Step 1: Department completes
and submits a job description
form to HR (Recruitment) via
email to recruitu@smu.edu.

HR (Recruitment) will give job
description to Compensation for
processing.

Step 4: Department emails
HR (Recruitment) approval of
job posting draft.
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PROCESS FLOW FOR CREATING, FILLING OR RECLASSIFYING/PROMOTING A POSITION

LEGEND
= Department
= HR Recruitment

Recruitment
Step 2A
Timeframe:
Within 2
business days of
receipt

Recruitment Step
3 Timeframe:
Within 2 business
days of contact
with department

Recruitment

Step 5 Timeframe:
Within 1-2 business
days

CALENDAR

Recruitment

Step 6 Timeframe:

Day after priority
consideration
deadline

Step 7: Hiring manager
completes resume
review “form" and
submits form to HR
(Recruitment) for review
and approval.

CALENDAR

Recruitmet
Step 8 Til

Within two business
days of receipt

Step 9: Hiring manager conducts
search (interviews, reference
checks, etc.) and submits search
summary form and packet to HR
(Recruitment).




