
Emory University
Open Recruitment Process

Version: 1.0
Date: June 5, 2007

1.1 Identify Need

Approver

Recruiter/HR

1.2 Planning 
Huddle

1.3 Complete and 
Save Requisition 

Form

1.4 Route for 
Approval

Recruiter/HR

1.6 Update 
Requisition 

Status -
Approved

1.5 Approve or 
Decline 

Requisition

YES

Requisition 
Requires 

Approval?

NO

Hiring Manager

Admin or Hiring Manager or

Admin or

Hiring Manager

Admin

Notify of Requisition 
Approved

KRB

Requires 
Additional 
Approval?

Approved 
Requisition 

StatusApproved?

1. Typical Approvers might be HR Rep; Dept 
manager; Business manager; Director; Dean or 
Chair.

KRB

Notify of Requisition 
Approval Required

Pending 
Requisition 

Status

NO

Notify of Requisition 
Declined

Declined 
Requisition 

Status

NO

YES

1

1.0 Creating a Requisition and Routing for Approval

Move to Step 
2.0



Emory University
Open Recruitment Process

Version: 1.0
Date: June 5, 2007

2.1 Access 
requisition from 

Approved 
requisitions

2.3 Reviews/edits 
requisition for 

accuracy

2.4 Select Talent 
Gateways and 

Post to 3rd Party 
Sites

2.6 Create 
Working Folder 

(optional)

 HR Recruiter

2.7 Setup 
Overnight Search 

(optional)

HR Recruiter

 HR Recruiter  HR Recruiter

 HR Recruiter  HR Recruiter

HR Recruiter

2.2 Planning 
Huddle to 

Discuss Sourcing 
Strategy

Hiring Manager

2.5 Alternative 
Advertising 
Strategy as 

Needed

Notify of Requisition 
Opened

Open 
Requisition 

Status

2.0 Opening and Posting a Requisition

Move to Step 
3.0
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3.1a Logon to 
Emory’s Intranet 

or PeopleSoft 
Self-Service Page

Candidate

3.2a Search 
Openings

3.3a Apply and 
Complete Profile

CandidateCandidate Candidate Candidate

3.6a Display On 
Screen 

Confirmation

KRB

3.7a Candidate 
Auto-Filed to 

requisition Folder

KRB

0-Filed HR 
Status

3.5a Answer 
Eligibility, Minimum 

Qualifications  
Questions

3.4a Upload any 
Candidate 

Attachments 
(optional)

Notify Candidate of 
Successful 

Application and 
Reference Number

Talent Gateway 
Form

3.0a Candidate Application (Internal Gateway)

Move to Step 
4.0
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3.1b Visits Emory 
Career Site

Applicant

3.2b Search 
Openings

3.3b Apply and 
Complete Profile

ApplicantApplicant

3.7b Display On 
Screen 

Confirmation

KRB

0-Filed HR 
Status

3.6b Complete 
Self Identification

Applicant

EEO Form

3.8b Candidate 
Filed to 

requisition Folder

KRB

3.4b Upload any 
Candidate 

Attachments 
(optional)

Applicant
3.5b Answer 

Eligibility, Min 
Qualification, and 

Additional 
Questions

Applicant

Notify Candidate of 
Successful 

Application and 
Reference Number

Talent Gateway 
Form

3.0b Candidate Application (External 
Gateway)

Move to Step 
4.0
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3.3c Link to 
Emory Career 

Site/Job Details 
Page

Applicant

3.1c Visits Job 
Board

Applicant

3.2c Search 
Openings and 

Click Apply

3.4c Apply and 
Complete Profile

ApplicantApplicant

3.8c Display On 
Screen 

Confirmation

KRB

0-Filed HR 
Status

3.7c Complete 
Self Identification

Applicant

EEO Form

3.9c Candidate 
Filed to 

requisition Folder

KRB

3.5c Upload any 
Candidate 

Attachments 
(optional)

Applicant
3.6c Answer 

Eligibility, Min 
Qualification, and 

Additional 
Questions

Applicant

Notify Candidate of 
Successful 

Application and 
Reference Number

Talent Gateway 
Form

3.0c Candidate Application (Job Board)

Move to Step 
4.0
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4.1 Review 
Requisition 

Folder (All 0-
Filed)

Recruiter/HR

NO

Meets minimum 
qualifications?

 Recruiter/HR

4.2 Filter by 
Minimum 

Qualifications 
Score

 Recruiter/HR

4.3 Update Status –
Did Not Meet Min 

Quals

Does Not 
Meet Min. 

Quals

No Thanks Email

 Recruiter/HR

4.4 Update Status –
Recruiter Review

Recruiter 
Review

Recruiter Review 
Email

YES

4.0 Preliminary Removal of Non-Qualified Candidates

Move to Step 
5.0
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5.1 Review 
Applicant Pool

5.2 Filter Req 
Folder Using 

Keyword Search 
Against Job 
Description 

Recruiter/HR

Recruiter/HR

5.3 Review Search 
Results

Recruiter/HR

 Recruiter/HR

5.2 Filter Req 
Folder Using 

Random Selection

YES

Is applicant pool 
size appropriate?

 Recruiter/HR

5.2 Filter Req 
Folder Against Yrs 
of Experience and 

Education

Is applicant pool 
size too large?NO

5.4 Review 
Candidates in 

Working Folder

Recruiter/HR

NO

 Recruiter/HR

5.5 Filter Working 
Folder Against Yrs 
of Experience and 

Education

5.5 Filter Working 
Folder Using 

Keyword Search 
Against Job 
Description 

Recruiter/HR  Recruiter/HR

5.5 Filter Working 
Folder Using 

Random Selection

5.6 Email Filtered 
Candidates to 

Apply to Position

Recruiter/HR

5.0 Defining Preliminary Applicant Pool

Move to Step 
6.0
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6.1 Review 
Resumes of 

Selected Applicants 
in Requisition 

Folder

Recruiter/HR

NO

Meet minimum 
qualifications?

 Recruiter/HR

6.2 Assess Each 
Applicant in Pool 
for Qualifications 

Beyond Score

 Recruiter/HR

6.3 Update Status –
Did Not Meet Min 

Quals

Does Not 
Meet Min. 

Quals

No Thanks Email

 Recruiter/HR

6.4 Update Status 
of Most Competitve 
Applicants – Hiring 

Manager Review

Hiring 
Manager 
Review

Hiring Manager 
Review Email

YES

 Recruiter/HR
6.5 eLink 

Applicants in Hiring 
Manager Review 
Status to Hiring 

Manager

6.0 Candidate Selection

Move to Step 
7.0



Emory University
Open Recruitment Process

Version: 1.0
Date: June 5, 2007

Emory Interested?

7.4 Update HR 
Status

Recruiter/HR or

Rejected 
Phone 
Screen

Applicant 
Disposition 

Form

No Thanks Email

Phone 
Screen

Recruiter/HR or

7.1 Review 
Referred 

Applicants

Hiring Manager

Interested?

Y7.2 Update HR 
Status – Rejected 

Resume

Recruiter/HR

Rejected 
Resume

Applicant 
Disposition 

Form

NO

No Thanks Email

Hiring Manager

7.3 Update HR 
Status – Phone 

Screen

Phone Screen 
Required?

YES YES

EUV/ETS 
Telephone Pre-

Screening

Phone Screen 
Email

NO

NO

YES
7.6 Update HR 

Status - Interview

Recruiter/HR or

Hiring Manager

Interview

Hiring Manager

Applicant Data 
Form

Interview Email

7.0 Hiring Manager Review

Candidate 
Interested?

7.5 Update HR 
Status

Recruiter/HR or

Candidate 
Withdrew

Applicant 
Disposition 

Form

Thanks for 
Considering Us 

Letter

NO

Hiring Manager

YES
Move to Step 

8.0
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8.1 Schedule 
Interview

Recruiter/HR

8.3 Send 
Interview 

Confirmation

Recruiter/HR

8.2 Arrange 
Interview 
Logistics

Recruiter/HR

Hiring Manager or

Admin or

Admin or

8.4 eLink Resume 
to Interviewers

Recruiter/HR

Hiring Manager or

Admin or

EUV/ETS 
Interview 

Confirmation

Admin or

8.0 Scheduling Interviews

Move to Step 
9.0
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Recruiter/HR

9.2 Interview 
Recap Meeting YES

N

NO
9.1 Conduct 

Interview

Recruiter/HR

Hiring Manager

Interviewers

Hiring Manager

Interviewers

Possible Finalist? Candidate 
Interested?

Additional 
Interviews?

NO

9.4 Update HR 
Status –

Candidate 
Withdrew

Candidate 
Withdrew

NO

9.3 Update HR 
Status – Rejected 

Interview

Rejected 
Interview

Not a fit letter

Applicant 
Disposition 

Form

Thanks for 
considering us 

letter

Applicant 
Disposition 

Form

YES

YES

Recruiter/HR
Hiring Manager or

Admin or

Recruiter/HR
Hiring Manager or

Admin or

9.0 Conducting Interviews

Move to Step 
10.0
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1. These three processes are simultaneous.

External 
Candidate 
Reference

Consumer 
Records Form

10.1 Final 
Candidate 
Identified

Hiring Manager

10.4 Background/
Testing/

Reference 
Checks

10.3 Update HR 
Status –

Background 
Check

10.5 Salary Calc 
Tool-Final Salary 

Calculated

Recruiter/HR

Background 
Check

Recruiter/HRRecruiter/HR

Pass?

Did Not Pass 
Pre-

Employment 
Verification

NO

Background 
Check Email

10.7 Update HR 
Status – Did Not 

Pass Pre-
Employment 
Verification

Recruiter/HR

Rejection Letter

YES

1 1

10.2 Contact 
Selected Finalist

Recruiter/HR
Hiring Manager or

Admin or

10.0 Pre-Employment Verification

Move to Step 
11.0

10.6 Schedule 
New Hire 

Orientation

Recruiter/HR
1

Authorization 
and Consent
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Recruiter/HR

11.1 Update HR 
Status – Offer 

Pending

Recruiter/HR

Hiring Manager

Approved?

Offer Accepted?

Y

Recruiter/HR

Offer 
Declined

Offer 
Pending

11.2 Complete/
Revise Offer 

Approval Form and 
Route for Approval

11.5 Update HR 
Status – Offer 

Extended

Offer Approval 
Form

Recruiter/HR

Offer 
Extended

11.7 Update HR 
Status – Offer 

Declined

11.4 Verbal Offer 
to Candidate

Hiring Manager

Negotiate Offer?

Recruiter/HR

Applicant 
Disposition 

Form

Thanks for 
considering us 

letter

Hiring Manager or

Admin or

Approver

11.3 Approve or 
Decline Offer

YES

NO

YES

NO
NO

11.8 Begin 
Sourcing Process 

or Refer to 
Alternative 
Candidates

Recruiter/HR

Disabled 
Individuals & 

Special Disabled 
Veterans Form

11.6 eLink Disabled 
Individuals and 

Special Disabled 
Veterans Form

Recruiter/HR

YES

11.0 Offer Creation and Approval

Move to Step 
12.0
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Recruiter/HR

12.9 Update HR 
Status - Hired

Hired

Not 
Reviewed

No Thanks Email

Recruiter/HR

12.12 Disposition 
All Other 

Candidates Not 
Reviewed

12.1 Update HR 
Status – Offer 

Accepted

Offer Letter

Recruiter/HR

Offer 
Accepted

Hire/Transfer 
Form

12.2 eLink Hire/
Transfer Form to 

New Hire

Recruiter/HR

12.3 New Hire 
Completes Hire/
Transfer Form

12.4 eLink Hire/
Transfer Form to 
Hiring Manager 
for Completion

Recruiter/HR

Candidate

12.5 Complete 
Hire/Transfer 

Form

Hiring Manager

Admin or

New Hire 
Feed to 

PeopleSoft

Recruiter/HR

12.11 Close 
Requisition

12.8 Verify Hire/
Transfer Form is 

Complete

Recruiter/HR

12.0 Offer Acceptance and Hire

Move to Step 
13.0

Rejected 
Interview

12.10 Disposition 
Remaining 

Candidates in 
Interview Status

No Thank You 
Email

Applicant 
Disposition 

Form

Recruiter/HR
Hiring Manager or

Admin or
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N13.3 New Hire 
attends NHO and 

starts work!

Recruiter/HR

13.4 eLink 
Satisfaction 

Surveys to Hiring 
Manager

Recruiter/HR

End of Process

ETS Client 
Survey

EUV Client 
Survey

13.1 Verify New 
Hire Data in 

Staging Table

Data Services

13.2 Send 
Completed 

Employment Forms 
to Recruitment

ESG Client 
Survey

13.0 New Hire Orientation and Client Survey

Hiring Manager

I9, W4, G4
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