
VACANCY

1. 
- department submits a Request to Recruit or Fill Position Approval form through 
Administrative Channels
- receives approval to fill position (through Administrative Channels)

2.
- HR contacts the budget center/department to submit a requisition
- Department submits the requisition and any external advertisements for HR 
approval
- Department emails the appropriate CC&R analyst that requisition has been 
submitted
- HR will conduct a job analysis with the interviewer  advise on under-
representation  approve the requisition and advertisement
- HR will fax or email the advertisement to A&E for approval

3.
- HR posts weekly vacancies
- HR sends A&E weekly list of posted 
positions
- HR receives applications

4.
- HR screens the applications and maintains applicant pool information for A&E 
reporting purposes
- On the Wednesday before the scheduled closing date, HR contacts the Department/
Committee and A&E to determine if the pool is adequate to close search (based on 
availability, # of applicants, diversity, etc.)  If not adequate, the search process will 
be extended
- This will continue until HR, A&E, and the department approve the pool

5.
- HR sends email attachments of all applications to the department 
for consideration, specifying those applicants in under-represented 
groups

http://www.clemson.edu/humanres/Forms/request_to_recruit_form.doc


10.
- Department faxes or mails completed background investigation form on the top 
candidate to HR.
- HR performs background checks and other verifications on selected candidate
- Department submits Request to Recruit or Fill Position Approval Form through 
channels to HR to activate the position and/or approve salary.

11.
- Upon receiving all required approvals 
(from HR and A&E), department offers the 
position

7.
- HR screens selected applicants for minimum 
T&E, and notifies department and A&E of 
results

8.
- Department must submit written justification to A&E for each 
applicant in an under-represented group who is not selected for an 
interview

9.
- Department/Committee schedules interviews (use Record of Interview form for 
consistency.  File in department for 3 years)
- Department obtains a completed background investigation form on all candidates 
interviewed
- Department/Committee interviews candidates and selects a person to fill the 
position
- Department/Committee submits Recommendation to Hire form to A&E for 
approval prior to making the offer of employment
- Department must submit written justification to A&E for each interviewee in an 
under-represented group who is not hired

6.
- Department selects applicants to interview and sends names and 
“applicant or employee” ID# to HR (hrscrn@clemson.edu) for 
review, with a copy to A&E (aereq@clemson.edu)

mailto:hrscrn@clemson.edu
mailto:aereq@clemson.edu
http://www.clemson.edu/access/documents/secure_forms/recinterview.doc
http://www.clemson.edu/humanres/Classandcomp/Documents/BackgroundCheckConsentformrevised.pdf
http://www.clemson.edu/access/documents/secure_forms/recomhire.doc
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