
Hiring Manager 
(committee 
chair) or 
Requestor 
creates job 
requisition 

Submitted to 
Dept. 
Head/Director 

Submitted to 
Dean/VP 

Submitted to 
HR 

Approved / 
Wait 1 business 
day for Provost 
/President to 
look over 

Posted on web. 
Begin 
advertising 

Review date 
passed. May 
begin 
interviews after 
approval 

*Interview can. 
Submitted to 
Dept. Head/Dir 

Interview can. 
Submitted to 
Dean/VP 

Interview can. 
Approved 
email sent to 
Hiring Manager 

(Make offer 
after verbal ok 
from Dean/VP) 
Click on “Offer 
accepted 
submitted to 
HR” 

Email 
AA/EEO

Email 
President 

Email 
AA/EEO 

Email 
Hiring 
Manager 

E-mails are system generated 
*Interview candidates MUST be 
approved before interviews are setup. 

You should send out “sorry” 
letters, emails or phone calls 
now that the search is over.

Email 
Provost 

Email 
Provost 

 


