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Faculty contacts CNS HR 
for Jr. Specialist 

recruitment

CNS provides an 
example of Job 

description and APM 
300

PI submits job 
description 

(including APM 300 
criteria) and 
members of 

interview panel (3 
recommended)

Publish. Fulfil the 
“planned search 

recruitment efforts” 
Section 4 of 

workflow doc. 
Publish on CNS 

website

Creates new recruit 
plan in RECRUIT 

(Details in section 2 
of workflow)

Search Plan for 
Approval

Provide candidate 
list/ recruit link to 

faculty

Screen candidates 
and provide selected 

candidates and 
disposition reasons 

to CNS HR

Update status to 
Recommended for 

interview for 
selected candidates.  
Create a SHORT LIST 

Report. Complete 
conflict of interest 

form

Interview 
candidates 

Assign more 
disposition reasons. 

Update status of 
selected candidate 

to Proposed 

Candidate.  

Can provide 
candidate with 

soft offer at this 
time.  

Short List for 
Approval

Proposed 
candidates for 

Approval

Information in 
MyInfoVault (MIV) 
as a Redelegated 

Action. (Refer 
section6). Once 

approved

Close case in 
RECRUIT

Systems Used: RECRUIT, MIV, AggieService. 
Faculty Questions: Contact CNS HR 
CNS HR Questions and Support- Contact Kim Reynolds 752-4616 Email: kreynolds@ucdavis.edu

 Specialist Process Flow Word Doc  

Yes 

No

Create and sign 
the PD. Create 

brief letter from 
chair

Submit “ 
Onboarding case 
only” in AUSS-C 

Onboarding 
Appointment at 

AUSS-C

Onboarding at 
CNS
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