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PROFESSIONAL SUPPORT STAFF (PSS)

SEARCH EXPERIENCE
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PSS SEARCH EXPERIENCE

Planning
1

1-2 WEEKS

HDHD

HR notifies APSS 

of the

posting

Search 

committee 

formed w/PSS 

member and 

Inclusion 

Advocate

Department 

decides on type 

of search: Regular, 

Internal or 

Organizational 

Advancement 

and informs HR

Open 
Position 

Identified
HR HD

Search 
Materials 

completed by 
appropriate 
individuals

Search 
Training

✓ Search Chair

✓ Inclusion Advocate

✓ Dean/ Appointing Officer

Search Materials:

✓ Position Announcement

HR
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Planning
1

1-2 WEEKS

PSS SEARCH EXPERIENCE

✓ Human Resources

✓ Vice President /Provost

✓ Budget

HRHD

Open 
position 
posted

✓ Dean/Appointing 
Officer

HR

UP TO 5 

BUSINESS DAYS

Hiring approval 
reviewed and 
approved by 
appropriate 

offices 

Position posted 
on GVSU 
website

Advertisements 
placed

HR

PSS search 

committee

responsibilities 

training

conducted

APSS

HR notifies 

APSS who is

serving on 

search

committee

HR
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Reviewing Applicants
2

PSS SEARCH EXPERIENCE

1-2 WEEKS

Search 

committee 

reviews 

applications

PSS search 

member

validates 

interview pool

Search 

committee 

identifies

interview pool

HD HD APSS

SELECTED

NOT
SELECTED HD HD

Change status 
in system to 

‘Not Selected’ 
for an Interview’

Enter non-
selection 
reasons

Short list of 
candidates 
identified

Stop

Prescreen applicants via 
Phone/Skype interviews 
(Optional) 

• No approvals required 
for phone interviews 
(prescreen)

• HR approvals are 
required for 
Skype/video 
interviews (prescreen) 

PSS search committee
member raises 

concerns, if
any, to APSS / HR / AA
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Interview Approval
3

1 WEEK

Interview Pools 
(optional)

HRHD

Change status 
to ‘Interview 
approval –

Pending 
Human 

Resources

HR reviews and 
approves 

interview pool

Affirmative 
Action reviews 
and approves 
interview pool

AA

Search Chair 
notified by HR 

to continue

Interview 
candidates 
approved 
for short list

UP TO FIVE BUSINESS DAYS

HR

PSS SEARCH EXPERIENCE
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Candidate Selection
4

1-2 WEEKS

PSS SEARCH EXPERIENCE

Change interview 
status to ‘Interview 1 

Accepted’

Actual date of 
interview must be 

recorded

YES

Conduct 
interviews

HD HD

Select Final 
Applicant

Final 
applicant 
identified

1-2 WEEKS
HD

Change status 
in system to 

‘Interviewed –
Not Hired’ 

HD

Enter non-
selection 
reasons

NO

Send email to HR 

with detailed non-

selection reasons for 

internal candidates.

Stop
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Offer Approval
5

PSS SEARCH EXPERIENCE

Candidate 
Approved

HD HDHD

Change status 
in system to 
‘Preparing 

Offer Details’

Submit 
approval for 

offer to Dean/ 
Appointing 

Officer

Dean/ 
Appointing 

Officer submit 
to HR

Complete 
Selection 

Justification in 
PageUp

1-2 WEEKS*    (Includes steps on previous page)



APSS= Hiring Department Responsibility =  HR Department Responsibility             = APSS Responsibility = Affirmative Action Responsibility HRHD AA

Offer Approval
5

PSS SEARCH EXPERIENCE

NO
GRIEVANCE

Wait 3 business 
days from 

notification

HD

Search chair 

notifies non-

selected internals 

w/reasons for 

non-selection

HR notifies APSS 

that the internals 

have been 

contacted

HR

Refer to 
current APSS 

contract 
language

APSS

GRIEVANCE

HR reviews and 
approves non-

selection 
reasons

HR 
shares with APSS 

name of selected 
candidate 

w/justification and 
non-selection reasons 

for all internal 
candidates via 

email

APSS approves 

to move 

forward

HR notifies 

search chair 

to continue 

with 

notifications

HR HRHR APSS

APSS and HR 
discuss how to 
move forward

NO

YES

1-2 WEEKS

3
days
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Offer
6

PSS SEARCH EXPERIENCE

DECLINED

ACCEPTED

Change status 
in system to 

‘Offer 
Declined’

Create & 
upload final 
appointment 

letter in system

HR notifies 
department of 
“hired” status

Change 
status in system 

to ‘Offer to 
Candidate –

Submitted 
Online’

HR distributes 
final 

appointment 
letter

HR notifies 
non-selected 

candidates via 
email that the 

search is 
complete

Candidate 
accepts offer 
online & HR 
completes 

background 
check(s)

Verbal offer 
made by 
Human 

Resources

HR HRHR Candidate 
Hired

May or 
may not 
continue

1 WEEK

HR notifies 
department to 
reinitiate offer 

approval 
process for 2nd

candidate 
(optional)

HRHRHRHR

HR HR


