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Phase I: Requisition
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Establish need: 2 3 4 5. Job is posted on Emory's (optional) discuss

Submit ORA Job request ORA HR is notified Job requisition is - ) oF
replacement or new . . Approval process begins career site for recruiting strategy,
o form through SOAR through system email created in iCIMS : . .
position applicants to apply budget, interview best

practices
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12.

. . *Phase I Estimated Timelines:
Reject candidate(s) & return to -
step 10 to continue reviewing Steps 3-5: 2 business days

NO—» applicants Steps 6-9: 7 business days
If needed, contact ORA HR to have

more candidates added to the Steps 10-13: 3 business day S

queue

8. 0. 10.
Review applicants for Add candidates to queue Review candidates
minimum qualifications for manager's review (short/long list)
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Advance selected Phase 11
YES candidate(s) to .
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interview status in
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Phase II: Interviewing
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Establish interview Confirm candidate's
timeline, method, & availability & schedule
committee interviews

18. * . . -
Reject candidate(s), select Phase II Estimated Timelines:

NO appropriate reason, & return to StepS 14-15: 3 business days
step 11 in Phase Steps 16-19: 10 business days

Phase III
Begins

16.
— Conduct interviews with
selected candidates

17.
Identify finalist

19. 20.

System notifies
ORA HR &
Recruiter

Advance candidate to
selected for offer status




Phase III: Offer

25.

Skills survey & Salary /offer —§ Offer is extended 24. Accept Offer? NO rejected & return to step 10 in Phase I if Steps 21-22: 3 business days
salary quote sent details sent to

to candidate there is no backup candidate identified

to ORA HR dept supervisor

Steps 23-24: 3 business days
Steps 27-29: 2 business days

YES Steps 30-31: 2 business days
29. 31
26. Recrf;i’;er is 28. ?:f)ffrf cllz’::ils()f?ffer;l 50. Background Phase IV
Notify ORA HR of 7 — Offer details form preted, — Candidate E-signs check/ > -
notified of offer letter is sent to Begins
offer acceptance sent to ORA HR : offer letter pre-employment
acceptance candidate, .
, is initiated
cc/supervisor
Phase IV: Hiring & Onboarding
34, 36.
33. Request Send hiring 37.
32. Candidate data supervisor to 35. packet to Follow up with 38.
Onboarding is sent to PeopleSoft complete — Process OIT ticket —» candidate, — final details of — First day —{ End
initiated and NetID to ORA equipment setup for laptop setup cc/supervisor onboarding and orientation
HR and onboarding (welcome email, first day arrival
form 1-9)

*Phase IV Estimated Timelines:
Steps 32-38: 15 business days
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