
Vacant position (s)

HM/S or 
Agency HR will 

create 
requisition 

DHRM will 
review 

requisition

DHRM will check 
priority pool for 

requested 
position

Yes

No

Agency will 
contact the 
priority list 
candidate

Hire made

Yes

Agency HR 
will complete 
onboarding 
process for 
candidate

Candidate hired

DHRM will 
approve 

requisition and 
create a 

recruitment or 
issue a bank list

Eligible bank list 
issued

Recruitment is 
assigned and 

posted by 
DHRM BP

BP will evaluate 
applications 

BP will communicate 
with HM/S or Agency 

HR that the candidates 
meeting MQs have 

been verified and that 
the complete 

candidate pool is 
available for review.

*BP and HM/S may
discuss any non-

qualified candidates*

Eligible list 
issued by 

BP

Agency will conduct interviews with eligible 
candidates.

*Agency attempts to contact at least five
candidates from a list with five or more, or all  
candidates if less than five before reposting*

Hire made

Yes

No

HM/S or Agency HR will work with BP for 
next steps or options (underfill , succession 

plan, etc.) or resubmit requisition for 
posting 

Agency HR will 
notify BP that 

the list has 
been coded

BP will review 
and accept the 
coded list and 
will notify the 

Agency HR.

Agency HR will 
complete 

onboarding 
process for 
candidate

Key
HM/S - Hiring Manager / Supervisor 

DHRM - Division of Human Resource Management
BP - Business Partner (within DHRM)
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