
Hiring Manager 
creates Requisition 

in Page Up and 
attaches PCA

Talent Coordinator 
posts Requisition

Hiring Manager 
reviews and places 
selected candidates 

in Committee 
Review+

Hiring Manager 
disposisitons 
candidates 

Hiring Manager and 
Search Committee 
reviews and ranks 

candidates

Hiring Manager and 
Search Committee 
hold a meeting to 

select interviewees

Hiring Manager/
Search Committee 
Chair sets up First-

Round Zoom 
Interviews

Hiring Manager 
disposition 

candidates that are 
not selected 

Hiring Manager/
Search Committee 

Chair hold First-
Round Zoom 

Interviews

Hiring Manager and 
Search Committee 
hold a meeting to 
select their final 

candidate

Hiring Manager 
disposition the final 
candidate to Hiring 

Proposal (launch 
offer card)

Hiring Manager fills 
out the Hiring 

Proposal in PageUp

HRBP reviews and 
approves hiring 

proposal

HR Compensation 
reviews and 

approves hiring 
proposal

Talent 
Coordinator reviews 
and approves hiring 

proposal

Talent Coordinator 
sends approved 

hiring proposal to 
Hiring Manager, cc 

HRBP

## Hiring Manager 
gives a verbal offer 

to the selected 
candidate via phone

Hiring Manager 
emails HRBP and 

Talent Coordinator 
to confirm 

candidates response

Candidate 
accepts offer?

Talent Coordinator 
disposition 

candidate to verbal 
offer accepted and 
sends offer letter

*HRBP will 
determine if counter 
offer is appropriate 

Applicants Apply to 
the position through 

PageUp

Candidate accepts 
offer letter via 
PageUp Portal

Talent Coordinator 
receives an email 

notification of 
candidates' 
acceptance 

Talent Coordinator 
emails HR Ops, cc 
HM, and HRBP to 
request to initiate 

BGC

Talent Coordinator 
informs HM of 

handoff to HR Ops 
for onboarding

Hiring Manager 
dispositions 
remaining 

candidates once 
BGC clears 

Talent Coordinator 
closes requisition as 

filled 

**Hiring Manager  
emails HRBP and TA 

of candidate's 
decision and selects 

next candidate

Counteroffer ++

Yes

Yes

 CHRO will approve, 
deny, or review  

counteroffer with 
CWP

CHRO informs HRBP 
of decsion

HRBP informs HM, 
TA, and Comp of 

decision

Talent Coordinator 
updates hiring 

proposal

Key:

     - Start Here; beginning of process.

## - If the counteroffer is accepted, an additional verbal offer does 
not need to be extended. Process flow resumes at 'Talent Coordinator 
updates hiring proposal.'

* - AP/PT - Eligible for counteroffers with required approvals
* - FM/CS/CP/PS - Not Eligible for counteroffers 

** - Hiring Manager will repeat hiring proposal and offer process until 
a candidate accepts. If there are no qualified candidates, it will be a 
failed search, and a new search can be started. If this is the case, 
contact Talent Acquisition. 

** - If there is a situation where a manager wants to justify offering 
more than the budgeted amount on the PCA, and the change is 
approved by divisional leadership, the HRBP, CHRO, and CWP (if 
referred by the CHRO), then the PCA must be revised to reflect the 
new budgeted amount, and the budget office must sign off on the 
change so that they may update NBAPOSN and NBAPBUD in Banner.

+- The hiring manager and search committee should agree on whether 
the hiring manager will first review and narrow down all applicants 
before placing them in committee review, or place all applicants 
directly in committee review.

++- If a counteroffer occurs, do not change their status in PageUp, hold 
them in their current status until a decision has been made about a 
counter offer.

Yes

**Hiring Manager 
will extend either 

the original offer or 
counteroffer

No

For questions related to the 
onboarding process, please direct 

questions to 
HR_Employment@emich.edu

Staff Hiring Process Map (External)

Hiring Manager/
Search Committee 
Chair hold Second-
Round Interviews

Hiring Manager 
conducts reference 

checks

No

No

Please note: 
Requisitions  must be 

approved before 
beginning the hiring 

process.  
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