
               In conjunction with 
the implementation of the 
New Employee Orientation 
(NEO) program, the Recruit-
ment section has new check-
lists and information available 
that will assist hiring manag-
ers prior to making a new 
hire.  On the Hiring Manag-
ers' Home Page under the 
Checklists column, there are 
guidelines and two new 
checklists for hiring manag-
ers.  The following are the 
new processes that will be 
implemented with the NEO 
program. 
                 1.  Once the hiring 
manager drafts the manager's 
job request, the selection cri-
teria for the recruitment 
should be entered in the hir-
ing manager's block at the 
bottom of the job request.  
Recruitment staff are avail-
able for guidance, if needed. 
                 2.  In addition, the 
hiring manager should com-
plete the "Prior to Posting 
Checklist" and email it to the 
recruitment staff person who 
supports your department.  
The recruitment staff person 
will review the checklist for 
completeness and post your 
recruitment.  This checklist 

includes all of the informa-
tion that we would ask of hir-
ing managers prior to post-
ing.  By using this method, 
we believe we will be able to 
offer  faster service to depart-
ment hiring managers. 
                 3.  Once the re-
cruitment closes and the in-
terviews and reference checks 
are completed, and selection 
has been made, the hiring 
manager emails the "Hire Ap-
proval Checklist" to their re-
cruitment contact.  Every ef-
fort will be made to approve 
the appointment within two 
business days.  Again, this 
checklist includes all the in-
formation necessary to ap-
prove the hire. 
                 4.  When ap-
proved, the recruitment staff 
person will send an email no-
tifying the hiring manager.  If  
the successful candidate is 
new  to state employment, a 
form will be filled out by our 
staff and sent to the hiring 
manager for the new em-
ployee.  This form will in-
clude the information that the 
new employee will need to 
complete their orientation on 
their first day of employment. 
              It is our goal to offer 
these new processes and 
checklists to make your job 
easier and to guide you 
through the processes 
smoothly without delays.   
 

The Division of Per-
sonnel has begun converting 
HR PDF formatted forms to 
interactive forms.  Each form 
is in the process of being 
converted to a writable for-
mat.  To date, the following 
forms have been converted:  
Workplace Alaska Hiring 
Manager Access Form and 
the Employment Eligibility 
Checklist.  Converted forms 
will be announced in upcom-
ing versions of HR Update.   

The Training and 
Development (T&D) staff 
would like to take this oppor-
tunity to remind supervisors 
and managers of the training 
being offered over the next 
three months and to familiar-
ize you with the training op-
tions available to State em-
ployees.   

The T&D staff pro-
vides professional supervi-
sory, management, leader-
ship, EEO compliance, and 
interpersonal skills training 
development and delivery. 
Courses are offered on an 
open-enrollment (scheduled), 
special session (request), and 
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                                    Thank you for the feedback 
on the HR Update.  If you have any 
suggestions about how to improve the 
HR Update or topics you think should 
be addressed, please contact  
(Mila_Cosgrove@admin.state.ak.us) or 
(Amanda_Holland@admin.state.ak.us). 

                                 DOP Contact List: Go online 
to the DOP website to get the latest 
DOP contact list. Access the list through 
“HR Contacts” under Quick Links on the 
DOP home page.  
 
                   Employee Call Center: 
Please remember to direct employees 
to the Employee Call Center when they 
have general questions about their 
employment.  The Call Center phone 
number is (907) 465-3009 or email 
employeecallcenter@admin.state.ak.
us . 
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customized basis. T&D staff is also 
available for training and performance 
development consultation. 

Listed below is an overview 
of the current classes offered by 
Training & Development.  Class de-
scriptions and additional class sched-
ule information is located on-line.  
             A Respectful Workplace - 
ARWP   This half-day course is de-
signed to provide employees with 
knowledge of their rights and respon-
sibilities under key state and federal 
EEO laws. Employees also learn to 
recognize inappropriate behavior in-
cluding sexual harassment and are 
made aware of their choices in dealing 
with disrespectful behavior.  Classes 
are being offered in Fairbanks on De-
cember 1st and on January 11th. 
Classes are offered in Anchorage on 
December 7th and January 11th.  
Classes are being offered in Juneau on 
December 14th and on January 21st. 
             Academy For New Super-
visors – AFNS This five-day course 
is designed for newly-appointed su-
pervisors and more experienced su-
pervisors when their knowledge and 
skill development needs can be met 
by AFNS course learning objectives. 
Supervisors will learn the basic knowl-
edge and skills necessary for the law-
ful, ethical, and effective supervision 
of State of Alaska employees. Do not 
enroll unless you can attend the 
entire five-day course.  Classes are 
offered in Anchorage on December 
6th.  Classes are being offered in Jun-
eau on November 29th and on January 
10th. Classes are offered in Fairbanks 
on January 24th. 
             Change Management for 
Supervisors - CMGT  Prerequisite: 
Performance Coaching - PECO. 
This one-day course is designed to 

teach supervisors basic concepts, knowl-
edge and skills that will enable them to 
manage the process and people ele-
ments of successful change implementa-
tion.  Classes are offered in Anchorage 
on January 13th.  Classes are being of-
fered in Juneau on November 18th and 
December 6th . 
              Customer Service in the 
Public Sector – CSPS This one-day 
course is designed to provide the knowl-
edge necessary to understand the need 
for and how to provide the outstanding 
customer service expected of every State 
of Alaska employee.  Classes are offered 
in Anchorage on November 16th, De-
cember 14th, and January 13th.  Classes 
are being offered in Juneau on Novem-
ber 19th, December 7th and on January 
19th. 
              Effective Interviewing & 
Hiring - EIAH  This one-day course is 
designed to teach supervisors and man-
agers basic knowledge of legally defensi-
ble hiring practices and statewide policy 
and procedures for recruitment, screen-
ing, and selection during the hiring 
process. Upon successful completion of 
this course, participants may request 
Hiring Manager access to Workplace 
Alaska.  Classes are offered in Anchor-
age on November 18th, December 16th, 
and January 19th.  Classes are being of-
fered in Juneau on December 16th and 
on January 26th. 
              Performance Appraisal: The 
Basics – PATB This one-day course is 
designed to teach supervisors and man-
agers knowledge of the tasks, support-
ing skills, statewide policy and proce-
dures, and basic concepts associated 
with the employee appraisal process.  
Classes are offered in Anchorage on 
November 17th, December 15th, and 
January 26th.  Classes are being offered 
in Juneau on December 15th and on 

January 20th.  
              Performance Coaching – 
PECO This one-day course is de-
signed to teach supervisors and manag-
ers basic knowledge and skills that will 
enable them to manage a continuous 
performance improvement environ-
ment.  Classes are offered in Juneau on 
November 17th and January 5th and in 
Anchorage on January 12th. 
              The Disciplinary Process – 
DISP Prerequisite: Performance 
Coaching - PECO. This one-day 
course is designed to teach supervisors 
and managers basic knowledge of the 
State of Alaska disciplinary process.  
Classes are offered in Juneau on De-
cember 9th and in Anchorage on Janu-
ary 25th.  
              Valuing Diversity – VDIV 
This one-day course is designed to 
teach the basic concepts and knowl-
edge necessary to understand diversity 
issues and build awareness of the value 
of diversity in the workplace.  Classes 
are offered in Anchorage on January 
6th and in Juneau on January 25th.   
              Workplace Alaska for Hir-
ing Managers – WPAK 
In this half-day course Hiring Manag-
ers will learn basic legally defensible 
hiring practices and will learn to use 
the Job Aid for use with the on-line 
system. Classes are offered in Fair-
banks on December 1st, in Anchorage 
on December 7th and in Juneau on De-
cember 14th. 

TrainAlaska is the DOP 
Training & Development online regis-
tration, enrollment and records system. 
To request enrollment in a DOP 
course, access TrainAlaska on-line. 
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