
12. Schedule & Complete 
Criminal Background 

Check, if needed 
Candidate

13. Send New Hire 
Packet & Schedule 

Onboarding

BRS Region

ERSO Staff Hiring Process 

Submit 
request in 
the ERSO 

Intranet

Note:
In current process, Criminal Background Check clearance can come back after hiring is 
done, if not specified. The process is anticipated to change in the future that employees 
who need Criminal Background check should receive clearance prior to proceed 
onboarding. This illustration does not account for any Visa processing and is reflective 
of the staff (non-academic)  hiring process.

3. Job Description In 
JDX

Hiring Supervisor & HRP

14. Return Packet & 
Complete Onboarding

Candidate

16. UCPath Approves 
and Provides EID

UCPath Center

15. Enter Appt & 
Employee into UCPath

BRS Region

2. Discuss Hiring 

need with HRP
HRP

4. Review & Approve 
JD, if needed

Compensation

5. Job Posting & 
Outreach

Recruiter

6. Applicant Review
Hiring supervisor & Hiring 
Committee & Recruiter if 

needed

7. Interviews
Hiring Supervisor & Hiring 
Committee & Recruiter if 

needed

11. Send Criminal 
Background Check 
Packet, if needed 

BRS Region

8. Reference Checks
Hiring Supervisor or Recruiter

10. Review IDF and 
Make & Accept Formal 

Offer

Recruiter & Candidate

9. Verbal Offer & 
Complete IDF

Hiring Supervisor or Recruiter

1. Internal Hiring & 
Funding Approval

Hiring Supervisor & Department

1

17. Send Welcome 
Email

BRS Region

Total: 90 days


