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PROCESS MAP FOR HR.09.00
RECRUITMENT AND HIRING OF POSTDOCTORAL EMPLOYEES

Department/Unit 
identifies the need for a 

Post Doctoral Scholar 
and initiates funding 

approval.

Submits position update 
in PeopleAdmin (PA7)  
and request to post for 

recruitment

Formal search committees 
are not required, however the 
hiring official can develop a 

diverse search committee & 
ensure all members have 
received OEO training.

With approved 
Hiring Proposal, 

follow Offer 
Letter Process 

Map & SOP

Submit Hiring Proposal 
(HP) through PA7 and 

routes to next level 
approvers.

Receives the PA7 action 
to review. With COS HR 
approval, action is routed 
through various College & 

OPA approvers.

Receives Hiring Proposal 
for review. With COS HR 
approval, the HP routed 

through various College & 
OPA approvers.

Submit 
Hire/Transfer 

Packet to COS 
HR.

 It is recommended that at 
least 2 professional 

references for the selected 
candidate be completed

Using the full COS Hire/Transfer 
Packet, COS HR initiates JAR 

action.

   Employment can start after the 
Background Check is endorsed 

and postdoc credentials are 
confirmed.

NOTE: Start date & hire delays 
may occur if Postdoc needs 
sponsorship or has international 
degrees that must be verified.

OPA receives the Hiring 
Proposal to review & 

approve. Upon approval, 
the initiator will be notified 

via automatic email.

OPA receives the PA7 
action.  With review and 
approval, OPA posts the 
recruitment on the "blue 

side" of PA7.

LAST UPDATED 12/03/2024

Funding 
request 

required if any 
distribution is on 

L5.

If funding is 
100% on 

non-L5, move 
to next step.

Expected Timeline for Hiring a Postdoctoral Scholar:  For this process, each step in COS HR could take up to 3 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.

Funding request 
required before HP if 
salary on L5 is more 

than previously 
approved.

https://docs.google.com/document/d/156DIVaH1sExsbHep-QlXhiwWkK3TaiB-eeWPMHrOjEQ/edit?tab=t.0
https://jobs.ncsu.edu/hr/
https://jobs.ncsu.edu/hr/
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