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Identify hiring need and 
determine job requirements

Create job description in 
JDOnline

Upload job 
description/Create 

requisition in HireOnline

Post job opening to 
jobs.ucsd.edu, preferred job 
boards, and social media.  
Confirms posting is live.

Collect information from 
applicants

Review applications

Meets min. 
qualifications?

Send rejection email

Sends qualified applications 
to HA/Search Committee

YES

Schedule for 
interview?

Schedule candidates for  
interview with search 

committee

SC conducts interview

SC records scores in 
HireOnline and holds 
debriefing session to 

complete recommendation 
document from interview 

sessions.

Reviews selection criteria 
and creates suggested 

interview questions. Sends 
to search committee chair 

for finalizing.

Review top candidates and 
interview notes. Decides on 

finalist(s) Notifies HRA.

Send follow-up email or 
call to answer questions

Initiate background 
check. Create formal offer 

letter and begin 
onboarding. Notify FA of 

hire/salary.

Candidate 
accepts? YES

Send thank-you email
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Hold intake meeting 
with HA

Provides recruitment details 
and priorities to HRA

No

Yes

Creates timeline, 
recruitment structure.

Screens applications 
based on Screening 
Criteria. Scores in 

HireOnline.

Send rejection 
email

Finalizes interview 
questions

Review salary range; 
create position 

number; request 
funding;

FA updates funding in 
UCPath; Confirms 
budgeted range

Schedule finalist(s) for 1:1 
interview with HA

Conducts 1:1 interviews. 
Decides on finalist. 

Completes reference 
checks.

Recommends salary offer 
range

HA makes offer to finalist.

No

Sends interviewee 
rejection notices. Closes 
requisition in HireOnline. 

Reviews salary placement, 
provides approval.

Notes actual salary offer.

Sucessful hire. End of 
process

Reviews options for moving 
forward with HRA

No

Reviews scoring in 
HireOnline for 

consistency. Approves 
and notifies HA.

Confirms Search Committee 
members.

Holds Kick-off Meeting with 
SC.
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