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Department User 
Create Posting 

Department 
Approver 

Institutional 
Compliance 

Approval 

Dean/ 
Division Approval 

Executive 
Approver 

Human 
Resources 
Technician 

Financial Services 
University HR for 

Posting 

HR Employment 

(West Plains postings 
route to WP HR, then 

follow the remainder of 
this workflow 

Human Resources 
Director 

Closed  
(Posting removed from the website and is no longer viewable to applicants) 

First Date of Consideration  
(Posting remains on the website and continues to accept applications) 

Posted  
Position remains in “Posted” workflow state until 

the First Date of Consideration or Close Date. 



Full Time Faculty and Staff Applicant Interview Approval Workflow 
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Department Review- 
Applicant Reviewer  

for interview approval) 
 

Once the posting is 
Closed or moved to First 
Date of Consideration 
(FDC), the Applicant 
Reviewer moves selected 
applicants to 
Recommend for 
Interview and enters a 
clear rational for each in 
the text box provided. All 
other applicants should be 
moved to Not Hired, with 
the appropriate non-
selection reason from the 
dropdown menu. 
 

Not Hired 
Recommend 

for 
Interview 

Department 
Approver 

(for interview 
approval) 

 

Institutional 
Compliance  
(for interview 

approval) 

Dean/Division 
Approver  

(for interview 
approval) 

Executive 
Approver 

(for interview 
approval) 

Interview 
Pool 

Approved 
(schedule 

interviews) 

Applicants cannot be contacted until interviews are approved. All recommended applicants must be 
approved by every approver (blue boxes).  
 
Once approval is complete, the Applicant Reviewer receives an email notification, the posting status changes 
to Interview Pool Approved (Schedule Interviews), and approved candidates appear in Approved for 
Interview status. 

                   

Approved for Interview 

 

Recommend 
for Hire - 

Initiate Hiring 
Proposal/PAF 

Not Hired 

Applicants not hired should be coded with the 
appropriate non-selection reason.  The applicant 
selected for hire should be coded as Recommend for 
Hire/Initiate Hiring Proposal/PAF.   

Once the applicant is moved to this state, the applicant’s 
record will have a new option to Start Full Time Hiring 
Proposal indicated with the  icon.   

Applicant Reviewer or 
Department User  

Initiates Hiring Proposal  
(see next workflow) 

Refer to manual for 
instructions on completing 
the hiring proposal.  Refer 
to the Full Time Faculty 
and Staff Hiring Proposal 
Workflow for needed 
approvals. 

These actions are taken on the 
individual applications in the ATS. 

 

These actions are taken on the posting. 

These actions are taken on the individual applications in the ATS. 

 



Full Time Faculty and Staff Applicant Hiring Proposal Workflow 
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Applicant Reviewer or 
Department User  

Initiates Hiring Proposal 

Department 
Approver 

HR Initial Review* 
(Springfield or West Plains) 

Dean/Division 
Approver 

Institutional 
Compliance 

Executive 
Approver** 

HR Final Review*** 
(Springfield or West Plains) 

*HR Initial Review (Springfield 
Faculty Hiring Proposals) HR will 
provide approved verbal offer language 
(contingent on background check); 
initiate background check; advance to 
Dean/Division approver once complete. 

**Executive Approver 
(Faculty Only) Provost’s 
Office generates and 
collects employment 
letter prior to HR Final 
Review. 

***HR Final Review (Springfield Staff Hiring 
Proposals) HR confirms receipt of reference 
checks; provides approved verbal offer 
language (contingent on background check); 
initiates background check; notifies 
department when cleared for official offer; 
provides offer letter template for exempt staff. 
(Letters not required for non-exempt hires). 

Hired 

Hired HR Routes hiring 
proposal for 
notifications; HR closes 
posting in ATS; system 
sends non-selection 
emails to applicants. 

These actions are taken on the Hiring Proposal in the ATS. 


