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for HRSS Customer Agencies only. No State of Nebraska Agency is required to use this form unless otherwise
instructed.

RECRUITING PROCESS

HUMAN RESOURCES HIRING MANAGER

Receives Recruitment Case in Workday and notifies Hiring Manager about the anticipated turn-around time

Creates Requisition in Applicant Tracking System and moves Recruitment Case to "In Progress" status in Workday

Once Job Advertisement is active online, send Vacancy Notice email to agency

Reserve times on interview panel's calendars for interviews

Notify hiring manager when job advertisement closes and all eligible candidates have been referred for consideration

Notifies hiring manager of employment offer options, if applicable

Makes employment offer to candidate

Notifies hiring manager of acceptance, denial, or counter offer




