
LEGEND
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START
1.                      

Job opening 
needed

ORA Hiring - Process Map 
w/Timelines

2.                
Complete ORA 
Job Requisition 

Form

4.                 
Create requisition 

in iCIMS

5.              
Approve 

requisition

6.                   
Open requisition 

to applicants

8.                
Review 

applications

9.                     
Add qualified 
applicants to 

requistion

10.                    
Notify hiring 

manager and ORA 
HR of new 

candidates added

11.              
Review 

candidates
14.            

Advance 
candidate to 
long-list and 

short-list 

Phase I:  Requisition Process

12.                
Identify top 
candidates?

13.              
Advance 

candidate to 
disposition 
(Reject).       

Return to step 11.

Move to 
Phase II:  

Interviewing

Note:  Also performed by Req. Admin., if needed

3.           
System 

notification to 
ORA HR email

7.                  
Intake call to 

review position 
details

15.                     
Advance 

candidate to 
interview

No

Yes

Note:  Requires 3 approvals

Phase I Approx. Timelines:
Steps 4-5:  2 business days
Steps 6-10:  5 business days
Steps 11-15:  5 business days

Phase II:  Interviewing

18.            
Develop schedule

17.             
Confirm 

availability with 
dept./interviewers

19.              
Confirm schedule 

with dept. and 
candidate

20.             
Arrange travel, if 

needed

22.            
Conduct 

interviews

25.                 
Move candidtate 

to Candidate 
Selected status

23.              
Identify finalist?

24.                   
Return to step 12

Move to 
Phase III:  

Offer

Note: All coordination between candidate and 
Department/PeopleSoft Supervisor must be completed 
prior to completing the Communication Center.

26.      
System 

notification to 
Recruiter

16.                
Contact candidate 

to confirm 
availability for 

interview 21.                         
Move candidate to 
interview status, 

complete 
Communication Center

Notes: Communication Center - Pop up in iCIMS; 
Applicant Data Form completed by 
Department/PeopleSoft Supervisor or Req. Admin. as an 
attachment with the interview confirmation email.

Yes

No

Phase II Approx. Timelines:
Steps 16-21:  3 business days
Steps 22-25:  5 business days

Approx. Timelines:  Please note that timelines outlined in this process map are ideal.  
However, these are subject to changed based on complexity and varying situations.  

https://form.jotform.com/82554089564164
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Phase III:  Offer

27.                 
Initiate skill survey 
reference check; 
Generate salary 
recommendation

28.                 
Send salary quote 

to ORA-HR

29.                    
Send salary quote 

to dept./ 
PeopleSoft 
supervisor

30.                
Contact candidate 
to extend verbal 

offer

31.            
Evaluate offer, 

address concerns/ 
contingences/ 

negotiation

32.                
Provide an answer 

to verbal offer 

33.               
Accept offer?

35.                
Notify ORA-HR of 

acceptance

34.                 
Return to step 10 36.                             

Inform recruiter of 
offer acceptance

37.                  
Email Req. Admin. 

requesting to 
complete Offer 
Details Form

38.               
System notification 
to Recruiter - Offer 

Details Form 
completed

39.            
Approve Offer 
Details Form

40.                 
Notify Req. Admin. 
Offer Details Form 

is approved

41.                            
Through iCIMS, prepare and 

send offer letter to the 
candidate and cc dept./ 
PeopleSoft supervisor

43.               
E-sign offer letter

45.               
Inform all parties 

that candidate has 
accepted offer

46.                
Background check 
and initiate other 
pre-employment 

and pre-start 

47.                              
System notification to Req. 
Admin. - iCIMS generates 
email/notification of NetID

Move to 
Phase IV: 

Hiring/Onboarding

Phase IV:  Hiring/Onboarding

48.                 
Intiate onboarding

49.                 
Send NetID to 

Req. Admin. once 
candidate is 

moved to hire 
status 

51.            
Request 

information from 
dept./PeopleSoft 

supervisor

52.                 
Email ORA Fin. 

and Ops to 
request new 

laptop and setup

53.                 
Send hiring 
package to 

candidate and cc 
direct supervisor

54.            
Follow-up as 
necessary to 

ensure actions are 
complete

55.             
Prepare work 

location for new 
hire

56.                    
Arrive at 

orientation 
location on the 

first day
End

Note: 2 business days before arrivalNote:  Package includes: welcome letter, 
date, time and location and individual to 
report to on first day

Note:  Also performed by ORA Busines Ops., if needed

Note:  Confidential Data Form sent automatically 
when candidate e-signs offer letter

Note:  Set a start date using new 
employee orientation scheduleNote:  Within 3 busines days

Note:  Request includes: location, 
extension no., special access, 
equipment, IT access and applications Created: 6/5/2018

Revised:  11/14/2018

44.                                 
System notification 

to Req. Admin.  
that candidate has 

accepted offer

42.                 
Send Outlook 

email to candidate 
verifying receipt of 

offer letter

50.                 
Push canddiate 

data to PeopleSoft 

No

Yes

LEGEND

Req. Administrator 
(ORA BO          

HR Associate)
ORA Business Ops

Recruitment 
(Emory HR 
Recruiter)

Department/PeopleSoft Supervisor 
(Dept AVP or Hiring Manager)

Candidate

Phase III Approx. Timelines:
Steps 27-29: 4 business days
Steps 31-33; 35:  3 business days
Steps 36-40:  3 business days
Steps 41-42:  2 business days

Phase IV Approx. Timelines:
Steps 51-53: 10 business days

Approx. Timelines:  Please note that timelines outlined in this process map are ideal.  
However, these are subject to changed based on complexity and varying situations.  


