
Headcount Approvals and Recruiting Workflow

Before starting this workflow, it is imperative to the timeframe that you already have the job score card written and have 
already talked to your supervisor and Omar about the headcount needed, including wage, bonus, shares, etc.

Submit the 
“Employment Change 

Request” located on the 
People Ops Page 

(Recruiting section)

Based on the answers 
from the survey, 

recruiter will send hiring 
manager the correct 

request form

Hiring Manager fills out 
request form

 If new role, hiring 
manager sends recruiter 

the job score card

Approvers review the 
request and approve/

deny for posting

Once request is 
approved, job is posted

Candidates send in 
resume and fill out pre-

screen survey 

Recruiter pre-screens 
promising candidates

Candidates that pass 
pre-screen schedule 
their own interview 

based on the hiring 
manager’s 
availability

Hiring Manager 
interviews candidates 

according to applicable 
interview structure*

Interviewers rate 
candidates immediately 

after interview

Hiring Manager 
communicates to 

recruiter when an offer 
should be made. Offer 
will be based on what 
was approved during 

request

Offer is sent to 
candidate, references 

are checked, and 
background check is 

started

Recruiter will set up a 
call with the hiring 
manager to discuss 
hiring process and 

expectations

Once offer letter is 
signed and background 
check is received, start 

date is finalized and 
onboarding is started

With permission from 
candidate, Hiring 

Manager welcomes new 
employee to the team 

via LinkedIn

New hire package is 
sent

New hire starts on next 
available start date
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*Hiring Managers will need to follow the company standards on interview 
structure. Variances from these best practices will prolong the process and 

create variance in our vetting of potential team members
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Hiring Manager reviews 
applicants, making notes 
on whom they would like 

to interview
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