
POSTDOC HIRING PROCESS 
Who Does What: 

*If not entering the job through Interfolio (recruiting hire) AND a visa decision does not need to be made, complete the
Postdoctoral Scholar Direct Hire Job Description & General Information Form 

(Purple = HR & FACULTY; Blue = HR or Assistant to the Director (AD); Red = FACULTY) 

   
Decision on VISA STATUS by contacting 

HR Manager --
Potential 2-4 month delay before hire

* Faculty Completes 
Recruitment Job 

Description 

Faculty Sends 
Completed Job 

Description to HR 
or AD 

HR/AD Enters Job 
into Interfolio or 

Workday 

Interfolio routes 
for approval 1) 

Director, 2) Dean 
and 3) AHR (2 to 

60 Days) 

AHR Approves 
and adds to UW 
Website; sends 

to HR & AD 

Faculty Reviews 
Application 
Materials in 

Interfolio

Faculty Notifies  
HR/AD Decision 
has been made 

*Faculty Completes
General Information 

Form 
– Send to HR

HR Sends Candidate 
SMD Form 

HR & Faculty 
Draft Offer Letter 

Receive Signed 
Offer Letter; 
Send to HR 

HR Enters Hire 
into Workday 

Faculty Adds
Disposition Codes in 
Interfolio; Notify HR 

when complete 

After SMD is 
approved-- HR Sends 

FINALIZED Offer Letter 
for Approval to the 

Director

Send Offer To 
Finalist 
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