
5: Offer Process

4: Conduct Interviews

3: Application Review 
and Testing

2: Posting and Recruitment

1: Civil Service Requisition Request

6: Onboarding and 
Employee Record Entry

5: Offer Process

4: Conduct Interviews

3: Application Review

2: Posting 
and Recruitment

1: Faculty Requisition Request

Provost (or other appropriate 
Administrator) approves the Requisition 

at their level

Affirmative Action: 
Review and approve the 

Requisition

Affirmative Action: 
Post the Job to SIU 
Careers Page and 
HigherEdJobs.com

Hiring Manager: 
- Complete external recruitment process

- Customize Hire Workflow for App 
Review, Int Request, and Interview 

Steps
- Move applications from Referred to 

Application Review at deadline date or 
as they arrive

Search Committee: 
- Review Applications

- Assign ratings
- Decide on finalist group

- Identify Inactivation 
Reasons for non-finalists

Hiring Manager:
- Move Finalists to 

Interview Requested 
status

- Move non-finalists to 
Reject status

- Assign Inactivation 
Reasons to Rejected 

group

Affirmative Action: Review and Approve 
Interview Request. Move Finalists into 

Interview Status.

Hiring Manager: 
Contact Finalists to schedule interviews, 

then update Neoed
OR

Set up Self-Scheduling function

Search Committee: 
- Hold Interviews
- Assign ratings

-Determine who to hire, determine proposed start date, 
salary, etc.

- Identify inactivation reasons for non-hires

Hiring Manager: 
- Move non-hires to Rejected status

- Assign Inactivation Reasons for non-
hires

Hiring Manager:
- Move hire to Offer status
- Complete Offer Approval 

form

Dean/Provost:
Review and approve Offer

Affirmative Action: 
Review and approve 

Offer

Hiring Manager: 
Contact hire and 

make offer

If Security Sensitive

Hiring Manager: 
Initiate Background 

Investigation

Human Resources: 
Complete Background 

Investigation, forward to 
Department

Hiring Manager: 
Inititiate Notice 
of Appointment

Hiring Manager:
Initiate AdobeSign onboarding process

**Change file name to begin with CS, FA, 
or AP as appropriate**

Administration:
Review and approve 

NOA

Human Resources:
Review and Approve 

onboarding paperwork

HR Data Control:
Review and enter information 

to AIS

HR Benefits:
- Determine eligibility

- Schedule new 
employee orientation
- Retirement process

HR Fringe Benefits:
- Determine 

appropriate accrual 
formulas

HR Payroll:
- Electronic Direct Deposit entry
- International Tax (if applicable)

- Assign to appropriate payroll 
run

- W4 entry

Employee now exists in all 
necessary systems and can begin 

work

Information 
Technology:

 Assign DawgTag 
and email address

1: AP Requisition Request

Provost (or other appropriate 
Administrator) approves the 

Requisition at their level

Affirmative Action: 
Review and approve 

the Requisition

Existing Position with no 
changes needed to Positon 

Description

New Position 
OR

Existing Position that requires 
changes to the PD

Human Resources:
- Review and approve PD

- Review and approve 
Requisition

Provost/VC approves the 
Requisition at their level

Human Resources:
Review Requisition and (if necessary) Position 

Description

Human Resources:
Assign HR Analyst

if Current Vacancy

Human Resources:
Post Job to SIU Careers Page and (situationally) to 

HigherEdJobs.com
Custom Class: 2 week

Regular Position: 1 week

if Continuous Post

Human Resources: 
Review applications

Human Resources:
Conduct Credentials 
Assessment or other 

Testing process

Human Resources:
Generate test scores 

and determine 
interview eligibility

Human Resources:
Send interview letters 
to eligible applicants 
and move candidates 
into Referred status

Hiring Manager:
Customize Workflow 

for Interview step 
(anytime after job is 

posted)

Hiring Manager:
Send notice to 

candidates for self-
scheduling or contact 

candidates to 
schedule interviews

Hiring Manager:
Move applicants 

to Interview 
Step

Hiring 
Department:

Conduct 
Interviews

Hiring Manager:
Email HR Analyst 
to request offer

Human Resouces:
Notify HM to 

submit Affirmative 
Action Justification

Hiring Manager:
Submit AA Justification 

for approval

Administration:
Review and approve AA 

Justification

Affirmative Action:
Review and approve 

justification, return to 
HR and HM

Hiring Manager:
Complete Interview 

ratings for all 
candidates. Move non-
hires to Reject status.

Hiring Manager:
Initiate Background 

Investigation

Human Resources:
Complete Background 
Investigation, forward 

to Department
Hiring Manager:

Send regret notices 
to non-hires

No Goal or Goal Met

Goal Not Met

Yes

No

Human 
Resources:

Conduct salary 
calculations and 

provide offer 
terms to HM

Hiring Manager:
Contact hire and 

make offer

Security 
Sensitive?

Affirmative 
Action Goal?

Current Hire Workflow from Requisition to First Day at Work


