
Request to Fill Tenure/Tenure-Track Faculty Positions via WorkforUM - ‘AS IS’ 
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Finance Level 10
Financial Mgr/Designee
Chair/Department Head

Finance Level 05

Finance Level 20
Dean/AVP 

Finance Level 30
Vice President/Chief Officer/Provost

Complete
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Fill Position

Review
& Approve

Review
& Approve

START 

Review
& Approve

New 
Position?

Approved for posting

Reviews and Approves 
Budget Revision

Establish 
Position 
Number

New
Position?

Review
Determine
Next Steps

YES

Review 
& Approve

YES

Budget 
Revision

Post Position & Create Hiring Proposal

Finalize & 
Post

Update Status
Interviewing 

Business Days Posted
2 week min; or post til 
filled

Indicate 
Candidates to 

Interview

Hold
Interviews

Request Hiring
Proposal be 

Created

Create Hiring
Proposal

Review for Diverse Pool 
& Approve

Review &
Approve

Update &
Approve

Review &
Approve

Approved?

Grant 
Funded?

NO

Establish Position
Number

Budget 
Revision

Review &
Approve

NO

Hire/Seat applicant after 
receiving signed offer 

letter

Review &
Approve

YES

Update Status
Background Check

Begin Background
Check Process

Make verbal Offer to 
Candidate

End

Budget 
Revision

YES

Begin Posting 
Process

Search Committee 
screens applicants; 

request to close postiing

Offer Letter 
Attached

YES, if NEW or existing 
limited funded

Budget 
Revision 

Attached?

NO, if existing base funded

NO

Reviews and Approves 
Budget Revision

Reviews and Approves 
Budget Revision


