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If you are within the “GA - Directors & Department Chairs” you will receive an email notification similar to the one 
below. This indicates that a GA hire is waiting for your approval. 
 

 
 
To take action, you will need login to your NEOED Dashboard, where the task of approval will be shown. Click on 
the title. 
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The Offer will then appear for you to view as well as their application should you choose to do so.  
 

 
 
 
 
Confirm all that the offer approval information submitted is accurate. If you would like to make any changes, you 
can choose “Edit” in the top right corner.  
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You will also need to “Edit” to attach the “Graduate Assistants - Grad School Hiring Proposal & Certificate of 
Eligibility” linked on the HR NEOED website. Once selecting edit, navigate to the “Attachments” section.  
 

 
 
 
 
All GA hires must have this attachment attached. If you approve without that attachment, the Graduate Office will 
deny the offer and push it back to you for editing. To upload this attachment, you can either drag and drop into the 
“Add Attachments” section, or click “Click here to upload”. 
 

 
 
 
 
 

https://www.ucmo.edu/offices/human-resources/neoed/index.php
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Once the attachment is attached select “Save & Submit”. 
 

 
 
It will take you back to the “Offer Details” page. If the offer looks correct & the attachment reflects accurately, 
choose “Approve”. A comment box will appear should you want to make comments., if you choose to do so. Once 
ready, choose “Submit”  
 

 
 
 
 
 
 
 
 



 
Approving a Graduate Assistant Hire 

Director/Department Chair 
 

5 
 

The offer has now been routed to the next approval group. You will receive a confirmation email similar to the one 
below. This indicates that you are complete with your offering the position to the candidate. From here, Graduate 
Studies will draft a GA Employment Offer Letter for the candidate & HR will ensure all new hire paperwork is 
complete.  
 

 


