
Hiring Process Workflow – Staff

Vacancy
 What are the current needs of the department?
 Should the position be filled with same skill set or should it be different?
 Is the Position Description up-to-date and on file with HR?

 If it is not discuss with Assistant Director for Compensation and HRIS (Nancy Bruno x5807)
 Compose ad copy in preparation for completing the Job Requisition.
 Complete the Job Requisition on-line and forward to get proper authorizations.

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Hiring Process Workflow – Staff cont.Offer Prior to offer, ADEWD, Jude Klein x 5819 must be consulted


