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Identify 
Need 

for 
Posting

Create a 
job req. 

using the 
Req 

Creation 
Wizard

Approve 
Req 

(Unit HR 
may be 

required)

Posting Review/Edit 
(if needed)

Register, 
Search, 

Bid

Review 
Candidates.  
Search on 

list of 
bidders... 

(check RIF)
(check PEP 

test)

Reference 
Check

Review,  Add 
Screening 
Questions, 
and Post to 
CP/CWS job 
posting sites

Create source information 
for CP and CWS (internal & 
external job posting sites) w/

posting Begin/End Dates

A

Short list 
of 

candidates

Check 
personnel 

file.
Check for 
restricted.
Review 

goals and 
diversity 
of pool

Viable 
Pool?

Conduct 
Full Text 
Search

Viable 
Pool?

Place ad 
or other 

outreach / 
Repost

Go 
To B

Setup Interview 
using Interview 
Creation Wizard

Conduct 
Interviews

No

No

Yes

Go To
A

B

Yes
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OK
 to hire? 
(review 

background 
check)

Yes

No

Enter SSN and birthdate from 
Background check report.  

Validate all information on Offer 
page and candidate summary 

panel including NEO date.  
Update Candiate Status to “Hired” 

(this closes Req).

Notify: hiring manager & 
candidate. Change offer status: 
“rejected” and document review 

in offer comments. 

 Initiate welcome 
letter to new hire,  
with instructions 

for NEO and 
outline of the 
onboarding 

process

Change status 
to Accepted, 

Initiate 
background 

check (external 
only), send offer 

confirmation  
letter, and 

inform applicant 
of process.

GoTo
B

Extend 
contingent offer  

and advise 
EPC of 

acceptance

Approval to 
extend offer.  
Update offer 

if needed. 
(optional for 
some units)

Approval to 
extend offer, 
review salary, 

RIF.  Check for 
restricted. 

(Required for 
all units)

Select candidate in 
Deploy, create offer with 
approvers,  (unit HR and/

or EPC required) 
disposition  all 

candidates, set NEO 
date

Email sent 1 week 
prior to start date 
to Hiring Team.  

Contact 
Background 

Vendor 
(external 

only)

Receive two emails 
with UMID and 

OTID and creates 
unique name and 

Kerberos 
password.

Verify data 
(home 

address/
phone, race, 

gender, 
education).

Sta
and 

attend 
NEO

rt 

 


