
Search Chair/Hiring Manager 

creates or modifies position 

description in PageUp.  

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 internally and if 

necessary, externally 

Committee selects candidates to 

interview and search chair 

updates statuses in PageUp 

Optional: Committee pre-

screens qualified candidates 

Optional: Committee selects 

candidates to pre-screen and 

search chair updates statuses in 

PageUp 

Committee identifies unqualified 

applicants and search chair 

updates statuses in PageUp. 

Posting closes 

EO reviews candidates to be 

interviewed and approves in 

PageUp 

Committee conducts 

interviews 

Committee selects final 

candidate and updates statuses 

in PageUp 

Search Chair conducts 

Reference Checks and updates 

statues in PageUp 

EO approves candidate for Hire/

HR Develops Offer 

HR conducts salary review for 

AP/non-rep positions and 

contacts Dept Head 

HR approves candidate for Hire/

Verbal Offer 

Verbal offer made and status 

updated in PageUp 

If offer accepted, notify HR to 

initiate background check 
Contract generated 

Disposition (change status of) all 

applicants 

If offer declined, Search Chair 

changes status to “Offer 

Declined” and returns to step 3. 

Onboarding 

Search Chair 

Notified via 

PageUp 

Search Chair 

Notified via 

PageUp 

Search Chair 

Notified via 

PageUp 

Not qualified 

applicants 

notified via 

Search Chair 

Notified via 

PageUp 

Dept Head 

notified via 

PageUp to 

approve 

Applicant 

notified via 

PageUp to 

review and 

accept offer 

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

  Human Resources (Julane Cappo 227-1493, Brenda Bickler 227-2114) 

Equal Opportunity (Chad Allard 2417)

RECRUITING WORKFLOW 
Staff 

1. Posting a Position

2. Selecting Applicants

3. Selecting a Finalist 4. Making an Offer

https://nmu.edu/hr/sites/hr/files/2024-02/Creating%20a%20New%20Position%20Description.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-%20Dispositioning%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-%20Accessing%2C%20reviewing%2C%20rating%20and%20ranking%20applicants.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/hr/sites/hr/files/2021-08/Making%20an%20Offer%20for%20a%20Staff%20Vacancy.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Search%20Chair-%20Dispositioning%20Applicants.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Making%20an%20Offer%20for%20a%20Staff%20Vacancy.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/2021-08/Search%20Chair-%20Dispositioning%20Applicants.pdf
https://nmu.edu/hr/sites/hr/files/2021-08/Making%20an%20Offer%20for%20a%20Staff%20Vacancy.pdf



