
Position Posting Workflow

S T E P  1

Department receives approval f rom 

division VP to f i l l  this vacancy

S T E P  2

Hiring Manager Creates a Posting in 

PeopleAdmin.

S T E P  3

Posting goes to AVP or VP for approval.  

S T E P  4

Posting goes to the Off ice of  

Research and Sponsored Programs 

for approval.   

S T E P  5

Posting goes to HR Employment for 

approval.  

S T E P  6

Posting goes to HR Class & Comp for approval.

S T E P  7

Posting goes to HR Employment 

for f inal review. 

S T E P  8

Posit ion Posted. You should receive 

posting status change email notifying 

you that you posit ion has posted. 

T h e  c o m p l e t i o n  o f  t h e  p o s i t i o n  p o s t i n g  

w o r k f l o w  d e p e n d s  o n  h o w  q u i c k l y  e a c h  

o f f i c e  a p p r o v e s  t h e  p o s t i n g .  A  d e l a y  m a y  b e  

c a u s e d  b e c a u s e  i t  s i t s  i n  q u e u e  w a i t i n g  t o  

b e  s e n t  t o  t h e  n e x t  s t e p .  




