Work Flow for New Position

Department submits a Job
Description Form for review
to Employment

Employment reviews all documents and makes a
recommendation to the department concerning position
classification (pay grade, job code, and position title)

Department verifies that $$
are available for New
Position (Midpoint of

Range)

Department Creates
Electronic PAR

Electronic PAR is routed
through the Department/
College approvals.

Employment will receive an
automated email in the
service account/routed to
the correct Employment
Coordinator

Employment will review and
approve the Electronic PAR
online

Position Management
Reviews/Verifies Electronic

PAR:
Budget/Funding/Data

Position Management
approves Electronic PAR

System notifies department/
employment of new position
number upon Position
Management’s approval.
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