
Dept/Dean's 
Office 

discusses 
proposed 

position with 
campus 

Officer and 
gets budget 

approval.

Dept/Dean's 
Office 

discusses 
proposed 
position 

exemption 
request with 

HR.

Dept/Dean's 
Liaison 

obtains new 
position 

number from 
PeopleSoft 
HRMS and 

enters/verifies 
funding.

Dept/Dean's 
Office drafts 
OEP Position 
Description 

and sends to 
HR for 

informal 
exemption 

review.

HR provides 
feedback to 
Dept/Dean's 

Office 
including 

market salary 
pay range 

data. 

Dept finalizes 
position 

description 
and obtains 

Dean or Hiring
Authority's 
Supervisor 
signatures.

Grant-funded 
position 

descriptions 
are routed to 
VC Research 

for OCG 
signature.

Signed 
position 

description & 
organizational 
chart sent to 
HR for final 
exemption 
approval.

HR reviews 
position 

exemption 
materials and 

e-mails 
decision 
notice to 

Dept/Dean's 
Liaison.

HR approves 
position data in 

HRMS.

Dept/Dean's 
Liaison 
ensures 
position 
review 

process is 
complete and 
enters REC 

row in HRMS.

HR approves 
REC row in 

HRMS.

Hiring Dept 
reviews 
Search 
Process 

Guide and 
Search 

Checklist.

Hiring Dept 
discusses 

search plan 
with HR.

Hiring Dept 
establishes 

Search 
Committee, 
drafts job 

posting and 
final search 
plan, and 

sends to HR 
for review.

HR provides 
feedback on 
job posting 
and search 

plan to Search
Committee.

Dept Liaison 
enters final job
posting info in 

Jobs at CU 
and saves for 
HR posting 
approval.

HR reviews 
Jobs at CU 
posting for 

completeness 
and approves 
for posting.

Search 
Committee 
evaluates 

candidates 
and 

recommends 
finalists to 

Hiring 
Authority.

Hiring Dept 
finalizes Search
Summary and 

forwards to 
HR.

Hiring 
Dept/Dean's 

Liaison 
discusses 
proposed 

search waiver 
request with 

HR.

Dept/Dean's 
Liaison 
ensures 
position 
review 

process is 
complete and 
enters REC 

row in HRMS.

HR approves 
REC row in 

HRMS.

Dept Liaison 
enters basic 
job posting 

info in Jobs at 
CU and saves 

for HR 
approval.

HR approves 
Jobs at CU 

posting under 
"waiver" 

status and e-
mails quicklink

to Dept 
Liaison.

Dept Liaison 
forwards 

quicklink to 
candidate who
applies online 
and attaches 

resume.

Hiring dept 
completes 

Search 
Waiver Form 
and sends to 

HR (via 
Dean's office 
for academic 

units.)

HR notifies 
Dept Liaison 

or Dean's 
Office of 
decision.

Hiring Dept 
continues with 
candidate hire 

or begins 
recruitment 

process.

HR maintains 
official search 

waiver records.

Hiring 
Dept/Dean's 
Office makes 

hiring 
decision.

Hiring Dept 
prepares draft 

offer letter 
using UCB 
approved 
template.

Dept/Dean's 
Liaison sends 

draft offer 
letter by e-mail

to HR-
OFFER@colo

rado.edu.

HR e-mails 
changes back 
to dept/dean's 

liaison.

Dept Liaison 
sets finalist 

status in Jobs 
at CU to 

"recommend 
for hire" to 

start 
background 

check.

Hiring 
Authority and 
Dean/Hiring 

Authority 
Supervisor 

signs finalized 
offer letter.

Hiring Dept 
obtains 
finalist's 

signature.

Dept/Dean's 
Liaison sends 

completed 
offer letter to 

HR.

HR adds offer 
letter info to 
Delegation 
Report and 
forwards to 

Chancellor for 
final approval.

HR provides 
approval info to

Hiring Dept, 
Dean/Division 
Office, Faculty 

Affairs, & 
Budget 

Officers.

Department Action
Human Resources Action

OFFICER/EXEMPT PROFESSIONAL (OEP) HR PROCESS WORKFLOW

HIRING AND APPOINTMENT PROCESS

Note:  Hiring departments must use the UCB OEP Offer Letter Template.  See HR OEP Process Guide for specific information on offer letter effective date requirements.

POSITION EXEMPTION REVIEW AND APPROVAL

Note:  Within Academic Affairs, all department or unit actions must be routed for approval through the dean's office by the dean's liaison.

Note:  Hiring department must complete the position exemption review/approval process before starting a recruitment.

Note:  Before requesting a search waiver, review the list of appropriate waiver reasons on the Search Waiver Request Form. Hiring department must have completed the position exemption review/approval process.

RECRUITMENT

SEARCH WAIVERS


