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Based on the 
Hiring Manager's 
recommendation, 

a direct 
appointment may 
be completed OR 
HR will post the 

position.

Hiring Manager screens 
and interviews 

candidate(s) and checks 
references

Hiring Manager 
extends offer and 

informs HR

Hiring Manager will inform candidate to 
expect emails from NEOGOV to start the 

Onboard hire process and from Checkr for 
background check.

Once candidate 
verbally accepts 

the position, 
inform HR

HR sends 
candidate to 
NEOGOV Pre-
Board, runs 

background check 
and sexual 
misconduct 

inquiry

Once background 
check clears, 
approvals in 

NEOGOV need to 
be completed

Workflow: 
Supervisor, HR, VP 

of area

Once approvals 
are completed, HR 
releases new hire 
paperwork to new 

hire through 
NEOGOV 

Onboarding

Since part-time positions do not follow the formal 
recruitment process, there's no committee 
checklist. Please inform HR of the following:
- Inform HR who to include as SME reviewers of the 
applications
-SME's can use either Pass or Other (Fail is not used) 
for screening
-Outreach/Advertising will be completed in "free" 
publications: Worksource, SBCTC, Indeed. If you 
would like paid advertising, you will need to 
request it

Supervisor 
contacts HR for 
draft of position 

summary (PS)
AND

completes 
Requisition for 

Hire form

If job posting is 
needed

If hiring a direct 
appointment
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