
FACULTY HIRING PROCESS FLOWCHART 

 

V.1 

1. Get your position APPROVED to Fill 

 

 

 

 

*Call ext. 6089 for assistance with this step. For more details visit                        

http://www.uvu.edu/hr/employment/FillingPBAPositions2010.pdf  

 

2. Get your position POSTED  for applications on UVU.JOBS 

  

      

                           

*See How to Post a Job on the Hiring Information page  

                http://www.uvu.edu/hr/employment/managers.html. Call ext. 8257 for help. 

 

3. Select a Candidate you want to HIRE (See Faculty Hiring Process Guidelines for details.) 

 

 

 

 

 

    

4. Final Hiring Procedures (See Faculty Hiring Process Guidelines for details.) 

 

 

 

 

Interviews 

o Plan campus visit and 

send schedule to 

candidate  

o Use core interview 

questions for all 

candidates and follow 

up questions as needed. 

 

Pre-Screening 

o Screen out applicants 

not meeting minimums 

o Identify top applicants  

to interview using 

predetermined criteria 

and score sheets 

Human 

Resources  
(approved to fill) 

Create a 

requisition 

www.uvu.jobs/hr   

Select a Committee 

o At least 3 plus a chair 

approved by Dean 

o One serves as AA/EEO 

o All have been through 

SafeHire training 

o Diverse as possible 

o Avoid nepotism/ conflicts 

of interest 

o CO member 

Select a Finalist 

o Conduct reference 

checks 

o Send search 

documentation to HR 

 

Notifications 

o Hiring Agent informs 

finalists not selected 

o Search chair informs 

other applicants not 

selected 

 

Submit ePAF 

o Access via UVLink 

o Submit as soon as the 

offer is accepted 

Extend an Offer 

o Negotiate hire date, 

salary, tenure, rank, and 

other conditions 

o Send draft offer letter 

to VPAA for approval 

o Offer is contingent on 

background check 

Orientation 

o New hire paperwork 

must be done with HR 

on or before the first 

day of work 

o Invite to Faculty 

Orientation in August 

 

Position 

Description 

Advertisement 

Approval to Fill 

Human 

Resources  
(posted) 

Human 

Resources 

Budget 

Office 

Budget 

Office 

Human 

Resources 

VPAA 

Office 

http://www.uvu.edu/hr/employment/FillingPBAPositions2010.pdf
http://www.uvu.edu/hr/employment/managers.html
http://www.uvu.jobs/hr

