
UNMJobs Hiring Proposal Process

Step 1:
Department Originator starts Hiring Proposal (HP)

Step 2:
Department Originator submits HP to Department Approver

Step 2a: 
Optional-Department Approver submits HP to Dean/Director (if your department does not require Dean/Director approval, skip to Step 3)
Step 2b:
Dean Director submits HP to Employment Area-go to Step 4
Step 3:
Department Approver submits HP to Employment Area  

Step 4:
HP in “Submitted to Employment Area” status

Step 5:
Department sends student to the Student Employment Office

a)  Student needs to bring required documents from page 5 of http://www.uscis.gov/files/form/i-9.pdf 

b) Student must complete Online Customer Service Training at http://www.career.unm.edu/scs/
Step 6:
Employment Area (Student Employment Office) approves Hiring Proposal after verifying student eligibility and student has completed all hiring documents 

Step 7:
Department checks their ePrint reports (PZROEMA) to verify student is in the system. (Department Originators can also check the Employment Area Comments for student status)

Step 8:
Department notifies the student that he or she is eligible to start working. 
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