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Contact 
your HR 

Consultant 

 
Open 

position in 
department 

Update position 
description or 

enter new 
position 

description in 
Dartmouth’s 

Online Review 
and Recruit 

(DORR) 

Contact 
your HR 
Recruiter 

Establish 
time line 

and 
advertising 

venues 

Source and 
manage 

applicant pool 

Prescreen and 
interview 
applicants 

Perform due diligence: check references and 
employment history; verify credentials: 
Recruiter can provide advice on timing, 
questions and best practices in 
confidentiality 

 
Begin DORR 
salary setting  

 
Send written 

offer 
confirmation 

(HR) 

Submit PA to 
Payroll for 
processing 

Retain 
documents 

from 
research 

Create  
Onboarding Plan 

 
Make verbal offer 
(hiring manager) 

Contact your 
fiscal officer, 
if required 

 

06/03/08 


