Postdoctoral Scholar Recruitment & Hiring Process

(The minimum posting period for Postdoc positions is 3 business days, but can be longer.)

Supervisor submits
PeopleAdmin Posting
Worksheet to your HR

Rep. via InfoPorte *

HR Rep. sends offer letter
to Postdoc. Once signed
and returned, HR Rep. will
send Postdoc an email
with appropriate hire
documents

Once Background Check
results have been
received, the HR Rep will
finalize the hire

HR Rep will submit posting
in PeopleAdmin

Once a candidate is selected
the hiring supervisor will
submit the Payroll Action
Form and Background Check
Request Form to HR Rep. via
InfoPorte *

HR Rep. will send new
employee a welcome

4 email with information on

I-9/0nyen/Email/
Orientation

HR Rep. will notify the

4 hiring supervisor once the
position has been posted

Once the posting closes
the hiring supervisor can

begin conducting
interviews

Supervisor is responsible

for onboarding resources

* = Requires a Form
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