
C-Level: Vacancy or 
New Position
is Approved

Candidate Denied

Candidates 
Selected

Office Assistant Calls
And Schedules and Interview

C-Level Supervisor 
Reviews Position 

Description, Recommends
Changes

Candidates Apply via 
Email to MSHN Office 

Assistant

Office Assistant: Send 
Rejection Letter/Email

Office Assistant Sends a
Confirmation email w/necessary

documents ( e.g. skills assessment)

MSHN Posting Approval &  Review of Candidates

Hiring Manager: Position 
Description is developed if new 

or revised of vacancy

Position Description
Is Agreed Upon; Send to 

Office Assistant

Office Assistant:
Save to Box

Office Assistant:
Post to Web:

Mlive &
MACMHB

Hiring Manager:
Reviews Applications/

Resumes

Dispose of Denied
Applications

Hiring Manager/Office 
Assistant: 

Selects Hiring Committee;
Schedules Interview Date

See Page 2



Hiring Committee:
Interviews Candidates

Committee Agrees

Interview Process  & Candidate Selection

Hiring Manager: Identify 
Hiring Committee

Office Assistant:
Sends Outlook Invites to

Hiring Committee

Hiring Manager/Office 
Assistant:

Prepare Interview Questions 
and Skills Assessment (If 

applicable)

Office Assistant:
Prepare Candidate File for 
Each Committee Member

-Resume/CV
-Application

-Interview Questions
-Other Documents

Committee Members:
Complete Candidate 

Rubric

Committee Reviews 
Candidate

Scores; Discussion

No Decision 2nd Interviews If Needed
To Identify the Best Candidate

Re-Post If Qualified 
Candidate

Was Not Identified

Refer to 
Page 1

Negotiation and/or 
Acceptance

See Page 3, 
Onboarding

Hiring Manager: 
Conducts

Reference Checks

Hiring Manager:
Makes 

Recommendation
To CEO

CEO: Prepares Offer w/ 
Salary and ETO 

Accrual Rate

Office Assistant:
 Sends Offer 

via Email

Office Assistant:
Notify other Candidate(s)



New Employee Onboarding

Office Assistant: Preps
Employee Status/Payroll Form

CEO or COO/CFO: Signs
Employee Status/Payroll Form

Office Assistant: Emails to
Human Capital

Copy Assoc. CFO and CIO

Information Technology
CIO

Human Resources
Assoc CFO/Office Assistant

Assoc CFO or Office Assistant:
Prior to Start, Send New Hire Forms and 

Benefit Forms 

Refer to Employee Onboarding Procedure 
and Personnel Records Procedure

Technology Request
Account Accesses

CIO: Informs Office Assistant
Than Email Address is Set

Office Assistant:
Emails Link to Relias Training
And Link to New Employee 

Orientation Resources Folder 
in Box

Assoc CFO or Office Assistant:
Schedule Meeting within 1st Week 

To Complete Retirement Forms

Supervising Manager: Schedules New
Employee Orientation Within 1st Week

Refer to Employee Onboarding Procedure

Office Assistant:
Schedule 1st Day Tech Setup

Employment Offer Accepted
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