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Quick Reference Guide — Creating a Requisition

(Recruitment)

What you need to do What you will see

Create a new recruitment/requisition

e Click Manage position descriptions
and create a new requisition on
dashboard.

e Click Recruit for position for the
appropriate job.

e You will be presented with the
Requisition Information page

These fields will all be populated from the PD
that was previously created.

Select “Yes” or “No” if this position is a time
sheet approver.

Copy position description | Recruit for position | View | Edit | Archive

Type of action requested:

Reason for request:

Recruitment Reason:

Position number:

Working Title:*
Position type:
Recruitment process:*

This position performs
supervisory duties?:

This position is a Second
Line Supervisor?:

This position acts as a
lead for employees?:

Lead or supervisory
duties are 7

This position is a time
sheet approver?:®

JUSTIFICATION AND COMMENTS
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MALL*
These fields will all be populated from the PD i
that was previously created. School:
Departrment:
Job Location: ™ A
No Site name selected
Site No.: Site name: [
Search
Site No. = Site name >
01 Aniak
Select the appropriate job location for this 02 Aleutian Islands
position. Click on the binoculars to search for 0 Anchorage
the appropriate job location for the position. o .
armrow
05 Bethel
06 Cantwell
o7 Cordova
08 Dillingham
Records 1 to 8 of 128
Page10f17 [ [P | Show all records | Jump to page: 3
Site name information:
Okay Cancel |

Fill in the appropriate number of hours the
position will work per payperiod, the number
of payperiods the position will work per year.
Fill in the appropriate CIPC code for faculty o
positions. These fields will feed over to the

contract letter once an applicant is selected

for the vacant position.

Hours per Pay Period:*

CIPC (Faculty Only):

Classification:

These fields will all be populated from the PD

that was previously approved. You are able GeaDiff Area*
to select a different GeoDiff Area if necessary
for the position. Grade:™

FLSA Exemption Status:

Select if this is a full or part time position. Full or Part time?:*



Job Duties will be populated from the PD that
was created. Here you are able to edit and
add new information if necessary. Note: If this
information is updated it will need to be
approved by HR prior to posting the position
for recruitment.

Advertising summary and text will populate
from the PD, but can be updated if
necessary.

POSITION REQUIREMENTS

These fields are necessary for regulatory
compliance and to determine reasonable
accommodations.

e Physical Demands: Select all that
apply to the position.

e Environmental and Hazardous
Conditions: Select all that apply to
the position.

e Additional Physical Demands:
Describe any additional physical
demands required to perform the
basic functions of the position

POSITION REQUIREMENTS

e Select the lifting demands for the
position.

POSITION REQUIREMENTS
e Select “Yes” or “No” for each.

JOB DUTIES
Essential /
%oftime  Duties / Responsibilities Marginal
50 Perform basic clerical support for an office through the performance of Essential  Edit
tasks; such as typing, filing, sorting mail, copying documents, and serving as
a receptionist,
50 This level is distinguished from higher levels by the immediate availability ~ Essential  Edit

and closeness of supervision, routine and repetitive nature of tasks, and
working under specific, clearly stated directions.

Advertising summary:*

Advertisement text:*
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Remove

Remove

Tip: To poste text, press CTRL + V.

== =52 238 9
Pleas: ide a brief description of your department and pertinent job information not listed in the
duties

POSITION REQUIREMENTS

Physicsl demands* [ gaiancing [Elcarying
[Z climbing [ crawingiing
[F crouching/stooping [Floriving
[E reeling/Handiing [ keyboarding
[ eullingspushing [Flreaching
[E] Repetitive movement [ sitting
[El speaking [[squatting
[ standing O Twisting/Bending
[El walking/Running [Flwriting
Fnone
Enviranmentaland [ nimals/Wildiife [Dlchemicals
?55.:.?232* [D close/cramped Quarters [Clparkness/Poor Lighting
[pisease [Dlpustrrumes
D etectrical Hazards [Dexplosives
[Teire Hazards [eights

[Clmechanical Hazards

[CIWear-continuous Use of Video Display

[l indoor Temperature Extremes

[Z] Moving Machinery/Heavy Equipment Terminal

[El hoise [Flpathogens
[Cradiation Dl ratfic
Dlvibration [Clviolence

[Clweather Extremes [Clnormal Office Environment

Additional Physical
Demands.

' Select
Up to 10 pounds
Up to 25 pounds
Up to 50 pounds
Up to 75 pounds
Up to 100 pounds

Lifting Demands:
Frequent Travel:*

Travel Procard:®

Department Procard
(non-travell:™

Frequent Travel:* Celect %

Travel Procard: Select

gE |

Department Procard
(non-travel):™

Select &



SEARCH COMMITTEE

e See the section on setting up a
search committee.

SELECTION CRITERIA

e Here you may add selection criteria
for the position. Click the Add button
to search for applicable search
criteria.

BACKGROUND CHECK INFORMATION

e Select the applicable background
check package for your
MAU/Department.
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SEARCH COMMITTEE

Search committee Bnae
chair:*
No user selected.

Search committee members:

Add Search committee member

Recipient
No Search committee member selected.

search committee member information:

SELECTION CRITERIA
Add
[0 There are no items to show

Selection criteria et - Group: 0 Clear  Search
Selection critarla Lovel Group

Adaptability Level 1 General Add
Attention to Detail Level 1 General Add
Atitude Level 1 General Add
Collaboration Level 1 General Add
Communication Level 1 General Add
Dependability Level 1 General Add
Initiative Level 1 General Add
Job Knowledge Level 1 General Add
Organization Level 1 General Add
Potential Level 1 General Add
Problem Sobing Level 1 General Add
Productivity Level 1 General Add
Role fit Level 1 General Add
Student Interaction Level 1 General Add
Supenvsory Skils/Leadership Level 1 General Add
Talent Level 1 General Add

Records 11016 0716
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BACKGROUND CHECK INFORMATION

Background Check
Package:™

+ Select
UAF

Educaticn UAS

Verification: UAA

Employment SW
Werification: UAF Facilities



BACKGROUND CHECK INFORMATION

e Select all applicable verifications for
the position.

HEADCOUNT MANAGEMENT

e See the section on Headcount
Management.

RECRUITMENT

e Select the Date the position is/was
vacant.

e The Date opened will populate with
the date you create the recruitment.

e Select the date you anticipate
applications will be reviewed.

e Date Closed will be populated upon
approval.

e Select the date you expect to hire the
new employee(s).

RECRUITMENT

e Select “Yes” or “No” as to whether
the position should be open to
Internal Applicants only or to all
candidates.

RECRUITMENT

e Select the type of recruitment for the
position.
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Education - -
. . Yes Ma
Verification:
Employment - -
F d . Yes Mo
Verification:
Credit Checks: TiYes () No
Maotor Vehi - -
il Yes Mo
Report:
Professional License -
e Yes Mo
& Certification:
Media Services: TiYes ) No
E-Verify: “iY¥es () Mo
HEADCOUNT MANAGEMENT
Positions: New: Replacement: Add
Position no Type Applicant Application status
1 | Cancel
Select the amount of positions required: New (additional headcount) or Replacement (backfilling an
existing employee)
RECRUITMENT
Date Position =
Vacant:* T
Date opened:® 17 Feb 2016

Application Review
Date:

Date Closed:

Expected Hire Date:

Internal Applicants
Only:*

Type of
Recruitment:®

Posting Location:*

Agvertising Funding
Source:

APPROVAL QUEUE

PPASCCC™

Career Development Plan
Casual Labor

Direct Appointment
Emergency Hire
Promaotion

Regular Recruitment
Reopen

Seasonal Rehire

Student

Temporary



RECRUITMENT

e This information will populate from
the PD, but can be edited here if
necessary.

RECRUITMENT

e If you will be advertising for this job
somewhere where a cost will be
incurred, fill in the account
information where the costs should
be charged to.

APPROVAL QUEUE

e These fields will all be populated
from the PD that was previously
created.

APPROVAL QUEUE

e These fields will be populated from
the PD that was previously created.
Changes can be made here if a
different approver needs to be
included for the recruitment.

This field will be populated from the PD that
was previously created.

Saving the job

When all job details have been entered,
click Save to save your job or Save & EXxit
to save your job and exit the position
description. Save a draft can be used when
you need to save the position description
you are working on and come back to work
on it at a later time.

Documents Tab

e Attach interview questions, screening
criteria, or any other applicable
documents here prior to submitting
the recruitment for approvals.
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. . 4 I
Posting Location:* I: Fairbanks 'r:l
Advertising Funding
Source:
APPROVAL QUEUE
PPAJCCC* o
Mo user selected
Time Sheet M2
Approver:
Mo user selected
Supervisor:® Mo
Mo user selected
Approval process:*
HR Consultant:* a2
No user selected.
Save a draft Save Save & exit Cancel Spell check
+ Select
Document from a file
Document from library Size Category

Save a draft Save

Save & exit Cancel

Spell check



