Filling an A & P Position — How to process the paperwork to post a position and hire an employee. If you have
questions, call the Assistant Dir., Employment and Compensation x2128 or Compensation Mgr. x2223

HRM Administrative Unit Budget

CHART 4a
Supervisor Wants to Fill an Existing
or NEW*
Administrative & Professional (A & P)
Position

Is funding
available for this position?
See “Budget List by Account”
Report to verify

Initiate Budget
Adjustment Form (BAF)
to transfer $

Into the account

- list position number on
BAF

Yes

Is Position
Vacant?

Yes

No $

Complete HRM Term Form (if current employee
is terminating in the current month) or Personnel
Action Form (PAF) to end assignment

(if, in a future month, the employee will terminate
or transfer to another UTD department)

Hiring Supervisor prepares
Search Plan, obtains approval
'of appropriate Dean or
Director, and submits to Asst

VP HRM.
Supervisor/AA Completes On-Line Requisition to begin Budget
. Advertising Process: approves
geR;\fCEePVIIaer\:VS p1 |1. Print Requisition & route for approvals through the > position for
appropriate Executive VP/Provost or Vice President. posting via
2. Submit electronic requisition to Budget online system
HR Posts the position to <
www.utdallasjobs.com
s additiona
advertising
desired?
Yes No
Contact HRM A
Employment to Proceed to Chart
review proposed 4b
advertising

*When a new title is being created or a position to be filled requires reclassification, the Filling a Position Process Chart is
preceded by the Job Audit Process Chart . In that case, please refer to that chart before proceeding with the Filling a Position

Process Chart
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