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 This is an abbreviated guide to the process for the hiring of full-time and part-time staff employees. 

Hiring 
Manager 
Initiate

Department 
begins 

Position 
Request

Dean/Director 
Review

Dean/Director 
reviews and 

approves 
Position 
Request

Grants and
 Contracts Review
Grant Coordinator 
reviews Position 

Request
Grant Funded Only

VP Review
Academic 

Affairs 
reviews and 

approves 
Position 
Request

Budget Review
Budget Services 

reviews 
Position 

Request and 
confirms 
funding

HR Review
Human 

Resources 
reviews and 
approves the 

position 
request

Position Not Grant Funded

 Request 
Approved

Hiring Manager

Begin Posting

Hiring Manager 
Initiate

Department creates 
a job posting from 

the approved 
Position Request

HR Initial 
Review
Human 

Resources 
reviews the job 

posting and 
advises changes

Budget Review
Budget Services 

reviews and 
approves the 
job posting

HR Final Review
Human 

Resource 
reviews all 

changes and 
posts job

Job 
Posted

Search Committee 
Review

Search committee 
reviews 

applications and 
notifies 

Department Head 
of selections

Department Conducts
Interview

Department conducts 
phone interviews and 
onsite interviews, in 

conjunction with 
college and Academic 

Affairs 

Department 
Extends

Offer
Candidate is 
extended a 
verbal offer 

of 
employment. 

Background Check
Candidate  
completes 

background check 
consent form and 
submits to Human 

Resources

Applicant Notification
Department will notify 
the candidate of their 
eligibility and move all 

non-selected 
candidates to “Not 

Hired” in PeopleAdmin

Begin 
Hiring 

Proposal

Create Hiring 
Proposal

Hiring 
Department 
completes 

hiring proposal 
Employee 

Hired
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HR Review
Human 

Resources 
reviews and 
approves the 

position 
request

Budget Review
Budget Services 
reviews Position 

Request and 
confirms 
funding

Hiring Manager 
Review

Hiring Manager 
reivews 

applications 
and forwards a 
short list to a 

search 
committee

Schedule Appointment
Candidate schedules an 
appointment with HR 

Specialist 

Budget Review
Budget Services 

reviews and 
approves the 

Hiring Proposal 

Dean/Director 
Review
Dean or 
Director 

reviews and 
approves the 

hiring proposal 

HR Review
Human Resources 
reviews the hiring 

proposal and 
ensures all parties 
have approve the 

hire

Onboarding
Candidate meets with the 
HR Specialist to complete 

new hire paperwork 

Enroll in PerfMngt
HR reviews and approves HP and 
enrolls new hire in Performance 

Management 

In-Processing
HR Specialist inputs candidate 

hiring data in ADP, PeopleAdmin, 
and Campus Notification Portal 

  

Offer Letter
Human Resources 

drafts the offer 
letter, sends it to 
candidate, and 
receive their 
acceptance
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