
Search Chair/Hiring 

Manager creates or modifies 

Search Chair/Hiring Manager 

creates the job card/requisition
(job posting) from the position 

description in PageUp 

Job description goes 

through approval process 

Job card/requisition goes 

through approval process  
Position posted  

Committee conducts phone 

screen/video interviews 

applications and rates applicants 

according to search criteria  

Committee identifies top 3 

candidates and changes 

statuses  to “reference checks” 

in PageUp 

Committee reviews applications, 

identifies unqualified applicants 

and search chair changes 

statuses in PageUp  

Posting closes 

Dept Head/Dean/EO approve 

applicants in PageUp 

Committee conducts on-campus 

interviews 

Committee selects final 

candidate and updates all 

statuses in PageUp 

Dept Head/Dean/EO approves 

top applicant in PageUp 

Academic Affairs develops offer 

and changes status to “verbal 

offer” 

Verbal offer made and status 

updated in PageUp 

If offer declined, Search Chair 

changes status to “Offer 

Declined” and returns to step 3 

If offer accepted, notify 

Academic Affairs to initiate 

background check and  to 

generate contract 

Applicant notified via Pageup to 

review and accept offer /contract 

Search Chair changes statuses 

of all applicants and 

communicates turndowns 

Onboarding 

Search Chair 

Notified via 

PageUp 

Search Chair 

Notified via 

PageUp 

Search Chair 

Notified via 

PageUp 

Search Chair 

Notified via 

PageUp 

Questions? Use the following key to contact the appropriate office: 

Academic Affairs (Bree Butler 227-2580) 
Equal Opportunity (Chad Allard 227-2417) 

RECRUITING WORKFLOW 
Faculty  

1. Posting a Position

2. Selecting Applicants

3. Selecting a Finalist
4. Making an Offer

Search Chair conducts reference 

checks and updates statuses in 

PageUp 

Search Chair 

Notified via 

PageUp 

Search Chair 

Notified via 

PageUp 

position description in 

PageUp 

https://www.nmu.edu/hr/sites/Drupalhr/files/UserFiles/Files/Pre-Drupal/Employment/Creating_a_position_description.pdf
https://nmu.edu/hr/sites/hr/files/2024-02/Modifying%20a%20Position%20Description.pdf
https://nmu.edu/hr/sites/hr/files/2024-02/Creating%20a%20Job%20Card.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Search%20Chair-%20Accessing%2C%20reviewing%2C%20rating%20and%20ranking%20applicants.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Search%20Chair-%20Dispositioning%20Applicants.pdf
https://nmu.edu/sites/hr/files/d7files/Files/Pre-Drupal/Employment/Making_an_Offer_for_a_Faculty_Vacancy_under_the_Provost_and_Vice_President_for_Academic_Affairs.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Making_an_Offer_for_a_Faculty_Vacancy_under_the_Provost_and_Vice_President_for_Academic_Affairs_0.pdf
https://www.nmu.edu/hr/sites/Drupalhr/files/UserFiles/Files/Pre-Drupal/Employment/Making_an_Offer_for_Staff_Vacancy.pdf
https://www.nmu.edu/hr/sites/Drupalhr/files/UserFiles/Files/Pre-Drupal/Employment/Making_an_Offer_for_Staff_Vacancy.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Search%20Chair-%20Dispositioning%20Applicants.pdf
https://nmu.edu/hr/sites/hr/files/2024-02/Creating%20a%20New%20Position%20Description.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Committee%20Member-%20Accessing%2C%20Reviewing%20and%20Rating%20Applicants.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Search%20Chair-%20Dispositioning%20Applicants.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Search%20Chair-%20Dispositioning%20Applicants.pdf
https://nmu.edu/hr/referencechecks



