
Request Approval for Faculty Position-Annual or Off-Cycle Processes* 

The purpose of this document is to provide an overview of the position approval workflow for annual hiring plans and off -cycle requests for full-time 

faculty - all T/TT new and replacements, Academic A&P (chair and associate dean lines) new and replacement A&P administrators and full -time 

APT positions (including fully grant funded positions). This process occurs outside of People Admin. S
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Annual Position Allocation Request* 
*For position that is needed for the next search year (9/1-8/31). 

New or replacement 
position needed 

Dean Solicits list of 
positions for next 
academic year 

from department 
chairs 

Dean compiles 
priority list 

Provost solicits list 
from Deans 

Proceed to Step 2 
Provost notifies 

Dean of approved 
list 

Dean’s Office 
notifies the 

Department Chair 
of approval 

   
 

      

    
   

  
  

  
  

   
  

   

   

 

    
 

  
  

  
   

  
  
  

 

                    

                        

                     

             

           

                            
                   

  
  
  

 

 

Off-Cycle Request* 
*Any position that is needed outside of the annual hiring plan request. (for current or the following search year (9/1-8/31). 

Off-Cycle new or replacement 
position needed 

Dean emails 
Provost to request 

position 

Provost notifies 
Dean of approval 

Proceed to Step 2 

Dean’s Office 
notifies the 

Department Chair 
of approval 

These workflows are part of the Faculty Search Process and should be used in combination with the Faculty Search Checklist and other faculty search resources to ensure all 
search expectations are met. All faculty search resources can be found on the Academic Human Resources website. Contact ahr@uta.edu for questions. 
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S
T

E
P

 2 Identify, Activate and Train the Search Committee 

Department Chair must 
approve draft advertisement Separate trainings for 

Department Chair 
identifies search 
committee chair, 

committee 
members, 

department 
support staff & 
charges search 

committee 

specific groups 

Search committee 
members, 

department chair 
and support staff 
attend training 

Search 
Committee 

Training 

Admin Training 

                            
                   

  
  

  
 
 
 

    
  

  
 

  
   

 

   

  
  

  
   

  
 

  

 
 

 

       

   
    

 

Proceed to Step 3 

Search Committee 
drafts job 

advertisement and 
hiring rubric and 

gathers all 
information 

necessary for posting 

These workflows are part of the Faculty Search Process and should be used in combination with the Faculty Search Checklist and other faculty search resources to ensure all 
search expectations are met. All faculty search resources can be found on the Academic Human Resources website. Contact ahr@uta.edu for questions. 
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 3 Faculty Posting Approval Request Process (for Standard and Internal Searches) 

The purpose of this document is to provide an overview of the posting approval workflow for full-time faculty - all T/TT new and replacements, 

Academic A&P (chair and associate dean lines) new and replacement A&P administrators and full-time APT positions (including fully grant funded 

positions). 

*Initiated by the Applicant 

Reviewer (the department 
EEO Review 

support staff) 

Proceed to Step 4 
Advertisement approved to 

Post 

Search Chair 
initiates Posting* 

Academic Human 
Resources reviews 

and posts 

Dept Chair/ 
Designee Review/ 

Approve 

Peop le 
Admin 

        

   
   

  
  

  
  

 

 
 

 

 

              

                            
                   

                        

                    

 

   

   

 
 

 

**Internal postings will be posted on the internal job board for internal candidates only and will not be public facing 

These workflows are part of the Faculty Search Process and should be used in combination with the Faculty Search Checklist and other faculty search resources to ensure all 
search expectations are met. All faculty search resources can be found on the Academic Human Resources website. Contact ahr@uta.edu for questions. 

mailto:ahr@uta.edu


 

   
  

  
  

  

   
   

  
  

  
    

           

        

                            
                    

     

  
  

  

 
  

  
    

    

   
   

  
  

  

  
 

  
    

   

     

   

  

  

     

  

  

 

   

  

  

  

  

  

  

     

  

  

 

  

  

  

     

  

 

 

                          

                   

   

 Faculty Interview Approval Request Process* 

The purpose of this document is to provide an overview of the approval workflow for interview requests for full -time faculty postings - all T/TT new 

and replacements, Academic A&P (chair and associate dean lines) new and replacement A&P administrators and full -time APT positions (including 

fully grant funded positions). S
T
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Standard Faculty Search Interview Request – (First and Final Round Interviews required) 

Search Chair/Dept 

Admin ensures 
Applicants to be 

interview request is dispensed EEO/Veteran Review 
moving in workf low 

if not selected for 
EEO/Veteran Review 

Applicant identified for 
First Round Interview 

Applicant Reviewer 
transitions candidate 
for interview request 

Academic Human 
Resources review 

Department Chair 
(or delegate) 

Dean 
(or delegate) 

People 
Admin 

Proceed to Final Round Interview 

Must have completed moving in workf low 
dispensed 

if not selected for 

Final Round Interview 

Search Chair/Dept 

Admin ensures 

interview request is 
Applicants to be 

First Round Interview 
Recommend for Hire 

Applicant Identified for 
Final Round Interview 

Applicant Reviewer 
transitions candidate 
for interview request 

Peop le 
Admin 

Academic Human 
Resources review 

Department Chair 
(or delegate) 

Dean 
(or delegate) 

Proceed to Recommend for Hire 

Internal Search Interview Request – (only Final interview required) 

Search Chair/Dept 

Admin ensures 
Applicants to be 

interview request is 
EEO/Veteran Review dispensed 

moving in workf low 
if not selected for 

Recommend for Hire 

Applicant Identified for 
Final Round Interview 

Applicant Reviewer 
transitions candidate 
for interview request 

Peop le 
Admin 

Academic Human 
Resources review 

Department Chair Dean 
(or delegate) (or delegate) 

Proceed to Step 5 

These workflows are part of the Faculty Search Process and should be used in combination with the Faculty Search Checklist and other faculty search resources to ensure all 
search expectations are met. All faculty search resources can be found on the Academic Human Resources website. Contact ahr@uta.edu for questions. 
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Recommend for Hire Approval Request Process* 

The purpose of this document is to provide an overview of the recommend for hire approval workflow for full-time faculty postings - all T/TT new 

and replacements, Academic A&P (chair and associate dean lines) new and replacement A&P administrators and full -time APT positions 

(including fully grant funded positions). 

Search Chair/Dept 

Admin ensures 

interview request is 

Must have completed moving in workf low 

Final Round Interview 

Applicant identified 
as Finalist 

Department Chair 
(or delegate) 

Dean 
(or delegate) 

Proceed to Step 6 

Applicant Reviewer 
transitions candidate 
to Recommend for 

Hire 

Peop le 
Admin 

 
  

  
    

   

                            
                    

  
  

   

     

                          

                 

    

   

  

  

 

  

  

 

These workflows are part of the Faculty Search Process and should be used in combination with the Faculty Search Checklist and other faculty search resources to ensure all 
search expectations are met. All faculty search resources can be found on the Academic Human Resources website. Contact ahr@uta.edu for questions. 
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Submit the Faculty Hiring Proposal 
The purpose of this document is to provide an overview of the hiring proposal approval workflow for full-time faculty postings - all T/TT new and 

replacements, Academic A&P (chair and associate dean lines) new and replacement A&P administrators and full -time APT positions (including 

fully grant funded positions). S
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*Postings with mult iple vacancies • Faculty Affairs Department Chair must 
Recommend for Hire Not in People Admin can submit multiple hiring proposals Not in People Admin • Academic Resource Planning 

approval required 

Finalist identified 
Dean verbally 
negotiates with 

candidate 

Peop le 
Admin 

   
 

  

    

   

                          

                 

   

  

  
  

   

  
  

  

   

 
 

  
   

  

  

    

                            
                    

   

 

 

        

 

approve draft advertisement 
concurrently. 

Applicant Reviewer 
transitions candidate 
to Recommend for 

Hire 

Proceed to Step 7 

Dean 
(or delegate) 

Provost’s Approver 
Group 

(final review & approval) 

Academic Human 
Resources review 

Dean’s Office 
approved to Extend 
Offer to Candidate 

These workflows are part of the Faculty Search Process and should be used in combination with the Faculty Search Checklist and other faculty search resources to ensure all 
search expectations are met. All faculty search resources can be found on the Academic Human Resources website. Contact ahr@uta.edu for questions. 

mailto:ahr@uta.edu


Extend the Offer to the Candidate & Finalize the Hire 
S

T
E

P
 7

The purpose of this document is to provide an overview of the approval workflow for extending approved offers to candidates a nd finalizing the hire 

for full-time faculty postings - all T/TT new and replacements, Academic A&P (chair and associate dean lines) new and replacement A&P 

administrators and full-time APT positions (including fully grant funded positions). 

Signed Offer Letter 
Not in People Admin 

Required 

Sumit e-Forms 
Unit Approved to 
Extend Offer to 

Candidate 

Dean’s Office extends 
offer to Finalist via email 

using approved offer 
letter 

Candidate Emails 
Signed Offer Letter to 

Dean’s Office 

Dean’s Office 
transitions Hiring 

Proposal to 
Offer Accepted 

Academic Human 
Resources 

Finalizes Hire 

Peop le 
Admin 

 
   

   

   
     

   

  
    

 

  
  
 

 

  

 

                            
                    

          

   
   

 

                        

                      

         

These workflows are part of the Faculty Search Process and should be used in combination with the Faculty Search Checklist and other faculty search resources to ensure all 
search expectations are met. All faculty search resources can be found on the Academic Human Resources website. Contact ahr@uta.edu for questions. 
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