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Log in using your AU NetID and Password. This

Select a Language:
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Favorites | Main Menu > Recruiting > Create Mew Job Opening

Create New Job Opening

Enter Primary Job Opening Information

Select a Job Opening Type, Job Famity and any other information you reguire to create a Job Opening. Select
Continue once you have entered all reguired information.

i L e ——

Job Opening Type: |Standard Requisition v|
Business Unit: |Augusta LIniversity v|
Position Number: Q

Job Code: | Q

Posting Title: |

Continue

IMPORTAMT MESSAGE BEFORE CREATIMG YOUR JOB OPEMNIMNG FOR POSTIMG:
Positions should first be approved by the Compensation & Performance
Management Section of Human Resources;

Position updates should be within the last 3 years.

[fyou need assistance, please contact us at 706-721-1523.

Thank you, Human Resources
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Favorites | Main Menu > Recruiting > Create New Job Opening

Create New Job Opening

Enter Primary Job Opening Information

Select a Job Opening Type, Job Famiby and any other information yvou reguire to create a Job Opening. Select
Continue once you have entered all required information.

 Opening Informaton @@ ...

Job Opening Type: |Standard Requisition V|

Business Unit: |Augusta University V|

Position Number: 00000030 QA Office Specialist

Job Code:; 510X03 Office Specialist

Posting Title: |leﬂ|:e Specialist

Continue \ \ PR ]
IMPORTAMNT MESSAGE BEFORE CREATIMG YOUR JOB OPENING FOR POSTING:

Positions should first be approved by the Compensation & Performance
Management Section of Human Resources;

Position updates should be within the last 3 years.

[fyou need assistance, please contact us at 706-721-1523.

Thank you, Human Resources
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FL

Favorites | Main Menu > Recruiting > Create Mew Job Opening

Save & Submit | Sawve as Draft | Cancel Previous Step  Next Step

'.' Job Opening Detz .."' Screening || Team | Posting

‘L' UL RN Tra Lk
*Template 1D; 10152, Staff Recruitment Template
Job Opening Type: Standard Requisition

Created By: 001960 0, Cathy Canver-Parker
Created: IWEJ

*Openings to Fill: |Limited v|

Target Openings: |—1

Available Openings: |—1

Establishment ID: I‘IEU—Q Augusta University

Business Unit: 12000 21, Augusta University
Position Number: WQ Office Specialist

Job Code: 510X03 Office Specialist
Company: |'12'Z|—Q Augusta University
Department: 30800010 /@ Facilities Administration
Location: 120 @ Augusta University
Recruiting Location: 1/Q Augusta University

Add Additional Locations

Status Code: 005 Diraft
Status Reason: | V|

*Status Date: 011712017 [5)
esired Start Date: =]

Encumbrance Date: | v|

Projected Fill Date: El
Date Authorized: El

Referral Program |D: W |

Recruitment Contact: Avy |

AUGUSTA UNIVERSITY




If the job opening is being created to replace
a current employee, enter the name of the

individual in the section “Employees Being
Replaced”.

AUGUSTA UNIVERSITY

*Template ID:

Job Opening Type:

Created By:
Created:

*Openings to Fill:

Target Openings:
Available Openings:

Establishment ID;

Business Unit;

Position Number:
Job Code:
Company:
Department:

Location;

Recruiting Location:

Status Code;

Status Reason:

*Status Date:

Desired Start Date:
Encumbrance Date:
Projected Fill Date:
Date Authorized:
Referral Program ID;

Recruitment Contact:

[ as——

Favorites | Main Menu > Recruiting > Create New Job Opening

1015 Q) Staff Recruitment Template

Standard Requisition

001960 21, Cathy Carver-Parker
v

| Limited v

]

T

|12EI—CL Augusta University
12000 21 Augusta University
WO\ Office Specialist
510X03 Office Specialist
|12EI—Q Augusta University
30900010 @ Faciliies Administration
|12EI—C'\ Augusta University
|—1Q Augusta University

Add Additional Locations

005 Draft
| M
011712017 [5)
El
| vi
i
i
vi
vi

Fuel's:nl:ll'lﬂ:lﬂl@l"'E'I'lEEEE First K1 4 of 4 14 Last

*Hame Empl ID

| Q i
Add Employees Being Replaced

Additional Job Specifications Find | View Al First &Y 4 of 4 L4 | a5t




F

Favorites | Main Menu > Recruiting > Create Mew Job Opening

Date Authorized: El

Referral Program ID: v|

Bypass the “Screening” tab and Recruitment Contact V|
move onto setting up the
“Team” tab.

NOTE: HR will complete the

Screening tab information. | Staihng Informatson €@
Region: LISA &}
Schedule Type: | Full-Time v|
RegularTemporary: | Regular v|

Begin Date: I—Eﬂ

End Date: I—Eﬂ

Shift: | Mot Applicable v|
Hours: W

Work Period:

Travel Percentage: | Mone v|
- Salary Information &
Salary Admin Plan: C5P a Classified Salary Plan

From Grade: 9 ') PG 9

From Step: o}
To Grade: &'}
To Step: o}

Salary Range From: | 25,221.000000/ (Default From Job Code)
Salary Range To: | 40,354.000000/ {Default From Job Code)
Pay Frequency: |‘1’ear v|
Currency: | LS Dollar v|
Job Opening Detail Team Posting
Save & Submit | Save as Draft | Cancel Previous Step  Mext Step

AUGUSTA UNIVERSITY




For Staff Positions: Select “Add Recruiter” to
assign your recruiter to this job opening.

For Faculty Positions: Select “Add Recruiter

Team”. Select “Faculty Support Services”. Then,

Ilo K” .

Add Team
select Team I
1001
1002
] 1003
Ok Cancel

Description
Faculty Support Senvices
Executive Search Team

GCHC Recruitment Team

Insert the “Hiring Manager”

Insert the “Interviewers”. For faculty, these will

include the Search Committee.

Select “Posting”.

AUGUSTA UNIVERSITY

Favorites | Main Menu > Recruiting > Create Mew Job Opening

Job Opening

Posting Title: Office Specialist
Job Opening Status:; 005 Draft
Job Title: Office Specialist Job Code: 510X03
Position Number: 00000030 Office Specialist
Business Unit: 12000  Augusta University
Save & Submit | Save as Draft | Cancel Previous Step  MNext Step
Job Opening Details Screening || ) Posting

21

To assign a Recruiter to the Job Opening select the Add Recruiters hyperlink. To add a Recruiter Team,
containing one or more recruiters, to the Job Opening select the Add Recruiter Team hyperlink.
7]

Mo Recruiters have been added to this Job Opening

Add Recruiters Add Recruiter Team

To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperlink. To add a Hiring
Manager Team containing one or mare hiring managers to the Job Opening select the Add Hiring Manager
Team hyperlink.

7]

Mo Hiring Managers have been added to this Job Opening

Add Hiring Managers Add Hiring Manager Team

To assign an Interviewer to the Job Opening select the Add Interviewers hyperlink. To add a team of
Interviewers =zelect the Add Interviewer Team hyperlink.
7]

Ma Interviewers have been added to this Job Opening

Add Interviewers Add Interviewer Team

To add an interested party to the Job Opening select the Add Interested Parties hyperlink. To add a group of
interested parties zelect the Add Interested Parties Team hyperlink.
71

Mo Interested Parties have been added to this Job Opening

Add Interested Pardies Add Interested Paries Team
Job Opening Details Screening Team Posting
Save & Submit | Save as Draft | Cancel Previous Step Mext Step




Select “Add Job Posting” to begin

AUGUSTA UNIVERSITY

FL

Fav-:uvr'rtes MainvMenu > Recrgiting » Create Mew Job Opening

Create New Job Opening

Job Opening

Posting Title: Office Specialist
Job Opening Status; 005 Draft
Job Title: Office Specialist Job Code: 510X03
Position Number: 00000262 Office Specialist
Business Unit: 12000  Augusta University
Save & Submit | Save as Draft | Cancel Previous Step  Mext Step

Job Opening Details Sereening | Team f
L
Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the

posting vou wish to delete.
15 &

Postings Primary Posting Title

Add Job Postings

Job Opening Details Screening Team Posting
Save & Submit = Save as Draft | Cancel Previous Step  Next Step




Choose the appropriate
selection for the “Visible”
dropdown menu:

External Only: Posting only
visible to external candidates
not current employees).

AUGUSTA UNIVERSITY

g

Favorites Main Menu > Recruiting > Create New Job Opening

Job Opening

Posting Information
Job Postings €

Posting Title: |£]fﬁ|:e Specialist

Job Descriptions @

Find First B 41 of 4 I Last

*Visible: _ EI
External Cnly

*Description Type: Internal Only

Description ID: Internal and External

Description: @ Q& FE| # o = 838 9] \2
¢ Fomat 7| Fet| 7| Sze| || B I U =& ,
SRS =| A A- K

[+]Add Posting Descriptions

T
mlml'ﬂl i Fist U qoft L Last

Relative Open

Destinationa Posting Type Date

Post Date

Posting Duration

Remove Date (Days)~

V| vl V]| & | & | m




Add Job Description Type for the
following:
Job Information
Minimum Requirements
Preferred (if applicable)

Qualified Internal Candidate (if
applicable)

Department Market Statement (If
applicable)

*Your Recruiter will add any other
required categories to the posting.
Please DO NOT enter any information
under “Job Posting Destinations”.

AUGUSTA UNIVERSITY

g,

Favarites Main Menu > Recruiting > Create Mew Job Opening

Job Opening
Posting Information
Job Postings

Posting Title: |Clﬂ'||:e Specialist

Job Descriptions € Find First K 4 of 4 I | ast
“Visible: | Internal and External V| ﬁ
*Description Type: _
Description 1D: Org Marketing Statement
L Qualified Internal Candidate | @
Description: Department Information = B & @ O 1
Department Marketing Statement | - abe
Minimum Requirement | JJ B 1 U )
Cerifications - N
Preferred L
Hesponsibilities
Shift'salary

Who May Apply

Public Safety Statement
PostDocStatement

Other Information

GCHC AAEEQICondition Statement
Equal Employment Opportunity
GA Defined Contribution Plan
Drivers License Statement
Closing Statement

Repost

Credit Check

| loyment
Job Information

How To Apply

[+]Add Posting Descriptions

b ba
Personalize | Find | B | ¥ First B q0f1 1 Last

Relative Open Posting Duration
Date Post Date Remove Date {Days)~

| vl V|| v | 5 | 5 | i

*Destination *Posting Type




FL

Favorites | Main Menu > Recruiting » Create Mew Job Opening

Job Opening
Posting Information
Job Postings @

Posting Title: |Ofﬂce Manager

To add each posting description

Job Descriptions

Find First & 1 of 1 L [ ast

*Viisible: | Internal Only v| i}

*Description Type: | Job Information v|

Description 1D: | V|

Description: L@ B & e Bel=EmE S O k¥
: Format | Normal ~| Fort ~| Size | B F WU a8

(il
Il
d

|

]

[

(1]
=

[+]Add Posting Descriptions

% First K g 071 I3 Laat

- N h - Relative Open Posting Duration
Destination & Posting Type Date Post Date Remove Date (Days)~

| v V|| v | 5 | 5 | i

AUGUSTA UNIVERSITY




FL

Favorites | Main Menu > Recruiting > Create Mew Job Opening
Fusuiy mnuviinauuvii

Job Postings

Posting Title: |£]fﬁ|:e Manager

' Job Descriptions €

Find First &0 4 of 4 & [ ast

*fisible: | Internal Only v| il

*Description Type: | Job Information V|

Description 1D: | V|

Description: L@ Q& Fe Bl EmES O K
: Format | Normal - | Fant ~| Size B I U =

: ;
5 i— E—
: = =

[
=

After completing

[+]Add Posting Descriptions

Fufzrsinl:mﬂzﬂlﬂl"'m'|“EE First & 4 of 4 12 Last

Posting Duration
(Days )=

*Destination & *Posting Type g:th:twe Lol Post Date Remove Date

| Ml vl v 5 | 5 | i

[+]Add Posting Destinations

DK Cancel Preview

AUGUSTA UNIVERSITY




As you are finalizing your Position Classification form or Faculty Position Description form
and your job posting, ensure that you are also listing the expected goals and objectives
needed for this position. Job postings are also an avenue to ensuring candidates understand
the expectations necessary. The items/responsibilities which the individual will be
accountable for should be listed on the job posting as well as during the screening process.

AUGUSTA UNIVERSITY




Favorites | Main Menu > Recruiting > Create New lob Opening

Create New Job Opening

Job Opening

Posting Title: Office Manager

Job Opening Status: 005 Draft

Job Title: Office Manager Job Code: 500%01
Position Number: 000002432 Office Manager

Business Unit: 12000  Augusta University

Save & Submit | Sawe as Draft | Cancel Previous Step  Next Step

Job Opening Details Screening Team i
L

Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the
posting you wish to delete.

ostings &
Postings Primary Posting Title
Dffice Manager i

AL

Job Opening Details Screening Team

Posting

Save & Submit | Save as Draft | Cancel Previous Step  Next Step

AUGUSTA UNIVERSITY




FL

Favorites | Main Menu > Recruiting > Create Mew Job Opening

Create New Job Opening

Job Opening

&% Print Job Opening

Posting Title: Office Manager Job Opening ID: 12255

Job Opening Status: 006 Pending Approval

Job Title: Office Manager Job Code: 500X01
Position Number: 00000243 Office Manager

Business Unit: 12000  Augusta University

Save Previous Step  Mext Step

'.' R q.'“' Screening Team Pasting Approvals
e
*Template ID: 1015 O Staff Recruitment Template

Job Opening Type: Standard Requisition

Created By: 001960 01, Cathy Carver-Parker
Created: 0172017 El

*Openings to Fill: |Limited v|

Target Openings: |—1

Available Openings: |—1

Establishment ID: I‘IEU—Q Augusta University
Business Unit; WC{ Augusta University
Position Number:; WQ Office Manager

Job Code: 500X01 Office Manager
Company: 120 Q. Augusta University
Department: 01070000 Q, CAHS-Occupational Therapy

Location: 120 Q,  Augusta University
Recruiting Location: 1/Q, Augusta University

R R T Y [ [ "
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. CompletionofthelobPosting

Once you have completed the job posting, any editing will need to
be completed by the HR Talent Consultant with Talent Acquisition
(staff positions) or Faculty Support Services (faculty positions).

AUGUSTA UNIVERSITY




Points of Contact

System Access Inquiries: Sharri Peck or Cathy Carver-
Parker

Faculty Support Services: Laurie Bush or Omar Forbes

Executive Recruitment: Carolyn Burns, Sharon Wingard or
Sherena Hobbs

Staff Recruitment: Dena Pickett, Jacob Usry, Toneshia
Rickerson, Veeta Perry

AUGUSTA UNIVERSITY



