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Identifies need 
to post a 
position

Starts to pull 
paperwork together

Discuss HR 
Compensation 

Review approval/
recommended 

changes 

Is additional information 
needed and/or does 

submission need to be 
updated? If YES, reaches 

out to Hiring Department/
Manager 

Run daily 
morning huddle 
to review new 

post 
submissions

Is a final 
candidate 
selected?

Receives candidate 
resume and other 

documents

Determines who 
they want to 

interview

Conducts 
interviews

Applies for open 
position 

Posts the 
requisition and 

completes 
advertising

Interview

Provide additional 
information and/or 

fix submission

Sets up 
interviews

Participates in 
interviews

NO

Sets up 
interviews

Participates in 
interviews

Identifies 
candidates to 

dispense

Based on existing 
assignments or workload, 
start working on new post 

submissions and/or 
continue working on 

previously submitted posts

Conducts 
Quality Check 
on new posts 

documentation

Is this a Staffing 
Services post?

Start working on new 
post submissions and/or 

continue working on 
previously submitted 

posts.  

YES

NO

Depending on Service(s) 
requested, may involve:

Services:
1. Posting

2. Advertising/Recruitment
3. Applicant Screening

4. Department Interviews

Is Compensation Review 
required? If YES, verify 

that one has been 
submitted or reach to  
Hiring Department to 
have one submitted

NO NO

Makes 
recommendation 
to Hiring Manager

YES

Run the SPET:
1. Looks at Grades 
2. Reviews Hiring Department’s Budget to 
determine if post and potential equity issues 
can be addressed
3. Provides Hiring Manager with salary range
4. Consider worst case

Can Department Budget 
support post and potential 

equity issues?  

NO

Post request to Leadership 
Team for review and 

approval

YES

Is request 
approved?  

Discussion with 
hiring 

department to 
look at options

Further
Discussion
required

Discuss salary range 
and any potential 
equity issues with 

HR

Provide additional 
information and/or 

fix submission

Monitors 
applications

After For Best 
Consideration Date:

1. Monitors candidates
2. Ensures candidates 
meet minimum and 

preferred qualifications
3. Run report to check on 

VA applicants

Sends candidate 
details to entire 

Search 
Committee

Receives request for 
Compensation 

Review

Is Review 
Approved?

Goes back to Hiring 
Department for 

further discussion; 
may be a different 

job title

Requires further
discussion

Discuss with 
Hiring Manager if 
a Compensation 

Review required?

Discuss HR 
Compensation 

Review approval/
recommended 

changes 

Posts the 
requisition and 

completes 
advertising

Discussion with 
HR to look at 

options

Create UNMJobs 
requisition and 
follows Hiring 
Department 

approval path 

Supervisor 
reviews new 

post 
submissions and 

adds to post 
smartsheet

Conducts 
Quality Check 
on new posts

Monitors 
applications

On to Hire 
Process

Check on new 
applicants or close 

original post, 
revamp post and 

repost

Is additional information 
needed and/or does 

submission need to be 
updated? If YES, reaches 

out to Hiring Department/
Manager 

NO

YES

Will Hiring 
Department 

need support 
with requisition

YES

Complete Intake 
Form – or – send 

email to HR 
requesting support

Receives request to 
support requisition

Discuss whether 
a Compensation 

Review is 
required

Complete 
Compensation 

Review 
Smartsheet

YES

Are 
Minimum 

qualifications 
met?

YES
Dispense 
candidate

Forms Search 
Committee

YES

Participates in 
interviews

Check on new 
applicants or close 

original post, 
revamp post and 

repost

NO

Monitors 
applications

After For Best 
Consideration Date:

1. Monitors candidates
2. Ensures candidates 
meet minimum and 

preferred qualifications
3. Run report to check on 

VA applicants

Sends candidate 
details to entire 

Search 
Committee

Are 
Minimum 

qualifications 
met?

YES Dispense 
candidate

NO

NO

Audience: HR Agents and HR Coordinators
 The information provided in this document is intended for general information or best practice purposes. These recommendations are from the participants involved in the Staff Posting and Hire process collaboration. For detailed information on UNM's Human Resources Recruitment and Hiring Process Guide please go to: https://hr.unm.edu/client-services/recruitment-process-guide

Go to process map 
without shared or 

staffing services support
NO

YES

NO

Can Level 3 Org Budget 
support post and 

potential equity issues? 

Green Shaded Boxes = Level 3 Org HR Shared 
Services

Light Blue Shaded Boxes = Main Campus 
Staffing Services

Green Shaded Boxes = Level 3 Org HR Shared 
Services

Light Blue Shaded Boxes = Main Campus 
Staffing Services
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Checks references 
and personnel file 

(if an existing/
prior) employee

Add to the notes 
section that the 

background 
check was 
completed

Final Candidate  
Recommended 

by Search 
Committee & 
selected by 

Hiring Manager

Is additional
 information needed and/or 
does submission need to be 
updated? If YES, reaches out 

to Hiring Department/
Manager 

Participates in 
daily morning 

huddle to 
review in-

process and 
new hire 

submissions

Based on existing 
assignments or workload, 
start working on new hire 

submissions and/or 
continue working on 

previously submitted hires

Conducts 
Quality Check 
on new hire 

documentation

Is this a Staffing 
Services hire?

Start working on new Hire 
submissions and/or 
continue working on 

previously submitted Hires.  

YES
Depending on Service(s) 
requested, may involve:

Services:
1. Create required 

paperwork
2. Create UNMJobs Hire 

Request and attach 
paperwork

NO

Supervisor 
reviews new 

Hire 
submissions and 

adds to Hire 
smartsheet

Conducts 
Quality Check 
on new Hires

Is additional information 
needed and/or does 

submission need to be 
updated? If YES, reaches 

out to Hiring Department/
Manager 

NO

Submit 
Background 

Check request 
to vendor 
(Sterling)

NO

Issue Offer 
Letter

Receives notification 
to review and accept 

Letter of Offer in 
UNMJobs

Accepts 
Offer?

Initiate Main Campus 
Onboarding through UNMJobs.

Send out email to candidate 
that outlines onboarding tasks, 
CC hiring manager and primary 

requisition owner 

YES

Completes New Employee 
Onboarding Tasks

1. Signs I9
2. Attends Orientation
3. Demographic Form

Starts staff 
position, 
attends 

appropriate 
orientation

End 
Process

Finish SPET by adding 
Final Candidate details; 

the tool will pull the 
other existing 

employees 

Is an Equity 
issue 

identified?

Can funding be found to 
support equity issues in 

impacted 
Department(s)?

Accountant notified to 
transfer funds to impacted 

Department(s) with 
understanding additional 

funds are built into the next 
FY budget

YES

Work with 
impacted 

Department(s) 
to address 

equity issues 

Contacts candidates 
not selected

Receives outcome of 
Background Check

Discusses reason why offer was 
declined with candidate.  Determine if 
there is room to negotiate? Is this the 
right person to negotiate? Move on to 

another candidate that hasn’t been 
dispensed?

NO

Provide additional 
information and/or 

fix submission

Provide additional 
information and/or 

fix submission

After reference checks are complete,  
gives verbal tentative offer to candidate 
and informs candidate it is contingent 

upon HR approval (e.g. Background 
Check and Salary/SPET approval)

 Discuss reason why offer was 
declined with candidate. 

Determine if:
1. There is room to negotiate
2. Is this the right person to 

negotiate?  
3. If another candidate that 

hasn’t been dispensed should 
be considered

After 
onboarding 

tasks are 
completed, 
change the 

applicant status 
from 

“recommend for 
hire” to “hired”

Workflow is 
triggered and 
assigned to 
transaction 

center 
(automatically 

adds to NEE 
roster)

Send email through 
UNMJobs that the 

employee is cleared 
to work. Send email 
to hiring department 

requesting 
clarification on 

requisition.

Close the 
requisition or 

continue
 to recruit

Start internal 
onboarding checklist

Audience: HR Agents and HR Coordinators

 The information provided in this document is intended for general information or best practice purposes. These recommendations are from the participants involved in the Staff Posting and Hire process collaboration. For detailed information on UNM's Human Resources Recruitment and Hiring Process Guide please go to: https://hr.unm.edu/client-services/recruitment-process-guide

• First option – bring impacted 

employees salary up to 
address the inequity. 

• Second option – limit salary 

of new hire to eliminate 
equity issues.

• Third option – choose a 

different candidate that 
doesn’t impact equity 

Will Hiring 
Department 

need support 
with requisition

YES

Complete Intake 
Form – or – send 

email to HR 
requesting support

Starts to pull 
paperwork together

Receives request to 
support requisition

Did candidate 
accept verbal 

tentative offer?

Receives verbal 
tentative offer

After discussions/
negotiations, did 
candidate accept 
verbal tentative 

offer?

Consider 
another 

candidate or 
repost position

NO

NO

Discuss issues with 
verbal tentative 

offer

YES YES YES

NO – CONSIDER 2ND

 OR 3RD OPTION

Complete other required 
paperwork:

1. Justification Memo
2. EPANS to address 

inequities (if needed)

Part 1: Create UNMJobs Hire 
Request and attach 

paperwork 
Attachments include:

1. Transcripts
2. Justification memo
3. Interview notes
4. References
5. SPET
6. Condition of employment 

requirements

Follows Hiring 
Department approval 

path

Part 2: 
1. Upload interview 
notes for all candidates
2. Complete DRA for 
interviewed applicants

3. Confirm position 
number vacancy

YES

YES

Reviews and 
approves 

Requisition

Go to process map 
without shared or 

staffing services supportNO

Green Shaded Boxes = Level 3 Org HR Shared 
Services

Light Blue Shaded Boxes = Main Campus 
Staffing Services

NO
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