>  Workflow for New Headcount and Position Postdoc Module
Modification

School Research
Administrator
(SRA)

Reviews

- Source of funding
Postdoc - Funding amount Office of HR

Administrator
o and max budget Postdoctoral Information

Affairs (OPA) System (HRIS)

ELES

Supported fully e

- New Headcount or partially

- Position by a sponsored
Modification project?
(Reclass/Prom)

Creates
- Position
Description HRIS establishes
Finance - Classification position and budget
Director (FD) - Funding

Reviews

- Source of funding
- Funding amount
and max budget

Purpose
These are two separate processes but both require the same approvals and routing. PeopleAdmin
1. Create New Position - Used to establish a new headcount within a department
aich uis
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2. Modify a Position - Used to initiate changes for an existing position
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Posting for Research and PostDoc module Postdoc Module

Postdoc Postdoctoral

Administrator Affairs (OPA)
PA

Initiates - Post the position
to gwu.jobs

Posting Request

- For non-
competitive hire,
quick link is

2-5 ar n i he PA7 m

1. Review applications submitted in PA7 (if competitve hire)

2. Interview and shortlist candidates (if competitive hire)

3. Request at least 2 reference letters for candidate to be offered position

4. Make verbal offer and complete negotiations

5. Provide candidate details to Postdoc Administrator for submitting Hiring Proposal
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Postdoc
Administrator
PA

Initiates

- Dispositions all
applicants
-Submits hiring
proposal including
reference letters

Hiring Proposal

Supported fully
or partially
by a sponsored
project?

School
Research
Administrator
(SRA)

Reviews

- Source of funding
- Funding amount
and max budget

Finance
Director (FD)

Reviews

- Salary and funding
sources for pay
offered to the
candidate

Associate Dean
for Research
(ADR)

Reviews

e o Justification for paying
over the max and
approves/disapproves

Office of
Postdoctoral
Affairs (OPA)

Is the candidate an
advanced postdoc?

Reviews and Acts

- Issue appointmnet
letter

Postdoc Module

Notes:

1. Advanced postdocs are those whose salary exceeds the established threshold. For FY 24, this is

$66,187. This is subject to change annually.

2. If the postdocis an advanced postdoc, then ADR approval is required. For basic postdocs, schools
may choose to have the FD route the request to ADR for their awareness, but ADR approval is not

required.

Office of
Postdoctoral
Affairs (OPA)

Final Disposition

Performs - Issues revised
appointment letter if
needed due to delays
in visa, background
check, etc.

- Background Check

HR
Information
System (HRIS)

HRIS establishes job
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