
Initial Consultation with 

HR

This stage includes drafting, 

clarifying and revising job 

descriptions.  The review is 

faster for classified 

positions and longer for 

new professional positions.

Department having clearly 

defined needs expedites 

this. HR will reply to a 

request within 10 working 

days

Entry into UWHires.

Requisition is entered into 

UWHires for AVC approval 

by UWT HR.

Budget Review & 

Approval from Associate 

Vice Chancellor for 

Finance

If budget questions, 

depending on how long it 

takes to get answers back 

from department

10/17/2011 - 10/24/2011

3 days or more

10/17/2011 - 10/24/2011

1-2 days

10/17/2011 - 10/24/2011

3-5 days

10/17/2011 - 10/24/2011

1 day

Approval from 

department Vice 

Chancellor

From receipt of final job 

description and UWT 

Request for Authorization 

for Staff Recruitment and 

Hire Form.  Campus 

mailed.

If questions, this can take 

longer.

10/17/2011 - 10/24/2011

3 days to 3 weeks

UWS HR Office  for 

position review and 

approval.

10/17/2011 - 10/24/2011

3-5 days

UWS Employment for 

classified or replacement 

professional staff positions.

10/17/2011 - 10/24/2011

2-3 weeks

UWS Compensation  for 

new professional staff 

positions.

Text box

Timeline for Hiring Process
UWT Administrative Services, Human Resources

Initial consultation and preparing documents can take 3 days for replacement positions or more for new professional staff positions.

The approvals within UWT take about 1-5 days

Approvals from UW vary depending upon request but can take up to 3 days to 3 weeks
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10/17/2011 - 10/24/2011

3-5 days

UWS Employment  for 

posting to web site.
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