
PEY Placement Process
C

om
pa

ny
 D

ep
t. 

M
an

ag
er

C
om

pa
ny

 H
R

 
W

or
ke

r
P

E
Y

 O
ffi

ce
 W

or
ke

r
S

tu
de

nt

E-mail/Fax

In Person/E-mail

No

In Person/ E-mail

End

E-mail

Yes

In Person/E-mail/Phone

E-mail

PlacePro Website
PlacePro Website

Is the candidate 
interested in an 

interview? 

Inform HR Worker 
of rejection

Create Placepro 
Portfolio, submit it 

online

Inform PEY Office 
of manager’s 

decision

Set student’s 
interview status to 

“not invited”

Find job on PlacePro
status = ‘unemployed’

Set student’s 
interview status to 

“invited”

Notify Dept. Manager 
of Student’s 
Application

Inform HR of 
interview invitation

Does student meet 
requirements?

Set ‘Your 
Response’ field to 

‘Accepted’ 

Schedule and 
attend interview

Inform PEY office 
of interview 

invitation

Send Application 
to Employer

Yes

End Set ‘Your Response’ 
field to ‘Not interested’

In Person

Submit rankings based 
on the interviews to 

PEY Office

No

Start

Review Student’s 
Application

Check Interview 
Status on 
PlacePro



PEY Placement Process
C

om
pa

ny
 D

ep
t. 

M
an

ag
er

C
om

pa
ny

 H
R

 
W

or
ke

r
P

E
Y

 O
ffi

ce
 W

or
ke

r
S

tu
de

nt

E-mail

No Yes

Phone / E-Mail

Yes

In Person / 
Mail

No

In Person

End

End

Provide candidate 
with offer details

Draft job contract and 
obtain candidate’s 

signature

Change job status 
on PlacePro to 

‘filled’

Sign and submit offer 
acceptance form to 

PEY Office

status = ‘employed’

Ranked #1?

Notify PEY Office of 
offer rejection(s)Accept an offer?

Contact HR to 
negotiate job 

offer(s)
status = ‘unemployed’Wait until offer is 

extended 

Review and sign-off 
on job offer

In Person /
Mail

Post rankings on 
PlacePro

PlacePro Website

Find Out Ranking 
For Position


