
 HR BANNER EMPLOYMENT - PROMOTION PROCESS

HR Compensation reviews/approves position - 
NBAPOSN, sets up salary - NBAPBUD, sets up job -
NBAJOBS.

Unit submits DART for 
Employee Requisition  to Central 
HR Compensation.

HR Compensation forwards requisition to HR 
Employment for recruitment placement.

HR Employment Officer contacts the department 
once the requisition is received. Department 
gives the ok to freeze the register.

HR Employment Officer schedules 
candidate interviews with the department.

Department interviews and selects candidate. 
Informs the HR Employment Officer of their 
selection and salary offer. HR Employment 
Officer will then call the candidate to extend 
the offer. 

HR Employment Officer informs the department 
that candidate accepts the job offer.  Via e-mail 
Campus HR Employment Officer establishes a 
hire date and via e-mail sends employment 
referral form to department.  

HR Employment Officer submits requisition 
to the Testing department. Testing freezes 
the  register and sends out the letters.

Current Unit initiates PITR to end the 
current job and forwards PITR to the 
future Unit.    

HR Employment Officer receives PITR and reviews and 
makes necessary changes to position information in 
NBAPOSN, NBAPBUD, NBAJOBS and PEAEMPL to 
direct enter into Banner.  HR Employment Officer will end 
the employee's current job and then add the new job and  
update Anniversary Date, and the E-Class if necessary.  

The current unit or the new unit will add the
new job for employee on PITR, send it to 
approvers and it is forwarded to HR 
Employment Officer for civil service 
employees.     

The NZIESUM is reviewed and 
data is saved into Banner.  

Promotion placement 
can occur within 
current unit

Promotion 
placement into 
new unit.
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