1. HM submits job approval request in Paycor
2. HR sends request through approvals (HR Director, Provost, VP of Finance). Once approved, HR posts position
3. HM receives emails from Paycor as candidates apply
4. HM (Hiring Manager) conducts review on who is qualified for a pre-screen interview
5. HM let HR know the review is complete. HR schedules and completes pre-screen interviews
6. HR to send regrets to candidates who were inactivated
7. HR sends completed pre-screen notes to HM in Paycor
8. HM and committee review notes and determine who to move forward with for additional interviews
9. Once you have a final 1 or 2 candidates request a background check within Paycor by selecting the “background check” button. Must be done prior to extending a verbal offer
10. Reach out to HR Director to receive approval of compensation prior to extending a verbal offer
11. Once background screen and approval from Dee Ann are completed – you may verbally offer 
12. Once candidate accepts complete an offer request in Paycor\
13. HR inactivates candidates who were not selected 
14. HR initiates onboarding
