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Recruitment and Filling a Vacancy General Overview
 (
Non Civil Service
)may vary depending on agency processes
 (
Program office seeks budgetary approval 
and hiring freeze exception 
to recruit/fill
Program office discusses recruitment methods/options to fill vacancy with HR office
 via Request to Fill E-
PAR
Open request in NeoGov to get a list
Position posted based on recruitment options and contractual requirements
Request list from 
SCSC
/run availability surveys/ establish rule of 3
Position posted based on recruitment options and contractual requirements
Civil Service
Vacancy occurs
 via retirement/ separation/ promotion/transfer/reassignment or new position
)
 (
E-
PAR
 routed to HR office for approval
) (
Determine from applications which recruitment option will yield the best candidate
Interviews conducted and candidate selected/ reference checks completed
Program office gathers necessary paperwork and creates 
Fill a Vacant Position 
E-
PAR
E-
PAR
 routed for director, fiscal, budgetary approval
)
Agency HR Office: Processing the E-PAR
 (
Coordinate with program office for effective date on appropriate pay period
) (
Secure BSE approval
-
 could include furlough check/clearance, senior level approval, candidate 
CAR
, NEOGov list closing for referral
) (
Coordinate with program office for effective date
) (
Coordinate with losing agency for release date on their pay period
) (
Civil Service
) (
Non Civil Service
)
 (
Secure 
SCSC
 approval
- could include ordering 
certification
, close out certification, senior level approval, furlough check
) (
HR office analyst processes 
Fill a Vacant 
E-
PAR
 from program office according to classification and type service
Internal candidate
External candidate
Candidate from outside
 Gov’s jurisdiction
Candidate from another state agency
Internal candidate
External candidate
Coordinate with program office for effective date on appropriate pay period
Candidate from another state agency
Candidate from outside
 Gov’s jurisdiction
Coordinate with losing agency for release date on their pay period
Coordinate with program office for effective date
E-
PAR
 to HR 
Service
 
Center
)
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