
UHCL Employment Flow Chart (Non Director/Faculty) 

Hiring Manager (HM) 
receives Compensation’s 
market analysis email and 
Employment is notified.

Employment creates the 
job posting and obtains 

the necessary 
departmental approvals.

Position is posted

Employment will 
notify the HM that 

the position has 
been posted.

Have those who will be 
reviewing applications 

completed employment 
training in the past  12 

months?

No Yes

Employment will set up a 
training session to discuss 
the search process before 

reviewers can view 
applications.

Employment 
provides the HM 
and reviewers (if 

any) search 
documents.

HM conducts 
interviews after 

receiving the 
necessary approvals 
from Employment*

HM choses a final 
candidate.

All search related 
documents must be 
correctly submitted 

to Employment.

HR Initiates 
background check 

for finalist.

HR creates job offer 
grid and receives 

necessary 
departmental 

approvals.

HR extends the offer 
of employment and 

solidifies 
acceptance.

Candidate is hired, 
onboarded, and the HM will 

receive an official notification 
regarding their new 

employee. 

Common delays in the hiring process:
Search Committee is slow in getting Matrix Summary and/or interview questions approved.
Lack of applicants can slow down the search process
Search committee delays in providing reference checks
Applicant counters original offer, that must be reviewed by HR, HM, etc.
Department rejects initial offer before verbal offer has been extended to candidates.
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