Schedule for Updating Opportunities List

Beginning of the Month:

= Human Resources sends Pending Action Report, which lists the status of all open
positions within SFA.

= Use report to determine which positions should be added to list as “ Submitted to HRG”
or should be updated to“Cert Issued” status.

Tuesdays and Fridays:

= HR emails Wave Il Announcements, which list all open positions, to all SFA staff.
= Use report to update status of positions to*“ Posted” or “Posting Closed”.

Ongoing Basis:
= HR forwards the information on future open positions as they are identified.
= These “Future Needs” are added to the list.

Monthly Update
Schedule
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