
UI Recruiting Process

SEARCH Onboarding

1. Determine the
search committee

members, advertising 
salary range, and 

venues.

2. Position
advertises
for 14 days
min. Search
Chair & HR

initially 
screen 
apps.

3. Screen and narrow
the pool. Conduct
phone/in-person

interviews.

4. Evaluate
interviews,
determine

best 
candidate. 
HR requests 

to hire.

1. 
Employee 

leaves/new 
position 
created. 2. Dept.

works with
HR to 

determine 
classification
/job duties.

3. HR advises
on 

qualifications 
and confirms 
 needs for 
the search 

(salary 
negotiations & 

start date 
determined).

(salary 
negotiations & 

start date 
determined).

Vacancy

LJD

Org Chart

External 
docs.

Move to SEARCH Move to Onboarding

Start 
Here

HR works with 
supervisor/new
-hire to set-up
appt (Appt info 

form).

Supervisor 
creates 

training plan.

Designed 
by EAK

How to Create an LJD: http://hr.uiowa.edu/dept-comp-
class/creating-local-job-description

Search Committee Training Manual: 
https://hr.uiowa.edu/sites/hr.uiowa.edu/files/2019-09/PS-
Faculty-Search-Committe-Manual.pdf

Employee Onboarding site: 
http://hr.uiowa.edu/onboarding

Complete
I9 with HR.

Done!
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