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staffing need

Define the job
~— description (JD)

Is this a new JD
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. existing JD?

Send most up-to-
date JD & SRF to

N URHR
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to set up

N requisition

Talent Acquisition
Specialist (TAS)
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recruiting

\\strategy meeting

wamoe Human
o
Resources

Recruiting

Process

HM emails HR
Business Partner
(BP) with JD
changes

BP sends to
Compensation team
for

\\approvaI/grading

HM creates search
committee &
holds initial

\ meeting

Candidates
selected by HM to HM schedules on
move to on campus interviews

\wmpus interviews

Search Committee
conducts
HM discusses . interviews
candidates selected
to move forward
with TAS
~ All submit feedback to
HM via Candidate
Matrix, Candidate
‘ Evaluation Survey or
~ HM schedules and Qualtrics Feedback Tool
holds phone \

\ interviews

HM discusses results
—TAS reviews with TAS, makes final
potential phone selection, and checks

interview \ at least 2 references
applicants with \

\ HM

HM manager
HM reviews completes JTH and
applications and \ sends to TAS
. flags candidates

Position is posted TAS creates offer
and shares salary

to internal & :
range with HM

. external sites -

|

For next steps,
see Onboarding

,,/

URHR process

paperwork. Sends
HM & candidate
offer letter &
onboarding

“ﬁprmatﬁion/
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for processing
\ >

-~ TAS runs
background
check. If
successful, TAS
finalizes start
date with HM and
candidate

" TAS extends offer
to candidate and

- updates HM



