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before moving to
the next step

Preparation begins

officially starts

For an existing
position, the ne
step isto movi

Budget
Management Office
approves or does not
approve to fill position

Hiring Agency must
provide position
number to Recruiting
to verify position is
budgeted in
Peoplesoft

Recruiting gathers
testing and methods
to present at strategy
meeting

Recruiting
creates Exam Plan,
inputs notes,
agreed upon
advertising plan,
and testing methods
agreed on by Hiring
Agency, Recruiting,
and Test R&D

Once
Budget
Management Office
approves position,
the
Hiring Agency
contacts Recruiting

It is up to the Hiring
Agency to contact
Recruiting and
provide information.
Recruiting has no
control over time the
Hiring Agency takes
to contact their
recruiter

Recruiting and
Hiring Agency
schedules Strategy
Meeting.
During the meeting,
both agree on
recruiting strategy,
then Recruiting
creates the
requisition and exam

plan / posting

Recruiting creates
draft posting and
sends to Hiring
Agency for
Approval.

Recruiting posts
the job description
on Denvergov.org
and any other
agreed upon
external websites.

Recruiting
qualifies applicants
that meet
qualifications, and
disqualifies those
applicants that do
not meet the
minimum
qualifications.

Hiring Agency
determines who will
be interviewed from
the list, sets up and
conducts interviews
as stated by Rule

Hiring Agency
notifies their HR
Team to send offer
letter to candidates,
and completes any
other Agency internal
processes required
by the Hiring Agency.

Controller’s Office
handles Personnel
Action

Recruiting
generates the
Eligible List for
candidates that

Hiring Agency makes
verbal offer of

Recruiting
is notified that a
position is filled,

meet minimum employment. checks OHC to verify
qualifications (Recruiting can assist 3 or more interviews
: in process if have been
Recrzjiting requested) completed, anc_l t_I'!en
adminisiaes closes the requisition.
assessments,

Recruiting checks
in Peoplesoft for
eligibility to work for|
the City for those
that pass any
needed
assessments,
ranks the top 20
candidates, and
refers the list.

Selected Candidate
accepts offer and
negotiates start date.

Recruiting sends
notification that
position has been
filled.

Recruiting refers
the Certified List to
the Hiring Agency.

Recruiting Clock
Officially Stops




