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4 week minimum for internal recruitment 

RECRUITMENT AND HIRING OF POSTDOCTORAL EMPLOYEES 8 week minimum for external recruitment 
(May exceed 8 weeks if international) 
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Associated Links & Footnotes: 

6. REG 10.10.08 - Postdoctoral Scholars1. PeogleAdmin 7 {PA7l

2. PeogleAdmin Workflow

3. Postdoctoral Recruitment Guidelines

4. HR.02.00 Offer Letter Process Mag &SOP

5. Sciences New Hire Form for Permanent
Appointments 
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Formal search 
committees are not It is recommended 

required, however the that at least 2
professional hiring official can use 
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- references for the
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Submit Hiring If funded by an LS
With approved Submits 

Hiring Proposal, HirefTransfer 
Proposal through account, follow the SOP follow Offer Requests Packet PA71

· Request is � CRO.02.00 and complete ___. Letter Process to initiaterouted through the COS SalaQl Action
Map&SOP HirefTransfer approvals2 Aggroval Form (HR.02.00)4 Process 
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Using the full COS HirefTransfer5 

Receives Hiring Packet, COS HR initiates JAR
Proposal to review & action 

approve. Hiring ' 
Proposal is routed Employment can start after 

through various background is endorsed & hire ,--
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OPA receives the I 

I NOTE: Start date & hire delay Hiring Proposal to I 
may occur if Postdoc needs 

review & approve. '----• 
sponsorship or has international 

Upon approval, the degrees that must be verified.
initiator will be notified 
via automatic email* 

PLEASE NOTE: 
-If the position is funded by a grant, the offer letter must state the funding contingency.

-This process does not apply to Postdoctoral Fellows. (See SOP) 
-COS HR will contact COS OFBM if position budget in JAR doesn't match hire/transfer packet.
COS OFBM will review budget tables with Department Representative/Business Officer 

*Approval timelines can vary with other College & OPA approvers after cos HR approves PA7 request. If any 
approver recommends edits/changes, the PA7 request is pushed back to the Department Representative which
could delay the recruitment.
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