
Are you promoting/transferring
a current employee, and 

they will remain under the 
same VP or Dean?  

Are you considering 
external and/or internal

candidates for hire? 

Are you promoting/transferring
a current employee, and 

they will NOT remain under 
 the same VP or Dean? 

Are you adding a job to a
current employee, and that
additional job is under their

current VP or Dean?  

Do I Need to Create a Job Requisition?

Yes, you need to 
create a requisition.

No, you do not 
need a requisition.

If you have any questions, please contact your Primary Recruiter.

Are you adding a first-time
Faculty/Adjunct role to a

current employee?
Are you hiring a Graduate
Student Assistant (GSA)?

Are you adding a job to a
current employee, and that
additional job is NOT under
their current VP or Dean? 


