
NOTE: This time line is an average based on receipt of complete, correct and timely documentation/information. 
 
JAC:04/04 

Department of Medicine 
HIRING TIME LINE 

(For Officers of Administration & Support Staff) 
 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 

(Cumulative # of Business Days) 

STEP 2 
Departmental 

Processing of Posting 

STEP 3 
HR 

Processing of 
Posting 

STEP 5 
Posting Period – 5 day minimum 

Interview Applicants 
NOTE: Selectee must apply for the position 
via Jobs at Columbia to be included in the 
applicant pool for the position 

STEP 6 
• Division identifies 

qualified selectee, but 
MAY NOT make an offer 

• Division completes 
Monitoring Packet and 
submits it to Department 

STEP 7 
Departmental 
Processing of 

Monitoring 
Packet 

STEP 8 
HR Processing of 
Monitoring Packet 

STEP 9 
• Department notifies 

Division of selectee 
approval and 
forwards New Hire 
Packet (includes 
offer letter) 

STEP 10 
Departmental 

Processing of New 
Hire Packet 

STEP 4 
• Department forwards 

Posting Confirmation & 
Employment Application 
System Login along with 
the Hiring Guide and 
Personal Information 
Form to Division 

STEP 1 
• Division identifies position 

and funding 
• Division creates posting and 

submits it to Department 


