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CREATING THE HIRING PROPOSAL(S): 
 

&OLFN�RQ�WKH�)LQDOLVW¶V��&DPSXV�,QWHUYLHZHG�± Recommended for Hire) name: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In the upper right-hand corner, click on the green ³6WDUW�6WDII�+LULQJ�3URSRVDO´�OLQN 
 
 
 

 
 
 
 
 

 

,W¶V�SRVVLEOH�WKDW�WKH�+LULQJ�0DQDJHU�PD\�KDYH�PRUH�WKDQ�RQH�SRVLWLRQ�WKH\�DUH�KLULQJ�IRU��
so be certain to select the correct button next to position description, and then click on the 
³Select Position Description´�WDE� 





As the Hiring Proposal is the electronic version of the Pay Action Form, the HM will also 
enter the FDQGLGDWH¶V�FXUUHQW�DQG/or former position, proposed salary data, effective date 
IRU�QHZ�SRVLWLRQ�HWF�« 

 

 
 

 
 
 

,QVWDQFHV�ZKHUH�WKH�EXGJHW�ZLOO�QHHG�WR�EH�DGMXVWHG��WKH�+0�ZLOO�FRPSOHWH�WKH�³Budget 
Information ± Authorization to Transfer Funds,´�DV�ZHOO�DV��WKH�³Transfer Funds From´�



 
 

 



The next screen is where the hiring proposal documents will be uploaded. These 
documents include the Reference reports (2 required from current and former 
supervisors) etc.«�%\�FOLFNLQJ�RQ�WKH�³Actions

攀琀挮䄀捴椀漀渀猀



$�³Take Action´�EXWWRQ�ZLOO�DSSHDU�ZLWK�IXUWKHU�LQVWUXFWLRQV� 
 

 
 

If the HM has selected to move the Hiring Proposal to the BUD, they will receive an 
email notification that the Hiring Proposal is ready for review. The BUD can edit the 
SURSRVDO�RU�E\�FOLFNLQJ�WKH�³7DNH�$FWLRQ�RQ�WKLV�3RVWLQJ�´�WKH\�FDQ�FRQWLQXH�ZRUNLQJ�
on the Hiring Proposal, submit it to the HR Recruiter for initial review, or Return it 
to the HM. 

 
 

 
 
 

The HR Recruiter will review the Hiring Proposal and submit it to the HR Director 
for review and approval. Once approved by the HR Director, the HR Recruiter will 
send an email to the HM to make verbal offer to candidate. 

 

 
If the candidate accepts the verbal offer, the HM will return the email and the 
Hiring Proposal back to the HR Recruiter. 

 
 

If the candidate declines the verbal offer, the HM will return the Hiring Proposal 
back to HR noting that the candidate has declined the offer. 

 
 
 

The HM will make the decision to initiate a Hiring Proposal for an alternate 
candidate or advertise the position again. 


