
Recruitment, hiring and onboarding
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to review recruitment 

UVic Careers
Is this a new or 

established position

Use new workflow in UVic Careers
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Create position requisition
In UVic Careers
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Approvals

Position posted after final HR 
review

Interview/assess

Extend an offer

Review applicants

Hire and initiate onboarding
 

Submit appointment 
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department onboarding 

and orientation.

New 
position

Established 
position

Your employee will 
not receive benefit 
forms or required 
privacy training if 
onboarding is not 

initiated.

Ensure correct 
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creation and 
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Communicate with 
applicants – 
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If this is a term to 
regular position or a 
restructured position 
include classification 

memo and information 
on source of budget

Get ready for new employee
work space, keys, 
equipment, access

The Recruiting and Hiring page provides best practice 
recruitment tools and techniques to support you throughout 

the hiring process.

Prep for assessments/

Many of the steps on this road map are managed through our 
job management system – UVic Careers.

& job description

Create hiring team

All applicants will 
see competition 
as filled in UVic 

Careers

Review salary with 
excluded leader


