
Office of Human Resources

Reviews and Posts

or 

Approves Waiver

Process Flow: Temporary SPA

Temporary SPA postings may be created from Position Type, which will create mostly blank fields or from 

Posting which copies stored information from an existing posting to the new posting. The minimum posting 

period is 3 calendar days, but can be longer if necessary. 

Department HR Representative

Initiates and approves Selection and Hiring Proposal

Marks applicants who were not selected for hire to a “Not Hired” status

When applicable, transitions Posting to filled, which is the final step

Posting Process Workflow

Selection and Hiring Proposal Workflow

Department HR Representative

Initiates Posting

(Creates from Position Type or Posting)

Note: Dept HR Rep selects the most comparable 
SPA branch/role based on the job duties

and requirements of the position.

Applicant Review

A Department HR Representative reviews applicants after the posting period has elapsed and enters the appropriate workflow state for each applicant 

Once a candidate is recommended for hire the Department HR Representative can initiate the Selection and Hiring Proposal 

For Waivers the HR Representative will receive an email with a link that allows the HR Representative or selected candidate to apply for the position 

before the posting close date.  

The Department HR Representative recommends the Waiver Candidate for hire and then initiates the Selection and Hiring Proposal
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