
Offer extended 
to candidate

HR: 
‐ submit request to procure 
equipment/furniture (as 
needed)
‐ submit request to IT for 
network & phone access
‐ create ID in Jenzabar
‐ assign mentor

HR: 
‐ delivers welcome package
‐ conducts new hire benefit 
orientation 

Accept

Decline

Hiring & Onboarding Process

Sourcing Process

Candidate:
‐ submits signed offer 
letter and new hire 
paperwork to HR.

Manager: 
‐ conducts new hire 
orientation / training as 
needed


