
Hiring Manager
(Supervisor/Mgr)

Asst /Assoc 
Director

(Department Auth)

HR/AA 
for initial review

Directors/Asst VP
(Approving 
Authority)

Budget Director
(Budget Authority)

HR/AA
For Posting

Finance & Administration Workflow

New Position Requests
Request to Fill Existing Position (No changes to position)

Hiring Proposal

Hiring Manager
(Supervisor/Mgr)

Asst/Assoc 
Department Auth)

HR/AA 
for initial review

Salary Calc 
prepared; e-mail 
job offer to Dept.

Directors /Asst 
VP(Approving 

Authority)

Department return 
job offer memo to 

HR

HR/AA for final 
review – prepare 

contract

Budget Director
(Budget Authority)
(for information)

HR/AA
Hiring Proposal 

Approved

Vice President
(Executive 
Authority)

Interview Process

Affirm Action 
Releases to Dept

Departmental 
Review/

Recommend for 
Interview

Affirm Action 
Review/Approve 

for Interview

Department 
Conducts 
Interviews

Department 
Recommends for 
Hire.  Department 

Begins Hiring 
Proposal

Affirm Action 
Review for 
appropriate 

documentation.

Affirm Action notify 
HR of approval

Contract to VP 
(Executive 

Authority) for 
Signature


	Page-1�

