
Current Co-op Student Hiring Process
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1
Manager identifies 

need for co-op 
student

2
Contact HRA for Job 

Spec and Job Ad

6
Instructs HM to do 

RRAF

7
Enter RRAF 
Process & 
Approvals 

9
Work with HM to 

Post @ Universities 
2-4 week posting

10
Reviews Resumes/

Pre Screen

12
Schedules 

Interviews (may 
advise students 

directly) or schools 
may coordiinate

13
Conduct Interview

14
Advise Michelle of 

successful candidate

15
Complete WEAR 

form

16
Enter  WEAR 
Form Process

17
Enter into FEWS

Start

End

3
Existing Job Ad? 5

Work with program area to 
make any changes

4
Enter new position 
process @ step 7

No

Yes

8
Email from AA 

Finance OR AA EDO 
to indicate RRAF 

approval (see RRAF 
process)

11
Final candidate 
selection and 

develop interview 
questions

Effectiveness/
Client Service

Approvals Role Clarity Communication Efficiency
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