMATIVE ACTION GOALS
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THE SEARCH PLAN
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EEO CONCEPTS AND THE ACADEMIC PROFESSIONAL PROCESS

EEO CONCEPTS AND THE CIVIL SERVICE PROCESS

For more information
on search committee
composition, see
your campus EEO
office’s web site.
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Each campus web
site provides a list of
publications and web
sites to assist in a
diverse recruiting
effort.
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See the sample
acknowledgment
letter on page 26.
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Each EEO office has
specific requirements
for conducting
searches.

POINTS TO CONSIDER WHEN CONDUCTING A SEARCH
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CIVIL SERVICE
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ACADEMIC PROFESSIONAL
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Ads written for the
Internet have slightly
different goals. See
the section on E-
Recruiting for more
information.

See details about
Civil Service pre-
selection processes
in the Setting the
Stage section.

ADVERTISING CONSIDERATIONS
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For a list of recruitment
web sites, see Online
Recruiting Resources
in DART’s Recruiting
Tips & Guidelines
section.
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View Civil Service
applications online
through DART at http://
hrnet.uihr.uillinois.edu/
dart.

See Specifics for
Interviewing Civil
Service Candidates
in the Conducting the
Interview section,
page 31.



Sample Acknowledgment Letter

Date

Name
Street Address
City, State, Zip

Dear (Name):

Thank you for expressing interest in the position of
Application Specialist in the University Office of Systems.

We are in the process of reviewing each application for
consideration.  When a decision has been reached, you will
be contacted as to the results.

We would appreciate it if you would fill out the enclosed EEO
form and return it to the Affirmative Action Office at the
University.  The completion of this form is voluntary and is not
considered part of the selection process.

Sincerely,

Jane Supervisor
Associate Director
University Office of Systems

Enclosure

9	�������������	
��	
���
���
������������
����)	����
���	���	
����'
����	�	�������������	�

���
��	�����
�����������

����)	����
��������������������������������	
��	
�������������
������
�������	���������

�
�����������
������������	��������	������������������	��
�����
��)	����
���	����������%���$�
*��	��	�	�����
�����
$���������������������
	�����	�
���>
���?���
�����������.�
�>����������

�������
����������
���	���
��	�	
���
����

�
�����
�	���,�
��'�������
�
��	
�������'����������	����	���
����	
�������'
����	���	
�
���
����
)����������	�����
��������������

��������
��������	
����"���
��������	
���
���������
�����
����������"��������
����������
��8��'
����	�	�����
���	
�	��
����"��"�
�
��	���
����	�������
�
�����������	���
� 

4 2����	�	�

�������������

4 �������"�������������
��������	���

4 ;��
�	�

���������
��������������
�	����
��	
�
�����
�

��������#�"��
�����
���	����
���
����
��	��	�����������	��	��"�������������	�
�����������
�
�'����������
��	
��	
��
)����'
����	�	�����
���	
���������	�������
����������	�����������
���
��������	����	����"���	����
��
��	�������
����	�

�	������������	�
����	�������
����	��
������
�������	������
�"��	�
������	�
����������������	��
"����	
�
���
�����������
����	�

Contact your campus
EEO office for details
on how to gather
demographic
information.

MANAGING APPLICANTS — ACADEMIC PROFESSIONAL
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For guidance on
formulating questions
that are free from
discrimination, refer
to page 30.

INTERVIEWING
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The Four Basic Types of Interview Questions
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Additional informa-
tion on related state
and federal laws is
available at http://
www.uihr.uillinois.
edu/panda-cf/eeo/.
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INTERVIEWING AND SELECTION INQUIRY GUIDELINES

May Ask May Not Ask
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CLOSING THE INTERVIEW
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Contact the campus
Benefits office for
copies of the brochure
University of Illinois
Employee Benefits
(“Benefits Highlights
Brochure”). This
pamphlet is
appropriate to hand
out to candidates and
provides an overview
of University benefits.
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CHECKING REFERENCES
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REFERENCE AND BACKGROUND CHECKS

RECOMMENDED PHONE REFERENCE CHECK QUESTIONSPHONE REFERENCE REPORT

Candidate Name (Print)
UIN (UI Employee) or SSN (Non-UI
employee)

Company Phone #Company Name Company Contact Person/Position Title

DepartmentClassification of Vacancy CS#

Position TitleReference Checked by (Signature) Date of Reference

Employed From _____ To _____ Earnings were ______ per ______

Position Held: _________________________________________________________

Description of Duties:  ___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________

Reason for Termination: ___________________________________________________

List Any Discrepancies
with Application: ___________________________________________________

___________________________________________________
___________________________________________________
___________________________________________________

Would the Company
Rehire? (Yes or No): ________________________

If Not, Why? ___________________________________________________
___________________________________________________
___________________________________________________

Additional Comments/
Other Inquiries: __________________________________________________

__________________________________________________
__________________________________________________
__________________________________________________

The same questions must be asked of each candidate.  Document each
employer’s responses.

Recommended Questions:

1. Describe the candidate’s responsibilities with your company.

2. Was the candidate productive?

3. What are the candidate’s strengths? Weaknesses?

4. How did the candidate get along with co-workers?

5. How did the candidate get along with supervisors?

6. Was the candidate reliable?

7. Did the candidate meet deadlines?

8. Why did the candidate leave your company?

9. Is there anything else you’d like to tell me about the candidate?

10. Would you rehire the candidate?



SPECIFICS FOR CHECKING REFERENCES FOR CIVIL SERVICE
CANDIDATES
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BACKGROUND INVESTIGATIONS
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CIVIL SERVICE STARTING COMPENSATION
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ACADEMIC PROFESSIONAL STARTING COMPENSATION
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SALARY GUIDELINES

Typically,
professional and
trade organizations
publish salary
surveys.

To check market
rates for a position,
see the Department
of Labor web site at
http://www.dol.gov
and the Bureau of
Labor Statistics web
site at http://
www.bls.gov.
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For information about
relocation assistance,
see University
guidelines at http://
www.obfs.uillinois.edu/
manual/central_p/
sec15-5.html.

Sample Offer Letter for Academic Professional Positions

Date

Name
Street Address
City, State,  Zip

Dear (Name):

As a follow-up to our conversation of (date), I write to extend an offer of
employment to you for the (job title) position. The annual salary for the
position is (salary amount).  Additionally, as a full-time academic
employee, you are eligible for the University benefits program.  I have
enclosed a packet of benefits materials, and you may contact the
Benefits Center at 1-866-669-4772 for additional information.

We agreed to a starting date for the position of (date).  I have enclosed
information about relocation allowances.  You have an allotment of (dollar
amount) to be used toward moving expenses.

I have also enclosed the Logon ID, password, and URL that will allow you
access to instructions for completing your New Hire paperwork.

I look forward to your joining the staff of the Department of Chemistry.  If
you have any questions, please do not hesitate to contact me.

Sincerely,

Enclosures

I hereby accept the terms and conditions of this offer.

__________________________________________

Sample Letter of Regret for Academic Professional and
Civil Service Positions

Date

Name
Street Address
City, State, Zip

Dear (Name):

Thank you for the time you spent interviewing with us for the position of
(job title).  I enjoyed meeting with you and discussing your experiences.

The selection of a final candidate for the position was difficult due to the
caliber of individuals interviewed.  However, we have extended an offer to
another candidate who has accepted.

Again, thank you for your interest in the position and best of luck in your
future endeavors.

Sincerely,

SAMPLE LETTERS
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For detailed
instructions on using
the Create New Hire/
Employee Group
Change Logon
application, see
Appendix E.

Checklists for
departmental
recruiting and hiring
information can be
found in Appendix D.



38  Acclimating the New Hire — Post-Hire Process

The I-9 form is
available online at
http://www.uic.edu/
depts/hr/quicklinks/
hrforms/I9.pdf.

UIS follows a different
process. Contact
campus Human
Resources if you are
hiring on the UIS
campus.

�������1���:
����	�	��
�����������1���:
����	�	�������������	��	�1�;�������
�����������������
����
���������	��
��������+
�&0���0�&���3������
)�H�
����
�	�����
�����������	��
�������	�
���	���	��������
������

�������������	��������	�������+
�����
��1�������	�
������"���	�����
�"�����������
���������	�����	��������������������
���������������
�����	��������	�

ACADEMIC PROFESSIONAL POST-HIRE PROCESS

�	���
���������������������
�'����������

��������
�����8����

��	��
������������	�����������

����	���#�"��	��������	�����

�����������������	�
�-$'79�8�H.��	���
�������
���
���	
���	����
�	��������	��	�����8��
�		����	��������	����	
�������;������-8��;.��&�(�������8��;��
������

�����	�����
�������	�����������������	
����	�
�	�����3���	�;�
�����
����������

�	���9	��
�������
�"��3���	�;�
�����
������������	�����	�
��������	���������	�1�;���7�������
�	��������	��	�����8��;����
���1�;������		���������	��
����
��
��
���������	����

���3����F�
�G"0;;�

CIVIL SERVICE POST-HIRE PROCESS

�	���
���������������������
�'����������

�����$���������������������
������������	�����������

����	���#�"��	��������	�����

�����������������	�
�-$'79�8�H.��	���
�������
���
���	
���	����
�	��������	��	�����8��
�		����	��������	����	
�������;������-8��;.��&�(�������8��;��
������

�����	�����
�������	�����������������	
����	�
�	�����3���	�;�
�����
����������

�	��

NEW EMPLOYEE ORIENTATION

&�����������
������	����
�����	������	�����������	�����	�
�

��	
 
H =����
	��#���������)�
��	�	
�������
���-���"������	
�
�
���	���������
�����)������������	�.�
H )�	
�����1 ��# �=����
	�� ��������	�����
���-���"������	
�
�����
��������������	�����

*�	����
��	
���	���9���	�����	�9����������

��	�
���	���������
�����)������������	�.�
H )�	
�����%�	
�����	�)����
�������
���-���"������	
�
�
���	���������
��
�(���	��
���

��������	�.�

3���	�;�
�����
���
�
�������
���&���0��������*�	����
�$���)��
����������(����	
��������	��
�����������������	������	�����*�	����
��	
���	���9���	�����	�
�

��	
������$���)��
����
�
�����	�
�����
��������"�	����
��	������	������������
��	
�
��
��	�
��8���
�����	���������������
&���0��������*�	����
�$���)��
��������		���������	��
����
��
��
���������	����

���3����F#	���
�G"C,B��	
�������������������������

����
��������������������������
�,���������	�����������������������	����������	
�	����*�	����

�	
���	���9���	�����	�
�

��	��	
��	�����	����������&0���0�&���3��������
��	
���
������	��
��������
�������������	���

�����	��������	������)���	�����
�"�	����
�
���
��	
��	
����������
�	������	������	����
�����������	��
�"�	����
���������
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For detailed
instructions on using
DART’s Search New
Hire Status
application, see
Appendix E.

Please see Appendix
F for a description of
the correspondence
employees will
receive about the
Benefits Insurance
Orientation session.
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Contact your campus
Human Resources
office for information
on additional
employee training
and professional
development
opportunities offered
on your campus.
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Contact your
campus Human
Resources office for
specific campus
guidelines
regarding Extra
Help and Academic
Hourly employment.
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SHORT-TERM EMPLOYEES
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Sample Orientation Invitation Letter

Welcome to the University of Illinois! Your State of Illinois and
University group benefits are an important part of your overall
compensation package. These programs are designed to enhance
the recruitment, retention, and productivity of quality faculty and
staff by promoting financial security and facilitating personal
growth. The various enrollment options are intended to provide
flexibility—in both plan selection and level of coverage—to allow
you to maximize the value of your total compensation package.

By now, you should have received some, or all, of the benefits
information materials listed below from your department, via either
U.S. Mail or email:
• Benefits Highlights Brochure.
• Benefits Plans Summary Chart.
• Leave Provisions Summary Chart.
• New Employee Benefits Enrollment Checklist (how to enroll,

deadlines for enrollment, and contacts for questions).
• NESSIE New Hire Logon ID and password for access to

benefits enrollment in NESSIE New Hire.

If you have not received these materials, you may review them at
https://nessie.uihr.uillinois.edu/cf/benefits/
index.cfm?Item_id=3&rlink=1. If you do not have Web access,
please ask your department to provide copies of these materials.

Benefits Insurance Orientation Registration
We would like to take this opportunity to invite you to attend a new
employee Benefits Insurance Orientation session to learn about
your benefits choices in detail. All recently hired employees are
strongly encouraged to attend a Benefits Insurance Orientation
session prior to making their benefits selections.

Please be aware that some plans have a limited time frame in
which to enroll, including your health and dental insurance.
Consequently, it is imperative that you attend a Benefits Insurance
Orientation session within the first week of your employment.
The registration form to enroll in a Benefits Insurance Orientation
session can be found in NESSIE New Hire at https://
newhire.uihr.uillinois.edu/cf/NewHire/benefits/orientation/,
or you may call the Human Resources Service Center Benefits
Response Line at 1-866-669-4772 or 265-5620 (C-U area).

NESSIE Online Benefits Enrollment
If you have not received your Logon and password for the
NESSIE New Hire benefits enrollment system, please contact your
hiring department. This system is only accessible to employees of
the University of Illinois, and is used to enroll in State of Illinois and
University benefits programs and to complete new hire forms.

The NESSIE New Hire system located at https://
newhire.uihr.uillinois.edu will be your only means of
enrolling in your benefits as a University of Illinois employee.
Should you need assistance with the on-line enrollment system,
please call 1-866-669-4772 or 265-5620 (C-U area).

Your New Hire Logon ID for NESSIE New Hire will be valid for 60
days, however, you only have 10 days from your first day of
employment to complete your benefits enrollments. After
your first 60 days of employment, you will no longer be able to
logon to NESSIE New Hire. Because of these time constraints, it is
very important to attend a Benefits Insurance Orientation session
within your first week of employment and to complete your online
employment and benefits forms as soon as possible.

If you have any questions, please refer to your New Employee
Benefits Checklist for a listing of contacts.
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CONFIRMATION OF ENROLLMENT EMAIL
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Sample Orientation Invitation Email

Welcome to the University of Illinois!  Your benefits are an important part
of your overall compensation package. We would like to take this
opportunity to enroll you in a new employee Benefits Insurance
Orientation session where your benefits choices will be explained. All
recently hired employees are strongly encouraged to attend a Benefits
Insurance Orientation session prior to making their benefits selections.

By now, you should have received some, or all, of the benefits
information materials listed below from your department, via either U.S.
Mail or email:
• Benefits Highlights Brochure.
• Benefits Plans Summary Chart.
• Leave Provisions Summary Chart.
• New Employee Benefits Enrollment Checklist (how to enroll,

deadlines for enrollment, and contacts for questions).
• NESSIE New Hire Logon ID and password for access to benefits

enrollment in NESSIE New Hire.

If you have not received these materials, you may review them at
https://nessie.uihr.uillinois.edu/cf/benefits/
index.cfm?Item_id=3&rlink=1. If you do not have Web access,
please ask your department to provide copies of these materials.

At the Benefits Insurance Orientation session, available benefits will be
reviewed in greater detail. Please be aware that some plans have a
limited time frame for enrollment, including your health and dental
insurance. It is imperative that you attend a Benefits Insurance
Orientation session within the first week of your employment.

Enroll in this session using NESSIE New Hire at http://
newhire.uihr.uillinois.edu.
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This booklet will be made available in an alternate format upon request. Please contact the University
Office of Human Resources at uihr@uillinois.edu or (217) 333-2590.

Information in this booklet has been summarized from University sources, including but not limited to,
Statutes and Rules of the State Universities Civil Service System, University of Illinois Statutes, University
of Illinois Policy and Rules, and University and campus Human Resources web sites.

The information in this booklet is for general guidance on matters of interest to hiring officials and
departmental employees involved in recruitment and selection efforts.  This booklet summarizes University
recruitment and selection processes as a convenient reference tool and is intended for informational
purposes only.  Information in this booklet is subject to change without notice.  Complete information on
recruitment and selection processes may be obtained from your campus Human Resources office.  If there
are differences between the information contained here and University, campus, or Civil Service
requirements, the official documents from those entities will govern.


