
Online Approval 

Request Tool
Send HR drafting items Job is approved in TAM

Department submits a request 

through the tool. View TAM flowchart  

to see individuals who will need to 

approve.

HR will draft job into TAM, once the 

draft is complete, approvals to open 

the job will be initiated. View TAM 

flowchart to see individuals who will 

need to approve.

Job is posted to the employment 

page and is now open for candidates 

to apply online.

Deadline has passed

The deadline has passed and 

candidates can still apply up to a 

certain date after the deadline but, 

their application may or may not be 

considered dependent on the 

department.

Screening has 

commenced

Both HR and the Hiring Manager will 

screen applicants. They will need to 

make sure that the candidate meets 

all minimum qualifications.

Phone Interviews 

(Optional)

On-Campus Interviews 

Approvals

Submit a Job Offer in 

TAM
On-Campus Interviews

Reference Checks

(HR & Hiring Manager)
Approved job offer

Candidate accepts offer 

& Hire Form routed

Prior to conducting on-campus 

interviews, approvals are needed. 

View TAM flowchart  to see 

individuals who will need to approve.

A minimum of three members must 

conduct campus interviews. Search 

team discusses the best fit 

candidate(s), keeping in mind 

alternat ives if needed.

Department will seek approvals to 

make verbal offer before speaking to 

the f inalist(s). View TAM flowchart  for 

individuals who will need to approve.

After approvals are received, the 

Hiring Manager will give the f inalist(s) 

a soft  offer (contingent on Reference 

Checks and CBC).

HR will conduct the TC-1 Reference 

Checks and Hiring Manager will 

conduct regular reference checks.

If a department conducts phone 

interviews, a minimum of two 

members must conduct the phone 

interviews.

Department will route a Hire Form for 

the f inalist(s) to the necessary 

departments and will also submit a 

New Hire Notif ication request.

New Employee 

Paperwork/CBC

HR receives New Hire Notification 

and will send New Employee 

Paperwork/CBC. Paperwork will 

need to be completed prior to or on 

the start date.

Submitted New Employee 
Paperwork and Hire Form

HR will receive the Hire Form either 

before or after receiving the 

paperwork. Once HR receives both, 

the paperwork and hire form will be 

submitted to HR Assistants.

HR Assistants

HR Assistants will add employee(s) 

into HRS and send the new 

employee(s) the following: the 

contract, new employee checklist, 

and username information. New 

employee(s) will submit the contract.

Benefits/Payroll

Benefits Specialist will review the 

benefits eligibility and will reach out 

to the employee(s) about Benefits 

Orientation. Payroll will enter W4/DD 

information.

Benefits Orientation/HR 

Orientation

HR Assistants and Benefits 

Specialist will conduct their 

orientat ion.

Front Desk

Paperwork will be brought up front for 

logging, scanning, and filing.
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