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Start Recognize need to 
fill position

Hiring Manager 
submit interest 

form to 
TDOT.Careers@tn.g

ov

Technical or 
Professional?

Professional

Regional HR 
receives request for 

recruitment 
assistance

Technical

Regional HR creates 
job description

Regional HR 
submits Help Desk 

Ticket to create PDF 
web link

Regional HR 
documents 
recruitment 

requests

HR Generalists 
monitors 

TDOT.Careers@tn.g
ov for incoming 

submissions

HR Generalist 
processes 

submissions

HR Gen sends 
confirmation email 
to HM to confirm  & 

determine if add. 
info is needed

HR Generalist logs 
request  in 

Recruitment 
Tracking 

spreadsheet 

Regional HR 
requests job duties 

from Hiring 
Manager
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Phase

HR Generalist 
submits Help Desk 

Ticket to create PDF 
web link

Once web link is 
received, HR 

Generalists start 
recruitment process

Job description 
created 

Once web link is 
received, Regional 

HR starts 
recruitment process

HR Generalists 
contact qualified 

candidates to apply 
in NeoGov until 
posting is closed

HR Generalists send 
Hiring Manager 

Recruitment 
Summary email

Position filled?

End

HR Gen 
Restart 

Recruitment 
Process

*Update recruitment tracking log

No

Yes

Regional HR 
contacts qualified 

candidates to apply 
in NeoGov until 
posting is closed

Position filled? End

Restart 
Recruitment 

Process
*Update recruitment tracking log

No

Yes

Hiring Manager 
starts hiring process


