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College of Sciences PROCESS MAP FOR HR.01.00

RECRUITMENT AND HIRING OF NON-UTS TEMPORARY EMPLOYEES Expected Time for Hiring a Temporary Employee: 
17 Business Days 
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[ Start Here 1 Search committee begins to screen & Temporary iJ 
u::: interview qualified applicants. Employee starts LL 

Department identifies A minimum of 3 applicants must be first day of work 0 � <., need for a Temporary interviewed (or a justification provided). At with Faculty / 
z Worker. '-......._ least 2 professional references for the Hiring Official. � Position is required to :i: selected candidate must be completed. 
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With approved Hiring 0::: (/) Receives request for a 
I� Temporary Worker, Proposal, Department 
I- u5 0::: submits job ,, ,..... enters JAR action z :, UJ which requests to start UJ co (.) description in PA7 & �-- - Submit Hiring Proposal Backaround Check. I- 0::: LL requests to post external 0::: UJ t only. Request is routed 

through PA 7. Request is Candidate drives the 
rt z routed for approvals. Background Check process UJ I- through PA7 workflow 
oc::: by completing request. 

rt aoorovals. 
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+ • COS HR receives PA7 ,, 
action to review & 

COS HR receives Hiring After Background Check is 
approve. Notifies HR completed, JAR action is ,....._ Partner that job is 

- Proposal to review & 
0::: 

approve. Notifies HR approved by COS HR. I posted by forwarding 
-

Cl) Partner when Hire is 
0 posting & link. 

approved. 8 
0::: L If COS HR recommends any f---+-

Approval delays may be incurred based off 

I changes, PA 7 request is pushed 
Bi-Weekly Payroll Schedule deadlines. 

UJ 
<., back to Department. 
UJ 
..J Hire date is contingent on new hire's abili ..J 

0 for a timely completion of the 19 (section 1 on
(.) � or before start date, section 2 within 3 days

of start date). 19 will be completed by 
Onboarding. 

Associated Links: 

1. PeopleAdmin Workflow

2. PeopleAdmin 7 System and Resources CPA7l

3. HR.01.00 COS Recruitment and Hiring of Students and Temporary Workers SOP

4. Bi-Weekly Payroll Deadlines Last Updated 1-19-2023 

https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/04/COS-PeopleAdmin-Workflow.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/04/COS-PeopleAdmin-Workflow.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2017/12/Biweekly-Payroll-Schedule.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2017/12/Biweekly-Payroll-Schedule.pdf
https://controller.ofa.ncsu.edu/wp-content/uploads/sites/97/2022/06/FY-2023-Biweekly-Payroll-Schedule.pdf
https://docs.google.com/document/d/19wPuG0wBYlNuO2m1YDSYSDApl8PS0riS15Q7quFLQ-c/edit?usp=sharing
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/02/COS-STW-and-Temp-Hiring-SOP.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/02/COS-STW-and-Temp-Hiring-SOP.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/02/COS-STW-and-Temp-Hiring-SOP.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/02/COS-STW-and-Temp-Hiring-SOP.pdf
https://docs.google.com/document/d/19wPuG0wBYlNuO2m1YDSYSDApl8PS0riS15Q7quFLQ-c/edit
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/02/COS-STW-and-Temp-Hiring-SOP.pdf
https://sciences.ncsu.edu/intranet/wp-content/uploads/sites/7/2019/02/COS-STW-and-Temp-Hiring-SOP.pdf
https://docs.google.com/document/d/19wPuG0wBYlNuO2m1YDSYSDApl8PS0riS15Q7quFLQ-c/edit?usp=sharing
https://docs.google.com/document/d/19wPuG0wBYlNuO2m1YDSYSDApl8PS0riS15Q7quFLQ-c/edit?usp=sharing
https://hr.ncsu.edu/peopleadmin/
https://hr.ncsu.edu/peopleadmin/
https://hr.ncsu.edu/peopleadmin/
https://hr.ncsu.edu/peopleadmin/
https://hr.ncsu.edu/peopleadmin/
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