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from Chair via Google
Form
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Google Form

Create position
requisition in Dropbox

Sign for approval

72 hrs

Post job to BambooHR
and additional job

boards as applicable

+/- 30 days

48 hrs

Screen candidates via
BambooHR for Search
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have a candidate

in mind?

Review and rate screened
candidates in BambooHR

yes

no

Discuss employment details
and qualifying credentials

with candidate

Faculty & Staff
Employment Position

Request

Schedule and conduct
interviews

Select candidate of choice
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Review transcripts

Prepare contract, sign,
and send to Payroll and

HR via Dropbox Sign

Use Banner ID number
received from HR to make
Banner entry in SIAINST
which generates Sakai

account

Notify college
Administrative Assistant

of approved new hire

Receives copy of signed
Adjunct Approval

Recommendation to Hire
Form from Provost Office

via Dropbox Sign

Contact selected adjunct
for Onboarding via email

(background, payroll
forms, BambooHR

tasklist, etc.)

Send new hire notification
to all pertinent
departments

Submit Help Desk ticket
to Technology to create

email account

Process Help Desk
ticket from HR to create

email account

Send welcome email
with instructions to

access WLU email to
new adjunct

Adjunct Approval
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Hire Form

Is the
candidate

interested?

no

yes
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Generate Banner ID in
Spaiden and send  to
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Create Oasis and Banner
personnel entry

Give Banner ID number
to new adjunct

Receives Adjunct
Approval

Recommendation to Hire
Form

Upload form to Dropbox
Sign and forward to Dean
and Provost for Approval

and copy HR

Approve the candidate in
Dropbox Sign

Do you
approve of the

candidate?

Review recommendation

Do you
approve of the

candidate?

Approve the candidate in
Dropbox Sign

Receives Adjunct
Approval

Recommendation to Hire
Form via Hello Sign

Receives Adjunct
Approval

Recommendation to Hire
Form via Dropbox Sign

Decline the candidate in
Dropbox Sign

Decline the candidate in
Dropbox Sign

Notification will be sent (via
Dropbox Sign) to Hiring

Manager, Provost, and HR
informing them of the

denial

Notification will be sent (via
Dropbox Sign) to Hiring
Manager, Dean, and HR

informing them of the
denial

no

no

yes

yes
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Decision

Line Hop

Process

Time Delay

Notification will be sent (via
Dropbox Sign) to Hiring
Manager, Dean, and HR

informing them of the
approval

Contact candidate for
verbal employment

offer

Did the
candidate accept
the verbal offer?

no

yes

Assist in obtaining
Parking Pass

Will the adjunct
be present on

campus?

Assist in obtaining
Topper Card

yes

no

Direct candidate to apply to
job posting in BambooHR

Hiring Manager Reviews:
CUPA Guide
Policy 11
Power Point Training
BambooHR Training

no

Schedule training with HR

Submit interview
questions to HR

yes

Do the committee
members need

training?

Notification will be sent (via
Dropbox Sign) to Hiring

Manager, Provost, and HR
informing them of the

approval

Have committee members
complete Interview Analysis
Forms for each candidate

and submit them to HR

Interview Analysis
Form

HR & Technology

Hiring Manager, Executive Assistant to
the Provost, & Administrative Assistant

https://forms.gle/rcSy5jyP5c9d4kKo6
https://forms.gle/rcSy5jyP5c9d4kKo6
https://forms.gle/rcSy5jyP5c9d4kKo6
https://drive.google.com/file/d/1uePOtVCdGyJ84WdbwvmQcszEZhlIKrIz/view?usp=sharing
https://drive.google.com/file/d/1uePOtVCdGyJ84WdbwvmQcszEZhlIKrIz/view?usp=sharing
https://drive.google.com/file/d/1uePOtVCdGyJ84WdbwvmQcszEZhlIKrIz/view?usp=sharing
https://drive.google.com/file/d/1Or-ssugq66aZ8e4fLwG-W4MHfJYNtD8S/view?usp=sharing
https://drive.google.com/file/d/1Or-ssugq66aZ8e4fLwG-W4MHfJYNtD8S/view?usp=sharing

