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Department creates job in HireTouch 
Department creates job and submits for approvals in HireTouch 

Approvals 
Fiscal Officer – Dean/Director – HR Review - Grants & Contracts (If applicable) – Vice Chancellor – HR Final 

Recruitment 
HR works with Department to post position on various employment sites 

Candidates Apply 
Department can review Applicant info immediately 

Department conducts Interviews 

Hiring Manager submits 
Hiring Justification report to 

EOA in HireTouch 

Department notifies Jeanette 
Parmenter with selected 

candidate 

HR will process Criminal Background Check & Drug / Alcohol Screen (if applicable) 
HR sends results notification and instruction to the Hiring Manager 

Department gathers appropriate paperwork and forwards 
to Monica Brooks (Division VI) or Bill Misiak (All other) 

EOA Approves 
Notification is generated 

to HR 

Candidate Accepts Offer 


