

Talent Acquisition - Staff


Determine need for new hire (new or replacement)


HM requests posting in Paycor. It is then approved/denied by Approval Managers


Talent Acquisition - Faculty (MAIN DIFFERENCES)


Currently, HR does not pre-screen for Faculty applicants (but can upon request)


Job description created or revised (completed by HM)


Once approved, HR will activate posting


HM begins collecting applicants and determines which to pre-screen


HR schedules and completes pre-screen interviews, sends notes to HM


HM and Hiring Committee review notes and complete additional interviews


Once a final candidate is selected HM confirms salary & start date with HR


Verbal offer is extended if background check is clear


HR sends offer letter and wage statement


Welcome email from Paycor for onboarding


HR sends welcome email to confirm first day details


Final candidates will be interviewed by VPAA and/or Provost/COO


Final candidates will be required to have a theological interview with the President 


Transcripts must be received 


In addition to offer letter and wage statement they will receive a teaching contract


HR submits background check


HM completes "Offer Request" in Paycor


