







PeopleWorks makes an offer to the candidate








Interview Candidates





Complete Applicant Referral Log (ATT#)





Choose Candidate











Personnel team/PeopleWorks notifies new hire of pre-employment 


requirements and assists in scheduling


I-9                          (  ID Badge                     (  Parking


TB Skin Test	    (  Orientation/ Benefits   (   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





Classified Staff


Recruitment 


Process 


(Excluding Fellows) 





Post the position with People Works





Is candidate a US Citizen?





YES





NO





Verify offer information


Salary Requirements


Appropriateness of title to duties











Notify International Personnel Administrator





New hire arranges parking with Linda Utterback





Request to Fill Vacant Position form completed (ATT#)


Job Title              (  Div Dir Signature


Job Description   ( Dept Dir Signature                    








