College of Humanities and Social Sciences - T/TT Hiring Flowchart

Department submits the Plan of Action for
Tenured/Tenure Track Positions Form

HR Consultant (HRC) updates T/TT Position
Tracking google doc, emails Dean to review
plan, and informs department of Dean’s
decision.

Head charges Search Committee and
approves T/TT Recruitment Request form
(Committee should: 1) attend a search
committee town hall with the Dean,
Associate Dean for DEI, and the RDF
(Recruiting Diverse Faculty) and 2) schedule
a Search Committee Orientation with
University OIED)

Business Services Coordinator (BSC) submits
T/TT Recruitment Request form, org chart,

and draft of external advertisementin the

Personnel Request

HRC enters data from template into
PeopleAdmin system to update position
and routes to College AAO

College AAO reviews and routes to
Classification and Compensation to update
position

Classification and Compensation reviews,

approves position, and routes back to HRC

to create posting (previous two steps
repeated for posting)

HRC informs BSC that position is posted and
that approved external ads can be placed

Department arranges OIED orientation for
Search Committee

Search Committee screens applicants which
may include screening discussions with
candidates (must have further approval to
conduct official interviews)

BSC submits request to close posting

(Must advertise a minimum of 20 business
days but can be closed later in the process.
All applicants must be considered)

HRC asks University Employment to close
posting

University Employment closes positon to
new applications

HRC Informs BSC that official interviews
may begin

BSC submits T/TT Faculty Hiring Proposal

Search Committee interviews candidates
and makes recommendation in accordance
with committee charge to Head

Head consults with faculty and conducts
vote in accordance with POL05.20.01,
section 6

Some Heads elect to have preliminary
discussion with the top candidate (no offers
should be made prior to approval)

Head begins discussion with Associate Dean
of Research if requesting research-related
startup support
(This may happen later in process up to
providing written offer)

Request Form for top candidate and
Applicant Tracking spreadsheet with the
Tier Applicant Disposition tab completed for

all remaining candidates
(Must indicate if candidate has not
completed the required degree and will be
appointed as Instructor in accordance with
POL 05.20.01, section 4.1)

HRC submits Hiring Proposal and routes to
college AAO

College AAO reviews and routes to UHR

UHR reviews and routes to University OIED

(If candidate is a current State of NC

employee, UHR may need further system

level approval which can add significant
time)

OIED reviews and approves Hiring Proposal

HRC informs BSC that Hiring Proposal is
approved

Head has discussion with top candidate and
BSC submits T/TT Offer Letter Request Form

with details for written offer (salary, start
date, relocation allowance amount, startup
details, r ibilities, etc.) and Non-Salan

Deferred Compensation Form (NSDC)

HRC drafts letter using required template,
gets Assistant Dean of HR to review, and
submits to BSC

Department reviews letter and BSC
provides revisions or verifies completeness

HRC gets Dean’s signature on offer letter
and NSDC form and provides letter with
Terms & Conditions to BSC. HRC submits

NSDC form to UHR.

Department makes offer, obtains written
acceptance, and BSC submits accepted
letter and T&C to HRC

HRC initiates hiring action in system

Background check process is triggered and
notification of next step is sent to potential
employee

Potential employee completes background
check form

(Failure to do so stops the process)

UHR receives endorsement of Background
check

(Takes at least two weeks but can take
much longer)

HRC submits request for final approval in
system. HRS adds employee ID to NSDC
form, returns to BSC, and uploads a copy to
HR system along with signed offer letter
and T&C.

UHR provides final HR approval in system
which prompts unity ID

HRC submits the Personnel Request
notification of final approval in system

New employee attends University
Onboarding

Department onboards new employee



https://policies.ncsu.edu/policy/pol-05-20-01/
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