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Start

3
Manager gets 
approval from 
program area 

SR Management/ED

4
New position

 or 
Add to existing 
complement?

NEW POSITION

ADD TO EXISTING
COMPLEMENT

7
Contact JD 
Consultant

5
Complex? (ie. 
MCP or SMG, 
premamanent 

etc)

8
Meet 

w/ MGR
 and Consultant (if 

applicable)

16
HRO issues 
Position #

10
Prepare: 
Job Spec

11
Job duties and Job 
Spec or work with 

consultant directly to 
make necessary 

changes

12
Assemble:

JD, Org Charts, etc
Send to ECU for 

Classification or increase in 
complement if new position

13
Classify or approve 

existing
JD, Org Charts, etc

15
Request WIN 

position # and job 
code

20
Finance enters into 
FEWS for FEWS # 

reconciliation issues

23
Advise HM to start 

RRAF Process

22
 

Notify TL

24
Disclose to Union

1
Manager requires 

a new position

2
Verify FTE 

(Deep dive- due 
diligence with 

hiring manager)

YES

14
Save documents to 

SharePoint

25
Go to RRAF 

Process (found in 
Recruitment 

Process) (verify 
FTE again) 

*redundancy

End

9
Prepare: 

Job Duties

17
Receive Pos’n  

Position #

18
Request FSCO # and 

initiate facilities 21
Receive FEWS info/
FTE verification from 

FINANCE

6
Notify TL/Sr. 

Manage SS/ED

19
Second FTE check 

(shallow dive)

Efficiency
Effectiveness/
Client Service

Approvals Role Clarity Communication

NO
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