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AVP reviews the request and obtains 

copies of the Job Description, Essential 

Job Functions, Advertisement 

Announcement and Provisional Position 

Requests forms from the Sponsor 

AVP 

determines if 

appointment 

duration is 

greater than 1 

year? 

No 

Yes 

Sponsor identifies qualified 

candidate and provides AVP a 

copy of resume. AVP drafts 

offer letter and completes 

Search Waiver request to 

through to the Provost’s Office 

for approval. 

Provost’s Office 

sends approved 

Search Waiver to 

HR  

HR Notifies Dept 

when the position is 

approved by ADHE 

and can be filled. 

Applications are received and evaluated in 

the PeopleAdmin system. AVP Makes 

final selection and processes Export 

Control. 

Applicant Tracking Workflow 2 

AVP prepares offer letter and 

works with HR if a 

background check is required. 

New Hire paperwork and EPAF are 

processed with HR 

AVP begins the recruitment process and 

the position number is assigned and job 

description and posting is created in 

PeopleAdmin. 

Applicant Tracking Workflow 1 

 

Associate Vice Provost/Research Office (AVP) 

Hiring Procedure Workflow 

Sponsor submits email request 

and required documentation 

XXXXX to Dept. Chair and 

Dean for new Provisional 

Position. 

Dept. Chair and Dean review 

and approve new Provisional 

Position request and forward 

approval to AVP. 

AVP sends Provisional Position Request 

Form to HR for Submittal to ADHE 

AVP executes 

Export Control 

Review (if 

applicable) 

 

Offer letter, and background checks are 

reviewed and approved through the 

PeopleAdmin system. 

Applicant Tracking Workflow 3 

Sponsor send offer letter to 

applicant and provides AVP 

with the signed offer. 

Visas documents are 

processed and Office of Int’l 

Students signs off on J1 (if 

applicable) 

New employee arrives on 

campus and meets with AVP 

for processing instructions. 


