Recruitment Timeline Guide
	For maximum success in recruitments all actions should be coordinated with the department PPA
	Action
	Role
	Approximate Time
	Notes

	1. Position Description Review
	Hiring Official 
	
	

	
a. Regular Staff
	
HO/PPA/HR
	
2 – 3 weeks
	PD Required.
Create/Modify PD - need approval from HR

	b. Faculty
	
	N/A
	

	c. Students/Temps/
Adjuncts
	
	N/A
	Use open pool/request pool

	2. Prepare Recruitment
	HO/PPA
	1 week
	

	Students/Temps/
Adjuncts
	
	N/A
	Use open pool/request pool

	3. Post Job 
	PPA & HR
	2 – 3 weeks
	

	Students/Temps/ Adjuncts
	
	
N/A
	
Use open pool/request pool

	a. Posting approval
	
	1 week
	PPA submits posting for HR approval

	b. Advertising
	
	2 weeks
	Allow 2 weeks to advertise before review/close date

	4. Hiring Process
	
Hiring Committee (HC)
	
2 – 4 weeks
	Timeline is dependent on hiring committee. Each step must be completed before moving on 

	Students/Temps/
Adjuncts
	
	1 – 2 weeks
	[bookmark: _GoBack]May screen and interview without HR approval.

	a. Preliminary Review
	HC
	1 – 2 days
	Once review date passes.
Timeline determined by HC Chair

	b. Intermediate Review
	HC/PPA
	1 week
	1. Timeline determined by HC Chair
2. PPA must review all screenings before moving on to next step

	c. Interview Process
	HC/PPA/HR
	1 week
	1. HC Chair submits request to interview
2. PPA forwards to HR for approval

	d. Candidate Approval
	HC Chair/ PPA/HR
	2 – 4 days
	1.HC provides summary and request to hire & alternates 
2.PPA submits to HR for approval

	e. Hiring Proposal
	Hiring Official/
PPA/HR
	1 week
	1. Hiring Official makes offer and notifies PPA of acceptance and start date
2. PPA submits proposal (through Supervisor and Approvers) to HR for approval



