P1/Supervisor }

Notify HR of recruiting needs

Define job duties, degree
requirements, qualifications
and experience. Review title
and SJD library to determine

title. Send draft PVL to HR.

Work with HR to finalize the
PVL draft

Identify a Search and Screen
Committee [SSC]

Develop job-related
benchmarks and ranking
criteria to assess candidate
qualifications

Screen applicants and
identify candidates for
advancement
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Submit PVL for approval in
JEMS [Dept. Approved]

Review and Approve
[Division Approved]
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Create job posting in TREMS

Review and Approve [Comp
& Title Approved]

Review and Approve

>

Review ranking criteria and
interview questions; follow-
up with SSC as needed to
finalize materials

A

Conduct interviews and select
finalist(s)

Reference Checks

Work with HR to determine
title/salary; make verbal offer

Create box folder; upload
applicant materials after
assured consideration date

Review recruitment file and
verify candidate meets all
requirements; initiate CBC;
draft offer letter; initiate
online offer in TREMS

Review and Approve
Online Offer

Send online offer

Once the online offer is
accepted, submit hire in JEMS

Follow the WC New Hire
Checklist; do NEO on
employee’s first day

Recruitment Complete

Standard Open Recruitment Process Flowchart [Academic Staff and University Staff]

v

Review and Approve

PVL Released




