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Diagram Key 

Hiring Authority

Search Committee

HR Coordinator  (HRC)

UA HR Talent 
Acquisition (TA)

HRC closes 
job requisition 

and all applicant 
statuses are 

finalized.

Onboarding: 
HRC 

issues  
appointment 

letter and 
new hire 

paperwork. 
Onboarding 

manager 
notified, 
when 

applicable.

Hiring 
Authority reviews 

position description 
(PD) and makes 
needed changes. 
Search committee 

formed, if 
needed. 

Hiring Authority 
extends offer. If 
accepted, may 

begin onboarding.

If 
changed, 
PD routes 
through 
required 

approvers 

Hiring Authority 
works with HRC to 
create requisition 
(job posting) from 

approved PD 

Requisition 
routes 

through 
required 

department 
approvers

Hiring 
Authority 
approves 
requisition

Talent 
Acquisition 

approves and 
posts 

requisition

HRC and 
Talent 

Acquisition 
initiates 

background 
check 

process

Hiring 
Authority 
and/or 
Search 

Committee 
screens 

applicants 
for 

minimum 
qualifications

Hiring 
Authority 
and/or 
Search 

Committee 
conducts 
interviews 

and 
reference 
checks

Hiring 
Authority 
and/or 
Search 

Committee 
selects 

applicants 
for 

interview

Hiring 
Authority 
and/or 
Search 

Committee 
conducts 
applicant 

intermediate 
screening 
(may be 

optional- refer 
to resource 

guides)      

HRC 
approves 
& updates 
applicant 

status

HRC 
reviews & 
updates 
applicant 

status
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HRC 
reviews & 
updates 
applicant 

status

Talent Acquisition conducts periodic audits reviewing recruitment process and applicant statuses.

HRC 
reviews 

& 
submits 
request 
to offer

Hiring 
Authority 
and/or 
Search 

Committee 
identifies 
finalists. 

HRC 
submits 

to UA HR 
for 

approval 
to offer.

Talent 
Acquisition 
approves 
request to 

offer

Hiring Authority 
continues 
supervisor 
onboarding 

activities

Hiring 
Authority 
and/or 
HRC 

finallizes 
hire

Questions? Contact UA HR Talent Acquition & Development Team 
at UA-hrTalent@alaska.edu or (907) 450-8200 

http://ua-hrtalent@alaska.edu
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http://ua-hrtalent@alaska.edu
http://ua-hrtalent@alaska.edu

	Staff Hiring Process - FINAL-1 pg overview
	FINAL-1 pg overview


