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Action # 10

Establish and Fill a New Classified Position








The action is referred to the Classified Employment team in HR to log the action, initiate the recruitment folder, and to draft the posting.


Note:  Once the posting is drafted, a team member will contact the department to schedule an appointment to discuss recruitment & applicable advertising, to review the posting, and to post the position





Action initiated by department (level 4 or 3 or 2)





Forward to next level


(i.e., if level 4 initiates action – send to level 3; if level 3 initiates action – send to level 2;


if level 2 initiates action – send to level 1)





Move through approval levels to level 1


Note: If under OAA, level 1 is always the Dean.


If under FADM or UR, level 1 is always the Director (or other “head” of the office).





Level 1 


Are there problems or concerns?  Enter comments & send (return) to level 2


Do you approve?  Is it grant funded? Send to Research Accounting


Do you approve?  Is it NOT grant funded?  Send to Budget








Budget approves and forwards to VP/Provost





VP/Provost approves and forwards to Comp





Comp approves








