
Hiring & Recruiting Process

Department head 
completes 
Personnel 

Requisition & 
obtains required 

approvals

HR Director 
advertises 
vacancy

Vice chancellor or 
committee chair 

appoints screening 
committee (HR 

Director ensures 
diversity of 
committee)

Screening 
Committee 

members review 
applications and 

submits 
recommendations 

to HR Director

HR Director 
tabulates scores 

from 
recommendations 

and contact 
candidates to 

schedule interview 
appointments

Screening 
Committee 

conducts, discuss 
candidates, and 

vote

HR Director 
tabulates votes

Candidate for 
position is 
determined

The HR Director:

 Receives all inquiries related 
to the position and 
acknowledges receipt;

 Acquires the necessary 
affirmative action 
information;

 Conducts preliminary 
screening to determine 
which applicants meet 
minimum requirements for 
the position;

 Forward applications of 
minimally qualified 
candidates to the chair of the 
screening committee;

 Conducts reference checks; 
and

 Serve as advisor to the 
screening committee 
regarding employment 
procedures.

HR Director 
conducts 

background check 
and reference 

check on 
candidate

Checks 
cleared?

Yes

HR Director 
submits 

recommendation 
to Chancellor for 

approval

No

Approved?

Yes
HR Director offers position to 

candidate and sent regret letters to 
other applicants

END

No

HR Director conducts background and 
reference checks on next applicant or 

start process again

END

HR Director conducts background and 
reference checks on next applicant or 

start process again

END

Department head completes 

Vacant Position Review Form

START

The department head determines:
 Whether the position is 

essential and needs to be filled 
or can be eliminated;

 Whether the position can be 
combined with any other 
position to increase operation 
efficiency; and

 Whether the position can be 
filled at a reduced level (part-
time, less than 12 months, 
etc.) because of increasing 
efficiency, better utilization of 
technology, etc. 

Position to be 
filled Yes

No

Department head proceeds with results 
of the position review.

END
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