
HR Recruitment Process

Hiring Manager 

prepares Personnel 

Requisition (PR) 

Form

PR routed to Business 

Services for budget 

approval?

PR returned to 

Hiring Manager/

Department.

If No

PR forwarded to 

Human Resources 

for processing

If Yes

HR determines if there is an 

Eligibility List for requested 

classification

Send Hiring 

Manager top 3 ranks 

of candidates from 

Eligibility List

Yes

Hiring Manager 

interviews all 

candidates.

Hiring Manager 

completes two 

professional 

reference checks for 

external candidate.

Hiring Manager 

completes PR to hire 

new employee and 

submits to HR.

End Recruitment 

Process

Begin HR 

Onboarding Process

Create posting for 

requested 

classification

Develop exam 

materials

Screen 

applications

Process Exam 1

Process Exam 2

Create and ratify 

Eligibility List

No
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Begin HR Onboarding Process

Hiring Manager 

completes PR to hire 

candidate and 

submits to HR.

HR contacts 

candidate and offers 

position.

Pre-Employment 

documents 

prepared for 

candidate.

External candidate 

completes pre-employment 

process, including TB 

clearance and background 

checks.

Did candidate 

successfully complete 

pre-employment?

Candidate and 

Hiring Manager 

notified.

End of Process

Complete 

onboarding with 

Human Resources 

Staff

Copy of offer letter 

sent to Hiring 

Manager.

End of ProcessNo Yes
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Candidate referred 

to external vendor 

for pre-employment 

physical.

Does classification 

require pre-

employment physical?

No

Yes

Did candidate complete 

and pass pre-employment 

physical examination?

Yes

No


