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Receives letter of
recommendation from

Dean and reviews
transcripts

Notify college Administrative
Assistant of approved new hire
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generates Sakai account

Meet with new hire to
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training?

Typically 2+ Weeks
(Delay depends on the

start of the next pay period
after paperwork

completion)

Was the
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Contact candidate for
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offer

Do you approve
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candidate?

Send an email to Hiring
Manager and Dean

informing them of the
denial, and copy HR
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Process Help Desk ticket
from HR to create email

account
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Draft a letter of
recommendation, including
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of the

candidate?
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Notify Dean that the
Memo to Hire is approved

to make verbal offer to
candidate

Was the Memo to
Hire recommendation
approved by CHRO
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notating the candidate's

response to verbal
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Prepare Notice of Appointment
for candidate and send to
President, Provost, and

candidate via Dropbox Sign
and copy Payroll

https://forms.gle/rcSy5jyP5c9d4kKo6
https://forms.gle/rcSy5jyP5c9d4kKo6
https://forms.gle/rcSy5jyP5c9d4kKo6
https://drive.google.com/file/d/1Or-ssugq66aZ8e4fLwG-W4MHfJYNtD8S/view?usp=sharing
https://drive.google.com/file/d/1Or-ssugq66aZ8e4fLwG-W4MHfJYNtD8S/view?usp=sharing

