Adjunct, Post-Doc, Temporary and Student Recruitment Process

Quick Reference

1. Department creates a pooled job posting and submits to HR. 
2. HR reviews and approves job posting. HR posts job to UAKJOBS.

3. Department may immediately review all applicants.

4. Department may screen and/or interview applicants; departments do not need to screen and/or interview all applicants in the pool.

5. Department selects successful applicant.

6. Department may choose to conduct background check. Contact HR to initiate notification to applicant to fill out authorization form. 

7. Department submits hiring proposal to HR through UAKJOBS; department maintains all hiring documents in event of a challenge.

8. HR approves hiring proposal; pool is left open if additional hires will take place; applicants remain active, but receive no status notifications from the system.

9. Department generates job form from the hiring proposal and completes new hire paperwork.
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