Pre-Search Process
Job Description & Advertisement
To begin the search process, the unit HR will need to ensure the following items are completed: 
Step 1: Unit HR & the Hiring Official Complete the Hiring Request & Search Information Spreadsheet
1. Unit HR and the hiring official will need to work in collaboration to complete the Hiring Request & Search Information Spreadsheet. This spreadsheet collects the required information needed to request a new FTE or fill a vacancy. The Hiring Request & Search Information spreadsheet is the most important piece of the entire process. It is crucial to complete this document and have the hiring official and unit HR understand the information within it. The spreadsheet collects:  
a. All the information required to initiate the JDX workflow  
b. Job Information 
c. Budget & Justification 
d. Duties & Responsibilities 
e. Required and Preferred Qualifications  

The required and preferred qualifications entered the spreadsheet and JDX workflow will be used in the advertisement and will be the assessment criteria for evaluating candidates, so it is necessary that all the information in the spreadsheet and JDX workflow is complete and accurate.  
An email template is provided to begin the conversation with the hiring official to complete the Hiring Request & Search Information spreadsheet: Hiring Request & Search Information – Spreadsheet Collaboration
Important Reminders 
· Start early – The review process can take a couple of weeks. Submit vacancy and new FTE request as soon as possible.
· Check for accuracy – To ensure accuracy and alignment, the unit HR and Hiring Official may complete this spreadsheet together. A joint meeting helps prevent confusion and ensures shared understanding. 
· Routing process – The Unit HR will use the Hiring Request & Search Information spreadsheet to enter job details into JDX, which begins the official review Pre-Search Process. Below are the JDX reviews: 
a. Workflow Initiator
b. Unit HR
c. Hiring Manager
d. College – This step requires Associate Dean review. If the request involves a new FTE, Provost approval is also required before it can proceed to the next level. Please allow additional time for new FTE requests to be reviewed.
e.  Illinois Human Resources 
Step 2: Unit HR Initiates the JDX workflow – Staff Vacancy  
Now that the Hiring Request & Search Information spreadsheet is completed, the unit HR will use the information gathered to submit a Staff Vacancy workflow in JDX, which begins the official review process for the job description. This workflow routes the hiring request through several required reviewers. 

For step-by-step guidance, refer to the LAS Job Aid - JDX Staff Vacancy Workflow. 

Steps to Start the Staff Vacancy Workflow in JDX 
1. Add Job (from the Task Menu) 
2. Select Blank Job 
3. In the New Job Title field, type the full job title and unit name and do not use abbreviations  
f. For exempt, non-represented employees, the title should accurately represent both the nature of the work (e.g., Human Resources Specialist, Grants and Contracts Coordinator, Sponsored Research Business Analyst) and the position level (e.g., Specialist, Coordinator, Assistant Director).  
g. Format: Title – Unit  
h. Example: Research Scientist - Department of Chemistry 
4. Choose the workflow: Staff Vacancy 
5. Enter the reviewers:
a. Workflow Initiator – HR staff member – This individual will receive all the emails regarding the approvals for the position. 
b.  HR Review & Sign-Off – The unit’s Assistant/Associate HR Director or assigned HR contact (ask your supervisor if unsure) 
c. Hiring Manager Review – The supervisor who requested this job (must be the direct supervisor) 
d. College Review – Enter: las hr (lowercase) 
e. IHR reviewers will auto-populate
6. Send the JDX workflow reviewers (unit HR if different than the initiator and the hiring official) an email letting them know that the JDX workflow will be routed for review. 
An email template is provided to send to the JDX workflow reviewers with instructions on how to access and approve the workflow: JDX Review for TITLE
Step 3: Unit HR Prepares for the Search & First Search Committee Meeting (Charge)
As the JDX workflow is being reviewed by LAS and IHR, unit HR staff will:
1. Ask the hiring official to complete the Search Information section of the Hiring Official Tab if not yet completed. This section of the spreadsheet collects all the required information for Cornerstone (CSOD) to post the job advertisement. Once this section is completed, unit HR may continue to the next steps.
a. The Search Information section of the Hiring Official Tab collect information on the search committee members, advertising sources, salary statements, hybrid work statement, and FOAP for a background check.  

Below is important information for the unit HR and hiring official to consider when completing the Search Information section of the spreadsheet:

Forming a Search Committee
· Minimum Requirements: Each search committee must include at least three University of Illinois employees with broad perspectives and a commitment to fair and equitable hiring.
· Exclusions: Supervisors and Hiring Officials cannot serve on search committees to maintain impartiality and avoid the appearance of bias.
· Role Clarity: The Hiring Official is responsible for inviting committee members, confirming they understand their roles, and ensuring none are applicants for the position.
· Expand Committee Perspectives: Consider including individuals from outside the hiring unit, such as university colleagues familiar with the role.
· Time Commitment: Ensure selected members have sufficient time to fully participate in the process based on the expected search timeline.

Advertising & Recruitment Guidelines
· The hiring official and search committee should discuss recruitment strategies to attract a broad, qualified applicant pool.
· Ensure all ad sources align with your budget, timeline, and application deadline.
· The job will automatically post to:
· U of I Job Board
· HigherEdJobs (www.higheredjobs.com)
· Broadbean sources (posted by OAE; no need to retain copies)

Recruitment Plan & Documentation
· Each search must document the Recruitment Plan. Keep a record of:
· Conferences attended
· Organizations and individuals contacted
· Outreach efforts to reach underrepresented groups
· This information must be included in the final search paperwork.

Additional Advertising
· Units should consider discipline-specific sources and use outreach methods that reach veterans, individuals with disabilities, and historically underrepresented groups.
· Review the Office for Access & Equity’s recruitment source list for ideas (see OAE Recruitment Sources list).

Inclusive Hiring at Illinois Training Information:
Effective January 1, 2026, an updated Inclusive Hiring at Illinois online program for hiring training launched.  Training is mandatory for hiring officials, search chairs, search committee members, and search coordinators.  Inclusive Hiring at Illinois training is good for 2 years within each role.   The two years begins as of April 2025.  Searches will not be posted to the Illinois Job Board until trainings are up to date for the roles noted above.

How to Check Training Status:
Access the report here:  https://uillinoisedu-my.sharepoint.com/:x:/g/personal/johnso19_illinois_edu/IQCb9aKBDw-lR564kPST8SMuATlGFbUNfZoE3VxsvCwM_yM 
This list is for the entire campus, so the easiest way to search is the following: 
1. Start in the Inclusive Hiring at Illinois report tab to find the individual 
2. Click Control F 
3. Enter the netid of the employee in the find field
a. Those who are Complete are up-to-date for that role 
b. Those who are not listed will need to take the Inclusive Hiring at Illinois trainings
4. If a search committee or hiring official needs to complete the training, unit HR will send them an email reminder.
An email template is provided to send to the search committee member(s) who need to complete the Inclusive Illinois training: Inclusive Illinois Training

2. Create a private collaborative space for committee work via Teams or Box.
a. In the private space, ensure the following documents have been uploaded: 
i. Proposed Search Timeline
ii. IHR-approved Job Description
iii. Summary Narrative Template
iv. Folder for Interview Questions & Samples
v. Folder for Advertisements & provide Recruitment Plan spreadsheet
vi. Search Refresher Documents
· Confidentiality in the Search Process
· Nondiscrimination Policy
· Pre-Employment Inquires - Topics to Avoid
b. Reminder: At the end of the search, remove access to the collaborative space, as search committee members should no longer have access to confidential materials.
3. Unit HR will send a welcome email to the search committee, hiring official & unit contact, if applicable (staff member who will post additional advertisements and organize logistics). 
An email template is provided to send to the search committee, hiring official, and unit contact welcoming them to the search: Welcome to the TITLE Search Committee
4. Unit HR will send the hiring official a follow-up email about the charge meeting and will send the charge agenda.
An email template is provided to send to the hiring official with guidance on next steps and the charge agenda: Next Steps & Charge Meeting Agenda for TITLE Search
5. Schedule the first search committee meeting (Charge) and ensure the Hiring Official is prepared and understands the next steps.
a. The Charge meeting should include all search committee members, the hiring official, HR staff member, and the unit staff member who will be assisting with scheduling and posting advertisements, if applicable.
b. This meeting must take place before any applications are reviewed. Ideally, it should occur before the job ad is posted or at the start of the search window to allow the search committee to assist with recruitment efforts.
6. Co-host the Charge meeting with the Hiring Official 
a. HR staff and the hiring official should collaborate to review the agenda and address any questions about the search process. Refer to the appropriate agenda for your unit’s position to ensure all required topics are covered.
Step 4: Approval of JDX Staff Vacancy Workflow – Ready to Post Advertisement to Cornerstone (CSOD)
1. All reviewers in the JDX Staff Vacancy Workflow will receive an email confirming approval
2. Save the email as a PDF—it is required for the HRFE transaction for the new hire.
· The email includes the approved salary range, which must be followed.
· If proposing a higher salary, HR staff must submit a written justification explaining how the candidate’s experience supports the increase and confirming it will not create an equity concern. Include this justification with the Appointment Form and send it to lascollegehiring@illinois.edu at the time of hire
· The email also states when information from JDX will flow into Cornerstone (CSOD)—this occurs daily at approximately 9:30 AM, 3:30 PM, 9:30 PM, and 3:30 AM. Note: The data feed typically runs about 30 minutes after the scheduled time. For example, if you receive the JDX approval at 10:00 AM, set a reminder to check CSOD around 4:00 PM to locate the requisition.
3. Submit the CSOD requisition to post the job advertisement to the Illinois Job Board
· Refer to the appropriate guide for CSOD instructions:
· Overview of Search Procedures via CSOD – Traditional CS or Custom CS
· Overview of Search Procedures via CSOD – AP
4. After the advertisement is live on the Illinois Job Board, unit HR will need to ensure the following are completed:
a. Inform the hiring official, search committee, and unit staff (as appropriate) that the advertisement is live on the Illinois Job Board
b. Schedule a review meeting after the deadline date with IHR TAP to review candidates on the required qualifications (CS only)

An email template is provided to send to the hiring official, search committee, etc. To inform them the search is live on the Illinois Job Board: TITLE Advertisement is Live




