
HR Spec initiates posting, 
supervisor sent a copy to 
review  

(1-2 Days) 

 

Request sent to HR Spec 
to post for Temp 
position 

 

 

Posting goes to 
OHR for approval 

       (1 Day) 

 

Position posts and closes 

(3 Days) 

HR Spec Contacts 
Supervisor to confirm 

posting closed 
(1 Day) 

Supervisor interview 
and reference check 

(3-5 Days) 

Final candidate selected 
– background check 
emailed 
       (7-10 days to return) 

Supervisor provides 
info for hiring proposal  

(1-2 Days) 

HR Specialist submits 
hiring proposal  

(1 Day) 

OHR receives 
Post Doc Office 

reviews 
(1 Day) 

 

Supervisor extends offer 
– once background 
check recv’d, confirmed 
by HR Spec 

Candidate responds 
  (Same – 1 day) 

Candidate Rejects 

Provide info for new 
hiring proposal 

Candidate Accepts 

(0 – 2 weeks’ notice) 

OHR Rejects 

Post Doc Office Rejects 

Process for Posting and Hiring Temporary Staff and Post Doc Position 
 

On average, to hire a temporary staff member or post 
doc it takes about 3-5 weeks.  


