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PROCESS MAP FOR HR.01.00
RECRUITMENT AND HIRING OF NON-UTS TEMPORARY  EMPLOYEES

Hiring Official identifies the need for a 
non-UTS Temporary Worker and 

initiates funding approval.

Receives request for a Temporary 
Worker, submits job description in 
PeopleAdmin (PA7) & requests to 

post external only.  Request is routed 
through PA7 workflow approvals.

Search committee begins to screen & 
interview qualified applicants. 

A minimum of 3 applicants must be 
interviewed (or a justification provided).  At 

least 2 professional references for the 
selected candidate must be completed.

With approved Hiring Proposal, 
Department drafts Offer Letter, 
collects signatures, and enters 
JAR action which initiates the 
Background Check request. Submit Hiring Proposal 

through PA7.  Request is 
routed for approvals.

After Background Check is 
endorsed, the JAR action is 

approved by COS HR.

Position is required to 
post externally for 
recruitment for 5 
business days.

Temporary Employee 
starts first day of work 

with Hiring Official.

Expected Timeline for Hiring a Non-UTS Temporary Employee:  For this process, each step in COS HR could take up to 2 business days for review. 

*If any PA7 approver recommends edits/changes, the action is pushed back to Department Representative which could add delays.  The overall timeline is driven by Hiring Official.

COS HR receives PA7 action to review.  
With approval, COS HR notifies HR 
Partner that the job is posted by 

forwarding posting link.

COS HR receives Hiring 
Proposal to review.  With 

approval, COS HR 
notifies HR Partner when 
the proposal to hire is 

approved. Approval delays may happen based off 
Bi-Weekly Payroll Schedule deadlines.

The department ensures the 
candidate completes the 

background check request; the 
candidate ultimately drives the 
Background Check process.

If COS HR recommends any 
changes, PA7 request is pushed 

back to Department. Hire date is contingent on new hire's ability for a 
timely completion of the I9 (section 1 on or before 
start date, section 2 within 3 days of start date).  I9 

will be completed by Onboarding.
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Funding request 
required if any 

distribution is on L5.

If funding is 
100% on 

non-L5, move 
to next step.

Funding request 
required before HP if 
salary on L5 is more 

than previously 
approved.

https://docs.google.com/document/d/19wPuG0wBYlNuO2m1YDSYSDApl8PS0riS15Q7quFLQ-c/edit?usp=sharing
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