Department
contacts UHR oncea

need has been
identified
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New/substantially
revised position?

Create Job Requisition in Workday
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Hiring Manager and/
or HRBP writes/edits
Job Description for
review
(Up to 1 week)

Comp reviews &

make editsas |
needed (JD/grade)

(1-3 days)

\

Note: Comp/HR
consult with hiring
deptto finalizeJD

Updated October 2021

Staff Vacancy
Committee reviews
pending regs and
compiles list to
provide Senior
Leadership
(1day)

Senior Leadership
provides approval
(1-2 days)

Ifreq is submitted as a Waiver of
Posting EEO approves or denies based
on justification submitted by the dept.
Please review the Hiring Employees for
Staff Positions SOP for more
information on waivers.

HRBP: Human Resources Business Partner
JD: Job Description

Notify dept by email and
consult on search strategy
(1 day)



https://www.brown.edu/about/administration/human-resources/sites/human-resources/files/4.%20SOP08.05.02%20-%20Hiring%20Employees%20for%20Staff%20Positions%20-%20APPROVED%20Feb_5_20.pdf
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