
Section 7:

Completing the Hiring Proposal
This section includes instructions on how 

to complete the Hiring Proposal 



Completing the Hiring Proposal

• A Hiring Proposal is to be completed 
once a successful candidate has 
been placed in a status of 
“Recommend for Hire”.



The Hiring Proposal 
• The Hiring Proposal electronically seats 

a successful candidate into the Position 
Description for which the individual was 
hired via the PV PAWS system.

• The purpose of the Hiring Proposal is to 
assist the Office of Human Resources 
with ensuring vacated positions are 
being filled and that all pre-employment 
steps were completed during the Hiring 
Process.



Before Completing the Hiring Proposal

Before completing the Hiring Proposal please complete the following 
steps after a successful candidate has been identified by the 
department:

1. Interviewing notes and matrices are provided to EEO Officer in paper 
format and successful candidate is approved by EEO Officer.

2. Complete background check through the Office of Human 
Resources.

3. Once the background check is returned clear, send letter of offer of 
employment  to candidate with approved salary information. Sample 
offer letters can be requested from the Office of Human Resources.

4.  After the offer letter of employment is returned with successful 
candidate’s signature securing the offer has been accepted, you may 
then begin the Hiring Proposal. 



Let us complete the Hiring Proposal…



Click here to begin the “Hiring 
Proposal” for the successful 
applicant



Click here to Start Action

The bottom of the 
screen shows the 
position for which the 
Hiring Proposal is 
being completed



Certain fields will default based 
on previous entries from the PD 
Module and the Application Form.  
All required fields must be 
completed. 

Note: Please review the 
document carefully to be 
sure all information is 
correct before moving on 
to the next step.



Select  the individuals 
that will should have 
access to review the 
position information 
here

To move one individual 
from the “Not Selected”
box to the “Selected” box 
click this button

Click here to continue when 
finished completing the  
Hiring Proposal 



Click here to save w/o 
submitting  or to  submit 
Hiring Proposal 

Click here to submit 
Hiring Proposal to 
HR and Continue



Click to confirm submitting 
Hiring Proposal to HR



The Hiring Proposal 
action has been 
successfully 
completed when this 
message appears 

You may logout 
when finished 



For questions regarding the PV PAWS system please contact:

Elmary Wells
Employee Relations Coordinator

Office of Human Resources
(936)261-1723

elwells@pvamu.edu

or 

Jana Smith
Employment Specialist

Office of Human Resources
(936) 261-1729

jbsmith@pvamu.edu
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