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Submits Job Req. to 
workflow for 

approval

Consult w/ ADEWD 
for special requests 

(waiver, etc.)

Is Job Req. 
Approved? NO

Hiring process 
doesn’t move 

forward

Reviews 
candidates, 
schedules 

interview, and 
deliberates 

(with search 
committee if 
applicable)

YES

Reviews/edits 
Ad Copy for 

posting. Posts 
internally for 5 

days

Holds 
recruitment 

strategy 
meeting w/ 

Hiring 
Manager if 
warranted

Determines 
target salary 
range of hire 

based on 
assigned band 

of position. 
Shares w/ 
ADEWD

Finalizes 
posting in 

Oracle. 
Submits to 

other agreed 
upon 

advertising 
source after 

internal 
posting closes

Reviews pool 
for diversity 

metrics. 
Provides 

guidance as 
appropriate

Approves final 
candidate

Develops offer 
terms for 
finalist in 

consultation 
w/ Hiring 
Manager

Makes verbal 
offer to 

candidate

Does 
candidate 
verbally 
accept?

Return to 
candidate pool

NO

Creates 
contingent 

offer letter in 
Oracle & sends 

to candidate 
once approved

YES

Initiates 
background 
check once 

offer letter is 
accepted by 

candidate

Does 
background 
check clear?

YES

Preboard/onboard process 
& regret letters sent

NO

Approves 
requests to 
interview 

candidates at 
each stage (1st, 

2nd & final 
round 

interviews)

Conducts 
reference 
checks on 
finalist(s)
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