
Staff Hiring Process Timeline 

Position Title & Number: ______________________________ 
Department: ________________________________________ 

Completed 
 Confirm funding source(s) 

  Review/update position description 

   Develop a Success Profile 

 Submit a Staff Position Action Request Form for consideration 

After the request is approved – Post the job in IES (Position Management 
side of system/Position Coordinator role). Remember to write an engaging 
job summary. 
Gather information to be prepared to answer posting specific question, from 
Employment (duration of posting, IEBC, qualifying equivalency, etc.)

The job will be posted, for you, on the UK Jobs Page, M-G CAFE Jobs Page, 
and these additional locations. If you would like to discuss additional 
advertising options please reach out the M-G CAFE Business Center HR 
Team.
Once the job is closed, provide an applicant review spreadsheet and 
interview guide to the supervisor/panel.
Schedule interviews 

Perform reference checks/personnel file review 

Once a top candidate is selected, calculate experience, conduct equity review, and 
analyze budget.

After the Hiring Proposal is Approved – Extend Offer

 (refer to Offer & Onboarding Tools) 

Now you can begin the Martin- Gatton CAFE Staff Onboarding Checklist

Additional Resources 

HR Administrator Resources

Supervisor Resources

Submit a Hiring Proposal. Access the Hiring Proposal QRG

http://www.uky.edu/hr/sites/www.uky.edu.hr/files/employ/documents/HEP-SuccessProfileTool.pdf
https://cafebusinesscenter.ca.uky.edu/files/cafe_staff_position_action_request_form.pdf
http://www.uky.edu/hr/sites/www.uky.edu.hr/files/employ/documents/HEP-SuccessProfileTool.pdf
https://cafebusinesscenter.ca.uky.edu/content/supervisor-resources
https://cafebusinesscenter.ca.uky.edu/files/employee_on_boarding_checklist_-_013018.pdf
https://cafebusinesscenter.ca.uky.edu/content/hr-administrator-resources
https://cafebusinesscenter.ca.uky.edu/content/supervisor-resources
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/job_posting_-_free_standard_recruitment_-_fy23_-_092022.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/QRG%20-%20Hiring%20Proposal%20Process.pdf

	Position Title  Number: 
	Department: 
	Additional Resources: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off


