Search Flowchart
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Search chair appointed


Select search committee


Chair or committee meets with hiring authority


Committee meets to finalize ad, outreach, supplemental questions, application documents/materials, rating sheets, minimum qualifications review


Gather requisition information


Enter requisition and justification, move requisition to Submit Requisition to Dept Head/Supervisor for routing


        Dept Chair/supervisor ( Dean/VP ( Vice Provost ( HR











Requisition posted on web; guest user access assigned for committee members


HR posts to higheredjobs.com and other sites; coordinator posts on sites specified in Recruitment Plan and collects PDF screenshots of ads


Position closes


Coordinator generates EEO Summary Report, uploads PDFs of ads 


Convene committee to review applicant evaluations, identify those to be phone interviewed, develop phone interview questions, interview process, list of attendees for each interview











Change applicant statuses to First Interview, move requisition to First Interview, and get approval


Telephone interviews scheduled and conducted


Committee meets to evaluate interviews


Change applicant statuses to Second Interview, move requisition to Second Interview, and get approval


Campus interviews scheduled and conducted


Convene committee to develop recommendation; change status for applicants not selected, upload interview questions and rating sheet (if used)








Committee makes recommendation to the Dept Head/Hiring Authority


Hiring authority makes selection


Change applicant’s status to Request to Offer, complete Request to Offer/ Compliance form, move requisition to Submit Candidates for Review for routing


Dept Chair/supervisor ( Dean/VP ( Vice Provost ( HR


Hire is approved


Verbal offer made, enter any offers declined


Written offer generated, hire docs prepared and sent to new hire prior to start date


Change status to “Hire Docs Sent” in e-search 


Coordinator checks all other applicants are dispersed and required docs are uploaded


Hire docs processed in HR prior to start date


HR verifies search coordinator has dispersed applicants and uploaded documents, moves requisition to Filled





Action Items for Search Coordinator are in Red











