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New Position

{ull Time, Part Time & VTS

r/

Step 1: Identify need.
Submit job description
and SOM Position

Approval Form to
Section HR for review/

CBO approval.

*_,

Step 2: Section HR
and/or CBO discuss

with HR Consultant

and/or submit
written request for

p

Processing Requests for New Position,
Reclassification, Equity Review

\ 4
Backfill PositioD

A\ 4
Step 1: Employee
resigns or is
terminated

\ 4

Step 2: Review staffing needs;

if determined the need to refill
position submit to Section AO/
CBO the SOM PAR .

\ 4

Step 3: Section AO/

CBO reviews/
approves, and

forwards to SOM for
approval.

Discuss other

options

approval.

\ 4

y > IFNOT

Step 3: HR APPROVED
Consultant
agrees/approves
and notifies v
Section AO/CBO.

v

Step 4: CBO
approves/signs
SOM PAR and
submits to SOM
Dean’s Office for
approval.

Step 5: SOM
approves and
notifies CBO

v

Step 6: Section AO
or CBO notifies Dept
so they can begin
the recruitment

process.

Step 7: Section AO enters
position in Talent Central
listing Dept AO as hiring
manager

/

Step 4: SOM
approves and
notifies CBO

A
Step 5: Section AO or
CBO notifies Dept so they
can begin the recruitment
process.

v

Step 7: Section AO enters
position in Talent Central
listing Dept AO as hiring
manager

—

For Talent Central:

‘—N/ SOM Recruiter — Felicity Haugen

Nurse Recruiter — Keith Vencel

\ 4

Position
Reclassification

!

Step 1: Identify need. Submit
to Section AO/CBO for

IF NOT
APPROVED

Discuss
other
options

Step 1: Identify need/concern.

Has the employee’s role
changed significantly?

Step 2: Foran
employee to be
reviewed, submit to
Section AO/CBO the

This should include
new tasks and or
additional

| responsibilities,level of

employee’s updated
resume and a

review/approval staff May involve
member’s updated resume, —J» conversation
actual job description with CBO
(including % effort), SOM
Position Approval Form.
\ 4
Step 2: Section
approves of review
and submits packet
to HR consultant for
review.
A\ 4
\ 4 [ IFNOT
Step 3: HR ”| APPROVED
Consultant
notifies Section A
AO/CBO of Discuss
approval. other
options
A\ 4
Step 4: CBO
approves/signs SOM

PAR and submits to
SOM Dean’s Office
for approval.

v

Step 5: SOM
approves and
notifies CBO

) 4

Step 5: Section AO or CBO
notifies Dept. Change is
entered into ePac with
approved SOM PAR
attached.

[
|
\

\

detailed listing of all
functions.

v

Step 3: Section
AO gathers data
necessary to

autonomy,
accomplishments,
process improvements,
etc.

Should CBO not
- |approve/agree will

complete analysis
and reviews with
Section CBO.

\_¢

" |have conversation
with Dept AO

analysis is warranted and
submits request and data
analysis to HR consultant
for further review.

Step 4: CBO agrees equity

\ 4

Step 5: HR consultant
reviews and notifies
Section AO/CBO of
recommendation

[ IFNOT
”"| APPROVED

v

A

Step 6: Section AO/CBO
notifies Dept AO of
recommendation

Discuss other
options

/(eclassification approved\

follow the reclassification
process for SOM approval

\ 4

ﬁlary adjustment approved -
enter change in ePac — attach

email approval (SOM approval
not required)
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