
Board, Commission, or Committee Member

Hiring Manager (HM) elects 
Committee Members

HM contacts Shared Services 
to begin onboarding 

COMPENSATED

Note: I-9 Verification required 
within 3 days of hire.

NON-COMPENSATED

Note: No I-9 verification 
required.

Agency is required to submit a 
Personal Information Sheet

HM forwards Oath of 
Office/signed approval email 

along with required 
documents

Recruiter request following information:

1. Copy of Oaths of Office from the Governor or signed approval email.
2. Actual start date (Effective date)
3. Email address (Resume preferred)
4. Establish, vacant position number
5. SS# and DOB
6. Completed PAF/PIF for non Compensated

Note: Committee Members are appointed by the head of the agency/board. No 
Oath of Office or email required.

Recruiter creates requisition 
(REQ) in Talent Acquisition 

(TA)

Recruiter creates candidate 
profile in TA and tracks  them 

to REQ

Recruiter processes future hire 
action in TA for selected 

candidate
NOTE: Remove applicant’s email 

address

Recruiter forwards recruitment 
materials to HR Operations

HR Operations completes 
Personnel Action Form (PAF)

COMPENSATED ONLY
- HR Operations ensures all 
onboarding paperwork is 
completed HR Operations enters action 

into HRIS

Governor’s Office Elects 
Board/Commission Members.

HR Operations manually 
creates EIN

Recruiter consults with HM to 
find out if position will be 

compensated or 
non-compensated

Recruiter forwards recruitment 
materials to HR Operations

HM forwards Oath of 
Office/signed approval email 

along with required 
documents

LEGEND

Agency Hiring Manager

Shared Services Recruiter

HR Operations

OrOR

NON-COMPENSATED ONLY
● No onboarding 

packet required.
● Verify Personal 

Information Sheet

Variables
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