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Hiring a Research Associate requires a different  
 

This process is only for the position of Research Associate. Hiring for a Postdoctoral Scholar/Fellow position is a 
different process completed through the Office of Postdoctoral Affairs. Please see Tricia if you are unsure which 
process to follow. 
 
Additionally, please be sure to confirm with your department to determine if any additional documentation or 
reviews are required.  
 
Any questions regarding this process may be directed to Tricia Mehosky Ribeiro at pam17@case.edu or 368-7573. 
 
 
 
Step 1: Complete Part A of the Budget Approval and Offer Request Form 
Part A collects general information on the position and will enable SODM Administration to confirm availability 
of funding and eligibility of hiring. There may be additional documents needed if there are interim policies in place 
regarding hiring, such as temporary freezes. You will be contacted during the approval process if anything more is 
required. 
 
When completing Part A, please keep the following in mind: 

• Appointments are annual and follow the fiscal year (July-June). If the appointment has a start date after 
July 1, the initial appointment will be made through June 30. 

• If funded by external sources, employment dates should be in line within the current period of performance 
of the project(s) on which the person will work. 

o Funding that overlaps non-competing continuation years is acceptable.   
o Funding that crosses over competing renewal years is unacceptable since the SODM has no 

guarantee of renewal funding.  This is also true of sponsored projects in the last year of the period 
of performance when an extension is expected.  Except in cases of Federal projects awarded under 
FDP that allow an automatic no-
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• Posting in trade journals, newspapers, websites, etc., if desired, is the responsibility of the hiring 
department. 

 
Step 4: Interview and select the candidate.   
It is the responsibility of the SODM faculty supervisor to interview candidates and ensure that all qualifications are 
met. Please note that if the selected candidate requires visa support, this should be taken into consideration as 
there may be additional time or financial requirements to the hiring process. Be sure to consult with SODM 
Finance and Administration, Research Administration, and/or CWRU HR-Immigration to ensure a smooth 
process. 
 
Step 5: Complete Par
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