
Hiring Manager 
(committee 
chair) or 
Requestor 
creates the job 
requisition 

Submitted to 
Dept. 
Head/Director 

Submitted to 
HR 

Posted on web 
begin 
advertising 

Review date 
passed.  

Change status 
of applicants to 
interviewed or 
not hired. 

Interview 
candidates. 

Make offer. 
Finish by 
changing the 
final status of 
candidates.

Position filled.  
Click on “offer 
accepted, 
submit to HR. 
This will take 
the job off the 
web 

Email 
Hiring 
Manager 

E-mails are system generated 

Approved  

 


