University of Northern lowa Search Process

Requisition i i
q Search Chair Human Resource Compliance and Equity

Hiring Official Preparer Services Management

Start Process

Identify hiring
need

g Fill new position or
position with no alter existing
changes to the Position
Position Description Description
Y
Establish new/
Complete PDQ updated Position
» Description
through PEC
process

Prepare
Jobs@UNI

Search
Requisition

A 4

Draft Recruitment
Ad/Request
Revisions

Assist with drafting
the recruitment ad

Approve ad/request
revisions

»| Ad Submission and
Approval

Final approval of ad

o tegena |

D Process
acead in
D Alternate Process predetermined
sources
<> Decision
a Document v
- Jobs@UNI System A




University of Northern lowa Search Process (continued, page

Human Resource Compliance and Equity

Hiring Official Search Chair .
Services Management

Prepare search
committee

Manage
Applicant Pool

| legend |

D Process .
Interview and
Recommend
Alternate Process Applicant
<> Decision
CI Document A 4
B
. Jobs@UNI System




University of Northern lowa Search Process (continued, page

Hiring Official Search Chair S.ea_rch Human Resource Services
Administrator

omplete Reference
Checks and Work
History Verification

Y
— —
Search and egree Verification
Select candidate Selection P»| and Compensation
Summary in Review
Jobs@UNI
Y
Send Final Approval
SRERVEed\VIET of Offer Emailto
and Send erltten Supervisor
Offer to Applicant
Y
Obtain Signed Offer
L.etter o Send New Hire Email
Applicant and Send
> to Employee
to HRS; Create New
Hire PAF
Send New Hire
Begin Department Checklist to
Orientation Supervisor

—
) 4 —

Sign Position
Description and
return to HRS

Process

Alternate Process

Decision

Document

hLIOCOMO

Jobs@UNI System




	Search Process DEC2016.vsd
	Page-1
	Page-2
	Page-3




