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Faculty Recruiting Process Map - TTT New Hire

START

Email Position# 
to VPAA & 

Search Plan to 
DEI

Confirm 
Position#

Ask Dept to 
complete 

Google Form

Initiate REQ & 
complete 

Google Form

Review REQ & 
submit to Dean 

& DEI

When 
approved, Req 
migrates to 

Interfolio FS

Set up the 
posting 

according to 
Google Form

Review & 
Publish the 
posting in 

Interfolio FS

Post the job ad 
on external job 

boards

Set the Posting 
Status to 

Accepting 
Applicants

Schedule Search 
Committee 

training with 
OFD

Provide 
Interfolio FS 

training if 
needed

Review 
applicants

SC Chair: 
complete Faculty 
Recruitment form

SC Manager: 
pull EEO report 

from Interfolio FS

Perform 
interviews

SC Manager: 
Move Top 

candidate to Dean 
Recommended 

for hire

SC Manager: 
Email Dean's 

Office

Review & add to 
Hiring Proposal; 
Email to OOP & 
Budget Office

OOP & Budget 
Office approve

Make Informal 
Offer; Change 
status to Offer 

Pending

Offer 
accepted? Yes

Change 
Candidate's 

status to Offer 
Accpeted

Email signed 
offer to OOP & 

VPAA

No

Change 
Candidate's 

status to Offer 
Declined

Tie Candidate to 
REQ; Perform 
background 

check

Candidate's 
application info 
migrate to iO

Draft Formal 
Offer Letter & 
circulate via 
Adobe Sign

Extend Formal 
Offer in iO

Offer 
accepted? Yes

Download 
accepted Offer 
Letter; Move to 

HR

Notify Dean, 
Asst Dean, 

OOP that Offer 
was accepted

END

iO Interfolio Faculty Search iO

DEI review & 
approve 

Search Plan

No
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