


DMO or Chair creates


Request to Recruit Letter





Approvals obtained on Request 


to Recruit Letter


Chair       (Group Practice


Dean            Steering Comm-FAPT                           





Do search/ place ad





Approval to recruit received





Interview Candidates





Complete


Candidate log (ATT#7)


Affirm Action Search Summary (ATT#8)





Choose Candidate





Clinical Affairs Administrator notified- begins credentialing





Personnel Team notified- obtains


CV


License verification





Personnel team notifies new hire of pre-employment 


requirements and assists in scheduling


I-9                          (  ID Badge                     (  Orientation                      ( Parking


TB Skin Test	    (  Benefits Sign Up         (   Background Check





New hire goes to People Works to obtain ID Badge and complete I-9





New hire goes to Employee Health Services to have TB Skin Test





New hire goes to Benefits for orientation and  benefits sign up





New hire begins work





Faculty


Recruitment 


Process 





DMO or Chair develops a business plan





Is candidate a US Citizen?





YES





NO





Offer Letter is


Completed





Notify International Personnel Administrator





New hire arranges parking with Linda Utterback





Personnel Team sends New Hire Packet to supervisor








