Staff Employment Actions Request (SEAR) type of actions:

audits, corrective pay adjustments, salary supplement.

Hiring Department

Staff Employment
Action Request (SEAR)
form

iring Department
completes the electronic

Form will route for
approvalsbased on

the funding source
listed on the SEAR
form

State & Grant
Funds

itiate recruitment efforts, request new position, auto promote, direct hire, extend an offer above approved amount, job

Department Head

Reviews request
includes funding
justification

[

Investigator

Reviews request
includes funding
justification

Reviews request
includes funding
justification

CAO/Business Center

Supports Department
Head request, confirms
funding availability, For

New positions contacts HR
to obtain campussalary
average ranges

Supports Department
Head request, confirms
funding availability, For

new positions contacts HR
to obtain campussalary
average ranges

Reviews request
acknowledges funding
source used and approves
the request

Reviews request
acknowledges funding
source used and approves
the request

Confirmsfunding
availability, tracks position
for FTE position control,
identifies budgetary issues

Confirms funding
availability, tracks position
for FTE position control,
identifies budgetary issues

Confirmsfunding
availability, verifie:

Confirmsfunding
availability, verifies
requestis allowable on the
grant, identifies budgetary
issues

Human Resources  HR)

Reviews request with
similar positions, job
description, job title,

confirm equitable pay,
salary compression—
Provides Final approval for
request.

Reviews request with
similar positions, job
description, job title,
confirm equitable pay,
salary compression—
Provides Final approval for
request.

Reviews request with
imilar positions, job
description, job title,
confirm equitable pay,
salary compression—
Provides Final approval for
request.

VPBA ( Mark McGurk)

If applicable, HR routes
request for review and
final approval to VPBA,
therewill not be an appeal
process




	Slide Number 1



