Recruiting Research Staff

CREATE/MODIFY POSITION DESCRIPTION

Initiator receives an email
notification that position

has not been approved |«
and requires corrections
If new position, and resubmission.
verify that the
award has a salary 4
line. \ 4 T
| |
’ Using Position SRA/Dept Staff enters/ P .
Description Form, SRA/ updates position FD reviews available ) . ”/I/:unded by
Vacant/New Dept Staff works with description in funding and N
. < P < =
research position > Principal Investigator > PeopleAdmin (PA7) B identifies max < S AL y < \?tar‘tfzzdzr?Dept/
(P1) to create or modify and submits to FD budget for position. h 4 ¢
position description . for review.1
Y

SPA2/OVPR reviews
funding source for
the request.

FD submits to
CCAS HR to review
position description

and classification.

" SPA2/OVPR
. approved?

v

SPA2/OVPR submits
to CCAS HR to
review position
description and

classification.

—

Description is ready

for posting.

CCAS HR submits to p . Comp updates

HR Compensation N O . Initiator receives

/ N osition information .
CCAS HR >——Y-P (Comp) to review the ——P< HR Comp DY P< New position or pos! P approval email and
. approved? - R T B ~_ Approved? - __ reclassification? in Banner and position #
activates the position. '
and classification. P
| A I | A
N

{ N {

CCAS HR receives an email
notification that position has
not been approved. CCASHR | |

works with Comp and initiator
to make changes (may require
resubmission).

CCAS HR works with

the initiator to make

changes (may require
resubmission).

Comp sends to HRIS
to create position in
Banner.

confirm position
information.

CCAS HR receives
email notification to

i
‘.
'
'
.
I
.
.
.
.
.
.
I
.
.
.
.
.
.
.

| 4

See Selecting and Hiring Research

Staff process map.

Notes:

1. Must include: Org number, job summary, location, and classification. For new position, department may choose to clone a

Columbian Coll
previous job description from PA7. See “Research People Admin — General Guide” for more details. olumboian Lolege

of Arts & Sciences

GW
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