
Creating NEW position description – Budget does not currently exist                                                                     

(Classified / Faculty / FEAP / Non-Classified Staff Workflow) 
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 Supervisor/Hiring Manager creates 

position description  

(submits to next level supervisor, as applicable) 

*Optional:  Sr Level 

Supervisor Approval 

Cabinet/Provost 

Approval  

President Approval  

(initial review) 

(*submitted here ONLY if 

Supervisor/HM does NOT report 

directly to Cabinet/Provost or 

President) 

 

Human Resources 

(classification 

review)  

Budget  

President  

(reviews budget 

information)

ation) 

 
Human Resources 

(final review, prior to 

posting; if shared 

position, HR will hold 

until both presidents 

have approved)  

Human Resources 

(final review prior to 

posting; if shared 

position, HR will hold 

until both presidents 

have approved)  

Once all approvals 

received, Human 

Resources will create 

requisition and post 


