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INTRODUCTION

Welcome to Jobs@UVa! University Human Resources has implemented this online system to
automate many of the paper-driven aspects of the employment application process.

If you manage position descriptions you will use this system to:

e Create and modify position descriptions

Fulfill reporting requirements

Retrieve original position descriptions, even after you change them
Check the status of a request submitted to UHR

Get approvals

If you recruit for positions within your department, you will use this system to:

o Enter required information for postings like position ID, summary, and qualifications
Submit requisitions to UHR

Enter advertising requests

Review applications

Make hiring recommendations for selected candidates

Fulfill reporting requirements

If you approve human resources-related actions for your department, you will use this system to:
e Approve requisitions

e Approve proposed job descriptions

e Review applicants

The system is designed to benefit you by facilitating:

Faster processing of position creation, classification, and applicant information by UHR
More effective and efficient use of people and resources.

The approval process, which is handled online through workflow.

24/7 Web-based access for all users.

Up-to-date access to information regarding all of your Requisitions.

Improved customer service to applicants.

These training materials are provided and maintained by UHR, Office of Learning and
Development to assist with your understanding and use of this system. If you have any questions
regarding the training materials or need help in using Jobs@UVa, please call the Integrated
System Customer Support Center at (434) 243-7550.

Your Web Browser

Jobs@UVa is designed to run in a web browser over the Internet. The site is best viewed in
Internet Explorer 5.5 and above. However, the system supports browser versions of Netscape
4.7 and above and Internet Explorer 4.0 and above, but since some of the older browser versions
are less powerful than newer versions, the appearance of certain screens and printed documents
may be slightly askew. Other browsers have not been tested with Jobs@UVa and are not
supported.

The site also requires you to have Adobe Acrobat Reader installed. This is a free download
available at www.Adobe.com.



http://www.adobe.com/

CREATING A USER ACCOUNT

1. Open Internet Explorer and go to Jobs@UVa: http://jobs.virginia.edu. Bookmark the website
for easy access in the future.

After entering the URL, the “login screen” for the system will appear as follows:

UNIVERSITYq VIRGINIA

-Human Resources

s

CREATE USER ACCOUNT User LDg in

Please login to the system using your User Marme and Password, If you do not have a User Name and
Password assigned, click Create User Account,

User Name: |
Password:

‘You ate about ko log in to a secure system. When
wou are finished, please click Logout to ensure
that others with access to your computer cannot
view the information in the system,

2. Before you may enter the site, you must create your own account by clicking on the Create
User Account link on the left side of the screen. The following screen will appear:




CREATE USER ACCOUNT Create User

Users can submit a user account to HR for approval and will be notified by HR if the account has been
approved, Please fill in the following information to create your account, Click the cancel button to return
ta the login page.

*Required information is denated with an asterisk,

+ Username |
Enter your Lv'a camputing id.

+ Password |
Must be between & and 20 characters

* Confitm Password

* First Mame

Employee ID

* Lask Mame |
Title |
Phone Murnber

Phone Mumber must include area code and |
Z-digit nurnber in the format of 999-999-

3939,

* Email |
Mok Selected Selecked
=ample Office (test) «| [ ] ot Assigned
10000 PR-President's Cffice -
Organization(s) 10005 PR-Major Events
# Celect Crrganizations from the list of walues 10010 PR-Board Office
to which you will need access, 10015 PR-Miller Canter
10020 PR-EOP Office
10025 PR-General Counsel
10030 PY-Planning 2 Evaluaj
Mot Selected Selected
Supervisor Manager T 5 Mot Assigned
UHR Recruitrnent
Employes -<
Requested User Typels) Bppraverl
Approver2
LIHR OCHM
Prowost
kop =l

" Submit for Approval

CANCEL CONTINUE

3. Enter a user name (your UVa computing ID) and password, along with the rest of the
requested information. You must complete the required fields (denoted with a red asterisk.)

4. Write down your password, and put it in a secure location. You will need to enter your user
name and password each time you log in to the system.

5. The Requested User Types for departmental users are as follows:
e Supervisor/Manager
o Employee — Some departments have this user type to allow employees to view and/or
edit their own position descriptions.
e Approver 1
e Approver 2

6. After completing this form, click Continue, and you will be asked to review your information.
7. Review the information and click Submit. Your request will be sent to UHR, who will approve

or deny your account. When UHR notifies you that your request has been accepted, you will be
able to log in to the system with your user name and password.



NAVIGATION AND OTHER TIPS

Navigational Buttons

It is recommended that you do not use your browser's Back, Forward or Refresh buttons to
navigate the site, or open a new browser window from your existing window. This may cause
unexpected results, including loss of data or being logged out of the system. Please use the

navigational buttons within the site.

Menu

The menu to begin actions and searches in Jobs@UVa is on the left side of the screen, and
consists of the following headings:
e Job Postings
Create Posting
Titles
Users
Position Descriptions

Admin

There is also a Classification Resources link at the bottom of the menu, which will take you to
helpful information regarding classification of jobs and compensation.

Required Fields

Required fields are marked with a red asterisk (*). If you attempt to move on without completing a
required field, you will get an error message and will not be able to move on until you have
completed the required field. For some tabs with required fields, once you click on the tab, you
must complete the required field before moving from the tab. There is a section at the end of this
guide in which you will find some “troubleshooting tips” to help you navigate through the tabs.

Saving Data

If you enter data and want to save your work without completing, there is a Preview Action
feature, which will allow you to save without submitting your work. There is no save button or
other method to save your work. The Preview Action feature is covered later in this guide. (See
page 13.)

Drop-Down Lists

Many of the forms have drop-down lists from which you can make choices from a list (i.e., your
organization.) To make searching from these lists easier, you can type the first character; this will
take you to the section of the list that begins with that character. Important note: if you are
using the vertical scroll bar (the up and down scroll bar along the right side of the screen) in a
screen where you are also selecting from a drop-down list, or using your scroll button on your
mouse, be sure to click out of the drop-down list before attempting to scroll. Since you can also
use the scroll bar or scroll button on the mouse to select from the list, not clicking out of the list
may cause you to unintentionally select another choice from the list.



Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log
you out after 60 minutes if it detects no activity. However, anytime you leave your computer it
is strongly recommended that you save any work in progress (Preview Action) and logout of the
system by clicking on the Logout link on the menu.



SEARCH TITLES

Use the Search Title function to see details for all titles in the system.

1. Click on Search Title under the heading Titles on the menu.

Search Title

Search Title

&
Pay Band: |Any - Title: | L

¥  Pending Title
Title Code | Status v  approved Title
[ Removed

SEARCH I CLEAR RESULTS |

2. You can limit your search for titles by Pay Band or Title name.

3. The list of Titles will appear as follows:

[~



POSITION DESCRIPTION ACTIONS

To begin a new Position Description action, click on the Begin New Action link on the menu,
under the heading Position Descriptions.

JOB POSTINGS

SEARCH HIRING
PROPOSALS
SEARCH POSTINGS
FROM TEMPLATE (T&R)
FROM PREYIDUS (T&R)
FROM SCRATCH {T&R)
FROM POSITION
SEARCH TITLE

T —
CREATE USER ACCOUNT
SEARCH USERS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDIMNG ACTIONS
SEARCH PDSITION
DESCRIPTIONS

o CLASSIFICATION
RESDURCES

® SPELL CHECK

+ ‘welcome Patricia Daniele, You are logged in,
“our Current Group: Supervisor/Manager.

Wednesday, June 20, 2007

Begin New Action

Select appropriate action to be taken below:

7 Records

Position Action - Establish a New
Position Description - Staff
Start Action

Position Action - Modify an Existing
Position - Staff
Start Action

Position Action - Establish a New
Position Description - A%P

Start Action

Position Action - Establish a New
Position Description - Professional
Research Staff

Start Action

Position Action - Modify an Existing

n Description

Use this action Only to establish a new Staff position
that is not in the system (Salaried or Wage).

Use this action to Redefine, Reclassify or Change
Attributes on an Existing Position Description.

Use this action Only to establish a new

Administrative ar Professional Faculty position that is

HOME Start Action not in the systerm,

CHANGE PASSWORD L = i e

CHANGE USER. TYPE :::::::::2 ?(Até‘upn 5 HodifyiawiExisting Use this action to Redefine or Change Attributes on
LOGOUT an Existing Position Description.

Use this action Only to establish a new Professional
Research Staff position that is not in the system.

Use this action to Redefine or Change Attributes on

Position - Professional Research Staff e iR e D oA

Start Action

Temporary Staff Order Request Use this action to submit 8 Temporary Staff order
Start Action request

New Position Description actions include the following:

Establish a New Position Description — Staff

Modify an Existing Position — Staff

Establish a New Position Description — A&P

Modify an Existing Position — A&P

Establish a New Position Description — Professional Research Staff
Modify an Exiting Position — Professional Research Staff
Temporary Staff Order Request (not a Position Description action)

10



ESTABLISH A NEW POSITION DESCRIPTION - STAFF

1. Click on Start Action to begin your position action.

When you create a Position Description for staff positions, you will be required to enter
information for each tab as follows:
e Select the Title
Copy Position
General Position Information
Responsibilities and Duties
Quialifications
Level of Independent Activity
Contacts of Position
Working Conditions and Physical Requirements
Reporting Relationships
Documents
Committee Information
Requisition Form
Posting Specific Questions
Disqualifying/Points

Select the Title

When you first enter this screen, you will be in the Select the Title tab by default. The Select the
Title tab allows you to associate a specific classification title with the Position Description being
created.

+ Welcome Patricia Daniele, You are logged in,
Your Current Group: Supervisor/Manager

Wednesday, June 20, 2007 |

Create Position Action - Establish a New Position Description - Staff

On this tab, please select the desired Title for this Position Description. You mary search for Titles using the search feature at the bottom of the page.

1F you da ot find the Title you wauld like to use For your Pasition Description, you may start with the Generi- 7tk (2x, 'GENERIC Administrative Services’),

Some Staff Titles have expanded details, or "Templates” (Responsibilities and Duties, Qualifications, KSAs) attached ta them. To rewiew alltitle Details, use the Search Titles action on the left menu.

For Administrative and ional Faculty or Professional Research Staff Actions, starting your search with *Type of Application”, and selecting “Candidate Profile” will expedite your search.

Once selected, certain identification will be pre-populated. This information is subject to change following review and analysis p by Office of C ion

search Titles

Type of Application any ~ Title [ any |

Occupational Family [amy = | Role Title [ Ay |
SEARCH | cLEARRESULTS |

CANCEL

1. Select the desired Title for this Position Description. You may search for Titles using the
search feature at the bottom of the page.

If you do not find the Title you would like to use for your Position Description, you may start with
the Generic Title (ex. 'GENERIC Administrative Services').

2. Search the titles by choosing the search criteria from the Type of Application, Title,
Occupational Family or Role Title dropdown lists, and then click on the Search button.

11



+ wielcome Patricia Daniele. You are logged in,
Vour Current Group: Supervisor/Manager, wednesday, June 20, 2007

Create Position Action - Establish a New Position Description - Staff

©On this kab, please slect the desired Title For this Position Description. You may ssarch For Thes using the search Feature ak the bottom of the pags.

If you do not find the Title you would like to use for your Position Description, you may stark with the Genesic Fitke (2x. 'GEMERIC Administrative Services').

Some Staff Titles have expanded detals, or "Templates” (Responsibilties and Duties, Qualfications, KSAs) attached to them, To review all kit Details, use the Search Tithes action on the left menu,

For Administrative and ional Faculty or Research Staff Actions, starting your search with "Type of Application™, and selecting "Candidate Profile” will expedite your search.

Once selected, certain identification will be pre-populated. This information is subject to change following review and analysis performed by Office of Compensation Management.

Choose Title to Assign

“fou may associate this Position Description with one of the titles below by choosing Select Title and Continue.
1 Record

A Title
Accountant

Select Title and Continue 11 iew Summary.

Search Titles

Type of Application Staff Application = Title: [ Accountant |
Qccupational Family \Any j Role Title \Any j

SEARCH | CLEAR RESULTS ‘

CANCEL

The results of your search will appear under Title.
3. Optionally, click on View Summary to view information about the title.

4. Click on Select Title and Continue to associate this specific title with the proposed Position
Description. You can click on the Clear Results button to clear the search results and start over.

Once selected, certain information will be pre-populated. This information is subject to change
following review and analysis performed by the Office of Compensation Management.

You will see a summary of the information associated with this title.

Add screen shot here.

5. Review the information for the position, and click on the Continue to Next Page button to
move to the Copy Position tab or you may click on the Preview Action button at any time to
save your position description for completion at a later date or to send for approval.

12


http://www.hrs.virginia.edu/compensation.html

Saving your Work

Once you begin working in the Position Description module, you can save your work without
submitting by simply clicking on the Preview Action button that appears at the bottom of most

screens.

CAMCEL | PREYIEW ACTION |

Action Status

{* Save Action Without Submitting (SpeeMar)
™ Submit Action ko Employes

" Submit Action ko Approverl
" Submit Action ko Approver?

canceL || continue |

1. You will have the opportunity to preview the action you just completed, and save your work
without submitting it.

2. Select the action and click on the Continue button.

Confirm Change Action Status

once the action status is confirmed your action is complete. vou will then be taken to the Search Actions
page where you will be able to search for your action by selecting the updated status,

Action Status

Save Action Without Subnitting (Spv /Mgr)

GO BACK | CONFIRM |

3. Click on the Confirm button to confirm saving your work.

Search Actions

V' The status of Action has successfully been changed to Action Saved Not Submitted {Spv/Mgr).

4. You will see the confirmation that your work was saved.

13



Copy Position

The Copy Position tab will allow you to search for similar positions from which you may create
the position description. This will populate standard information based on the copied position.

« Welcome Patricia Daniele. You are logged in.

Wour Current Group: Supervisar/Manager, Wednesday, June 20, 2007

Create Position Action - Establish a New Position Description - Staff

If you would like ko Copy an Existing Position Description, use the search below to find the position ko be copied, Once you have Found the position, click the Select Title and Continue link to start the
pasition. Please noke: positions in the status of "Position Description Template in System {Needs Update)” will not be available For capying.

If you do nok wish ko Capy an existing position description, please select "Do Mot Choose Position, continue o next page”.

Search Positions to Copy

A -
Position Number Organization | e J
Employee First Mame Title: |Any j

Employee Last Mame:

SEARCH I CLEAR RESULTS |

DO NOT CHOOSE POSITION, << RETURN TO PREVIOUS DO NOT CHOOSE POSITION, CONTINUE TO NEXT PAGE > I

CAMCEL | PREYIEW ACTION |

1. To Copy an Existing Position Description, use the search fields to find the position to be
copied and click on the Search button.

2. When you have found the position, click the Select Title and Continue link to copy the
position. Please note: positions in the status of "Position Description Template in System (Needs
Update)" will not be available for copying.

3. If you do not want to Copy an existing position description, select the Do Not Choose
Position, Continue to Next Page button.

General Position Information

The information requested in this section replaces the current Position Action Form. Complete all
required information that will identify the position and its place in your organization.

The General Position Information tab includes the following sections:
Purpose of this Request

Contact Information

Position Information

Position Identification

Position Supervision

Fields with an Asterisk (*) are required, so if you do not include information in the field, an error
message will appear and you will be required to complete it.

14



A Position Description is not saved until after you have completed the final step of the process by
clicking Confirm on the final summary page. If you log out or click a link on the left side before
completing these steps, none of the information you have edited will be saved.

Purpose of This Request

PURPOSE OF THIS REQUEST

* No Response
" Title Details - Mo Changes
" Title Details - with Ch
Initiate Position Description using one of the Following: iR Ltals - il anges
" Generic Titls
" Copied Position Description - Mo Changes

" Copied Position Description - with Changes

Flease identify the types of changes that have been made to the
"Title Details" or "Copied Existing Pasition Description” {ex: added
new duties under xxxxx Responsibility; changed percentage of
time For xxxx, added new contacts)

‘Why is this request being submitted?

In the explanation please include the Following, iF applicable:

~The pasition nurnber of commparable position()

-Identify other position(s) in yvour arganization that prewiously perfarmed this
Function.

“Irnpact on your organization

K1 1) (ST

Is this position ta be posted?

IF "Yes", select yes and note that the Requisition Farm Tab should

be completed. ,—;l

Please be advised that the Requisition Form Tab should
be entered and completed ONLY when the answer is
“Yes"l

In this section, you will be able to create a new position by several different methods.

1. Complete the fields as described, carefully reading all instructions.

Please note that for the question Initiate Position Description using one of the following: the
following definitions apply to the choices:

Title Details — No Changes: This option can be selected only when details such as Position
Summary, Responsibilities and Duties, and Qualifications, etc. have been “pre-loaded” into the
selected title, and, they are accepted “as is” to accelerate the establishment process. Other
required information will need to be added prior to submission, such as the fields on the General
Position Information tab and the Working Conditions and Physical Requirements tab. As an
option, you may wish to complete any/all additional tabs, such as Contacts of Position, Level of
Independent Activity, and Reporting Relationships as well.

Also, this option can be selected if the Posting Summary (on the Requisition tab) is the
only change to the “pre-loaded” information.

Title Details — With Changes: Selecting this option will allow you to a) Change or add to any/all of
the pre-loaded position details, such as Position Summary, Responsibilities, and/or qualifications,
and complete the remaining tabs of the description. However, the added/changed information
must still be consistent with the range of duties for that title; or b) after selecting the title,
complete the entire position description using your information.

Generic Title: If you are unsure as to the appropriate Title or Role, selecting a “Generic title” will
allow the Compensation Consultant to review and analyze the provided information and select the
most appropriate Title and Role for the description, and discuss the recommendation with you
prior to final approval.

15



Copy Position — No Changes: Before entering the General Position Information tab, you would
have already completed the “Copy Position” tab fields. By selecting this option, you are certifying
that the proposed new position is identical to the position copied. The only allowable changes
will be to the fields on the General Position Information tab.

Copy Position — With Changes: Before entering the General Position Information tab, you would
have already completed the “Copy Position” tab fields. By selecting this option, you will be
notifying your Compensation Consultant that while the majority of the position description mirrors
the position copied, there are some differences. The differences, however, are still consistent
with the range of duties for the title and role,

Contact Information

CONTACT INFORMATION

Contact Mame: ‘

Contact Telephane Mumber: ’7
(Formats xxx-xxx-xxxx}
Contack E-mail Address: ‘
(Format: xxxrex@virgina. eoly
Coritack FAX Number:
Mot Selected Selected
Eakich, Sarah " > Ma Respanse
Please select Organization Users (including yourself} authorized to  |gibk, Phyllis -<
*  access and/or receive applicable email notifications related to this Eirckhead, Linda
action. Erown, Elizzbeth
Burbach, Rebecca

Burnett, Sherry
Cartr, Florence |

2. Complete departmental contact information for the position. If you are sending this action to
an approver, you must select the approver’s name from the list by scrolling through the list of
names, clicking on the name, and clicking on the > button to move the name to the Selected list.
All individuals you move to the selected list will receive email notification concerning this action.

16



Position Information

POSI INFORMA

*  Qrganization (Position Organization): ‘ Mot Assigned j

School fUnit: | Mo Response |

maintenance, cost analysis, Fund reconciliation, posting, and
fiscal control of inventary, Prepares financial reports From
standard operating statistics andfor financial data.

Perfarms basic accounting Functions such as ledger/fund i‘
Position Surmmary:
E

Working Title:
Agency Code:
Type of Compensation:

Payroll;

Kumber of Work Hours Per Week:
(Format: xx. xxxxl

Mumber of Monthsfear:

End Date of Position:

(Type "None" if not applicable)
Location of Position:

Drug Testing Required? (Typically positions involved in patient
contact, mass transportation are included)

Is this position eligible For Telecommuting?

Is this position approved fior an Alkernate Work Scheduls?

MM}WN J}

Integrated System Purchasing Responsibility Assigned?

™ state
Funding Saurce(s): ™ Local

I Research Grant

[
E

Position requires: a) preparing financial reports, skatements,
and projections using standard and fund accounting

principles, methods and applications on an automated

accounting syskem or spreadsheets; b) reconciling, balancing j

Flease identify the sources of funding and percentage:

Distinguishing Characteristics:

May be required to perform other duties as assigned. May be required to assist the agency or

Ernergency Assistance:
e state government generally in the event of an emergency declaration by the Gowvernar,

3. Complete Paosition Information, noting that some of the fields have been pre-populated based
on the title you selected or position you copied. These fields can be edited if necessary.
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Position Identification

POSITION IDENTIFICATION

Position Mumber:

Role Titl: Financial Services Specialist I
Role Code: 19031

Title: Accountant

Title Code! 23414

Pary Band: 4

Pay Band Range: $30,146 - $61,872
Grade: Classified. 4,

Career Graup: Financial Services
Occupational Family: Administrative Services
Type of Application: Staff application

EEQ Category: Professionals

EEO-6 Code: 3

EED-6 Sub Cade: E

IPEDS Category: Other Professionals
FLSA Status: Exempt

4. Review the information for Position Identification.

Position Supervision

POSITION SUPERYISION

Mame: [

Employes Mumber: [

Role Title: [
Pasition Murmber:
*Required information is denoked with an asterisk.

E% R 76 FHEEms CERTTRIE 0 T YO0eE 5 I

5. Complete the Position Supervision Information

6. Click on the Continue to Next Page button to move to the next tab.
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Responsibilities and Duties

+ Welcome Patricia Daniele. You are logged in.
‘our Current Group: Supervisor[Manager, Wednesday, June 20, 2007

Create Position Action - Establish a New Position Description - Staff

Responsibilities 8

and Duties  [gas

On this kab, please enter the Responsibilities and Duties that Fully and clearly describe the wark. Select the "Add Mew Entry” buttan,

For each entry, specify the ‘Responsibility Statement’. Then proceed by entering the 'Duties’ that support this responsibility. Specify whether the duty is Essential (E) or Additional {4). Reference the link For
definitions.

Indicate what 'Percentage of Time' is required for each ‘Responsibility Statement’,

If wou have a 'Responsibility Statement' that is less than 5%, add this to another ‘Responsibility Statement’,
Select the ‘Level of Importance’ as it relates to the overall job.

Click the "Add New Entry"” button,

Continue selecting the "Add Kew Entry" button to Further complete,

Mote - the 'Percent Total' should be 100,

To add a new Entry, click the Add New Entry Button Below,

To view more details about an existing entry, dick the Yiew link for the entry,
To edit an existing entry, click the Edit link For that entry,

To delete an existing entry, click the Delete link for that entry,

Percent of Duty Total: 100

2 Records

1. Monitors revenue and expenses for departmental or unit accounts; ensures expenditure control and compliance with funding and
reporting requirements, university policy, and standard accounting procedures. 2. Constructs routine spreadshest applications,
prepares financial data For input into finance and human resources systems, and generates reparts; petforms calculations which may

include interest and depreciation, 3. Coordinates the preparation of regularly scheduled and special bilings, costs reports, analyses,
80 studies, inventories, and financial statements for local, state, federal and private funding sources, 4, Reviews and approves
Vie I Edit AEsaninE Fumeiens expenditure, personnel, and purchasing documents for availability of Funding, mathematical correctness, and compliance with university High
— = palicy and state and Federal Funding requirements. 5. Analyzes, reconciles, balances, and maintains accounting records; develops
Delete

budgets and special financial reports, 6, Prepares, reviews, and processes budget, revenue, expense, payroll, and related correcting
entries and may prepare bank reconcilistions of intermediate complexity. 7. Interacts with and trains dient department staff regarding
finance policies and procedures and funding requirements; serves as lisison with client department representatives, vendars, funding

source representatives, and patients, 8, May coordinate and monitor data pracessing batches including suspense contral, cash counts,
and balancing.

20

Wi I Edit GOther Financial 1. Assist with special projects. 2, Assign work to lower level employees; assist in the training of new personnel. 3. Perform other related High
- = Duties duties. ®
Delete

ADD NEW ENTRY I

<< RETURN TO PRE¥IDUS CONTINUE TO NEXT PAGE -2 I

CAMCEL PREY¥IEW ACTION

On this tab enter the Responsibilities and Duties that fully and clearly describe the work. Some

responsibilities and duties may be pre-populated based on the title you selected or position you
copied.

1. To add another duty, click on the Add New Entry button.
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Add New Entry

To add a new entry, complete the following fields and then click Add Entry,

If you do not wish to add a new entry at this time, click Cancel.
* Required information is denoted with an asterisk.

Responsibility Statement:

A Primary Activity statement {or summary), which reflects an
expectediplanned result/outcome; being supported by one or more duties, |
{Typically, no more than 5 - 8 words. )

Example: Budget and Financial Analysis

Duties:

Enter ‘Duties' that suppart the ‘Responsibility Statement’. Specify whether J
the duty is Essential (E) or Additional (A).

EssentialfAdditional Duty Definitions

Example:

1. Research, compile and maintain complex skatistical, numerical and

computerized reports. (E)

2. Prepare moderate ko complex analysis of requested information and J
data, (F)

3. Monitor department budaet. (A)

Percentage of Time:

Specify numbers only, do not use %
IF you have a ‘Responsibility Statement’ that is less than 5%, add this ko
snother ‘Respansibility Statement',

* Mo Response
Level of Importance: T High

Select the Level of Impartance as it relates to the overall job: " Average
 Low

ADD ENTRY I
CANCEL

2. Enter the Responsibility Statement.

3. Enter the Duties that support this responsibility, specifying whether the duty is Essential (E) or
Additional (A).

The concept of essential duties is a key element of identifying whether, through reasonable
accommodation, an individual with a disability that is either applying for the position or currently
holding it can perform the essential duties of the position.

The Essential duties of a position are those duties that exist as the very purpose for the position,
and which simply must be performed by the individual holding the position.

The Additional duties of a position are those duties which may be eliminated or redistributed to
other employees if an accommodation so requires.

Duties will not be identified by an (E) or (A) when pre-loaded. If you are keeping these duties,
add the (E) or (A) based on your position.

4. Indicate the Percentage of Time required for the Responsibility.

If you have a Responsibility Statement and the percentage of time required is less than 5%, add it
to another 'Responsibility Statement'.

5. Select the Level of Importance as it relates to the overall job.

6. Click the Add Entry button.

7. Repeat steps 1-6 to for each responsibility you need to add.

8. Review the entries.

The Percent Total should be 100. To view more details about an existing entry, click the View

link for the entry. To edit an existing entry, click the Edit link for that entry. To delete an existing
entry, click the Delete link for that entry.
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9. When you have finished adding entries for the position, click on the Continue to Next Page
button to move to the next tab.

Qualifications

On this tab enter the appropriate level/type of education, amount/type of experience, and identify
the knowledge skills and abilities that you have determined that are minimally required to perform
the duties and responsibilities outlined in the position description.

The Qualifications tab includes the following sections:
e Education
e Experience and Certification
o Knowledge, Skills and Abilities

Education

EDUCATION

" No Response

™ High School Diploma or Equivalent

Required Education " associate's Degree

‘that is the minimum level of Formal education required to * Bachelor's Deqgres
successfully perform the duties and responsibilities of the pasition? ~ §
Choose one. Master's Degree

" Doctoral Degree

™ Nota Requirement

Major course work in accounting, business administration,

If any specific degreejtraining is required, please specify: finance or a related field

' No Response
™ High School Diploma or Equivalent
Freferred Education " assoriate's Degres
r .
what level of education is preferred to successfully perform the Bachelor's Degres
duties and responsibilities of the position? Choose ons, " Master's Degres
" Doctoral Degree
" Nota Requirement
If any specific degreejtraining is preferred, please specify type: ‘

1. Enter Education information including Required Education, specific degree or training
required, preferred education, and preferred degree or training.

Experience and Certification
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EXPERIENCE AND CERTIFICATION

Required Experience

What is the minimum level of relevant experience required ko -
successfully perform the duties and responsibilities of the position?
Choose one.

Expetience supervising payroll processing operations in an
automated environment or experience in specialized

If any expetience is required, please specify kind of experience: rrofessional accounting work.

Freferred Experience

What is the minimum level of relevant experience preferred to Mo Response -
successfully perform the duties and responsibilities of the position?
Choose one.

If any experience is preferred, please specify kind of
experience:

Required License or Certification: ho -

If ves, what is the required License or Certification,

Preferred License or Certification: -

Bl
-]

If ves, what is the preferred License or Certification,

2. Enter Experience and Certification information including Required Experience, Preferred
Experience, Required License or Certification, and Preferred License or Certification.

Knowledge, Skills and Abilities

KNOWLEDGE, SKILLS AND ABILITIES

Required Knowledge, Skils and Abilities:

Preferred Knowledge, Skills and Abilities:

Required Computer Applications:

Preferred Computer Applications:

B mij|i= imm|

*Required infarmation is denoted with an asterisk.

<< RETURN TO PREWIDUS CONTINUE TO NEXT PAGE >3 I

3. Enter a description of the Knowledge, Skills and Abilities that are required and preferred to
perform the work. Additionally, identify the Computer Applications that are required and preferred
to complete assignments.

4. When you have completed the Qualifications for the position, click on Continue to Next Page
to move to the next tab.
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Level of Independent Activity

The questions in the Level of Independent Activity section are intended to assist in determining
the scope of responsibilities and to what extent the position independently performs
responsibilities.

+Welcome Patty Marbury, You are logged in.

Your Current Group: SupervisarfiManager. Thursday, June 14, 2007

Create Position Action - Establish a New Position Description - Staff

Level of
Independent
Activity

Reporting

Rel 15

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE > I

The following questions are intended to assist in determining the scope of responsibilities and to what extent the position independently perfarms responsibilities.

*Required information is denoted with an asterisk,

" Priorities are always predetermined
In terms of overall job responsibilities, to what degree does an " Determines priorities less than 50% of time
incumbent determine own wark priorities? Choose one. " Determines priorities more than S0% of time
(% No Response
Are there Formal guidelines, government regulations, policies that
must be Followed by the position (Exclude Uva & Commonwealth -
Human Resource Policies that cover all employees)?

If ves, please explain, include what policies, Formal guidelines or
government regulations are inwolved:

" Qverriding job requirement
To what degree does this position require dedision-making or ™ Regular and recurring requirement
problem solving skills, as a primary Function of the pasition? (This
narmally involves analyzing and synthesizing complex information
ar recommendations From several sources), Choose one. " Nat ajob requirement

" orrasional requirement

(% No Response

Site specific examples of decisions made with supervisory guidance =l
AND specific examples of decisions made without supervisory

guidance. J

Does this position have budgetary responsibilities {Mormally, would

nat include single Function duties such as data entry or daka -

callzction)?

If yes, please describe the extent of these responsibilities to J
include number and dollar value of accounts andfor grants, For

grants positions, designate pre andfor post award, J

*Required infarmation is denoted with an asterisk,

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE >3 I

CANCEL PREVIEW ACTION

1. Answer the questions and click on the Continue to Next Page button to move to the next tab.
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Contacts of Position

On the Contacts tab, describe the interaction this position has with offices, business units or
organizations both internal and external to UVA, if any, as a routine function of the work. You will
identify the purpose of the contact (for example, provide/request information; report findings;
verification of information), and the frequency performed. Do not list contacts with supervisors,
co-workers and subordinates.

« Welcome Patricia Daniele. You are logged in.

Your Current Group: Supervisor{Manager. ‘Wednesday, June 20, 2007

Create Position Action - Establish a New Position Description - Staff

Contacts

of
Position

©n this tab, please describe the interaction this position has with offices, business units or organizations both internal and external to VA, if any, as a routine function of the work, Identify the purpose of the
contact {for example, providefrequest information; report findings; verification of information), and the Frequency performed. Do not lisk contacts with supervisors, co-workers and subordinates.

To add a new Entry, click the Add New Entry Button Bslow,
Ta view more details about an existing entry, dick the Yiew link For the entry,
To edit an existing entry, click the Edit link For that entry.

To delete an existing entry, click the Delete link for that entry,

Mo Records Found

ADD NEW ENTRY I

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE > I

CANCEL | PREVIEW ACTION ‘

1. To add a contact, click on the Add New Entry button.

Add New Entry
To add a new entry, complete the following fields and then click Add Entry.

If you do not wish to add a new entry at this time, click Cancel.

* Required information is denoted with an asterisk,

Offices or Organizations: [

Purpose of Conkack!

Level of Contact: =
Frequsncy of Contact: =

ADD ENTRY I
CANCEL

2. Complete the fields for the contact and click on the Add Entry button.
3. Repeat steps 1-2 for each contact.

4. To review or modify entries, you can click on the link to View Entry, Edit Entry, and Delete
Entry as appropriate.

5. Click on the Continue to Next Page button to move to the next tab.
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Working Conditions and Physical Requirements

The Working Conditions and Physical Requirements tab includes the following sections:

e Working Environment

Physical Requirements

Sensory Requirements

Working Environment

-
-
-

Check the appropriate box(es) that best describes the

envwiranment in which the primary Function of the pasition is r

performed, r
-
-
'

Protective Cothing/Equipment

Office Environment

Lab Environment

Working Conditions & Exposures

Working Environment

Check all Clear Al

Outdoars Environment

Animal Facility

Mechanical Facility

Clinical Environmenkt

Other Environment (Please explain below)

Mo Response

If you have indicated "Sther Environment”, if work tasks involve
one or more of the above, or if further explanation is necessary,
please use the space provided:

[
El

1. Check the boxes relevant to the position, and enter further explanation, if applicable.

Working Conditions & Exposures

Working Conditions & Exposures

Please answer "res" or "Mao" to the questions below concerning the Working Conditions or Expaosures {or potential exposures) that this position may encounter during the

course of the work day,

Changes of Temperature -
Extreme Heat =100F -
Expaosure ko Molse -
Atmospheric Contaminants (includes odars & Fumes) -
Biohazard )
Radiation -
Exposure or Patential Exposure ko Blood/Body Fluids -
Chemical Hazards )
Anirmal Handling -
Electrical Current )
Working Araund Machinery -
Working from scaffalding and high places -
‘WalkingStanding on rough or unewen surfaces (gravel, rocks, etc)
WalkingStanding on wood, metal or concrete -
Use of a firearm )

-

-

Mo

Mo

Mo

Mo

Mo

Mo

Mo

Mo

iy

S

iy

iy

S

iy

iy

S

iy

iy

iy

iy

S

iy

iy

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Mo Response

Please describe, in more detail, any of the conditions answered
with "ves"

2. Select “Yes” or “No” as applicable, in answer to the questions concerning working conditions &
and exposures that this position may encounter.

Physical Requirements
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Phy: | Requirements

Please designate the time spent by this position, during an average worl day (% of work time), performing any of the following, or in performing duties using any of the
following bodily motions. If position does not require a particular motion, respond by checking K/&. Responses that exceed 26% of work time need to be described where
indicated:

Crawling @ nfa O oo O o2s80% O 5175 7e-100%
Kneeling @ nfa O ooesw O o2e80% O osi7sw O 76-100%
Squatting s O opeswm U o2650% O 517s% O 7E-100%
Bending, Stooping, Twisting o O onmw U o2650% U 5175% © 76-100%
Sitting For sustained periods of time s O ooesw O o2680% 0 5178% C 76-100%
Standing For sustained perinds of time s O ooesw O o2e50% ¢ 51-75% © 76-100%
Walking ®oin O oozsw U o2e50% O si7sw O 7e-100%
Driving s O opeswm U o2650% O 5175% © 7A-100%
Lifting Above Waist @ ona O ooesw O zes0% O oS175% C 76-100%
Lifting Belows YWaist @ nfa Cooesw O ozesmw O os17sw O 7e-100%
Light Lifting - Less than 20 lbs. oy O opzmse O oze80% O Si7sse O 76-100%
Maderate Lifting - 20 - 50 |bs. s O oosw U o2e50% O sivsw O 7e-100%
Heavy Lifting - Mare than 50 bbs s O opswm U o2650% O 5175% © 7A-100%
Carrying @ O onswm U o2650% O 5175% © 76-100%
Pushing/Pulling o O onzmw O ozeson O osivsw O 76-100%
Climbing Ladders @ njn O ooesw O o2es0% O os17sn O 7e-l00%
Climbing Stairs s O oosw U o2e50% O sivsw O 7e-100%
Repetitive Motion s O opswm U o2650% O 5175% © 7A-100%
Use Both Hands @ nfa O oo O o2680% O 5175% O 7e-100%
Use of Either Hand, Independentty @ njp O ooesw O o2es0% O os17s% O Fe-l100%
Eitnc? Finger Manipulation (kevboarding, pipefitting, bench worl, i O opzsw O 2680% O 5175%  © 7e-100%
‘Wrist Mowement (twisting or rotating) = nin " pegee, O zesnee U 51-75% 0 FE-100%

=
E

Describe any of the conditions selected above that are in excess
of 26% time

3. Designate the time spent by the position (% of work time) performing physical activity, or N/A if
that activity is not applicable to the position.

Protective Clothing/Equipment

Protective Clothing,/Eq

Please check the appropriate response for this position's use of the following protective clothing or equipment,

Latex Gloves T ves { No ™ NoResponse
Protective Clothing “ ¥es T No ™ NoResponse
Respirator © ves T No ™ NoResponse
Surgical Mask “ ves  No * NoResporse
Eat Protection {including earplugs) “ ¥es T No ™ NoResponse
Eye Prokection " ves " No * No Response

If ather pratection is used please identify:

4. Check the appropriate response for the position’s use of protective clothing or equipment.
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Sensory Requirements

Sensory Requirements

Flease check the appropriate response that describe the sensory requirements for this position.

Vision {With and withaut corrective lenses) “ ves O Mo % MoResponse
Depth Perception  ves T Mo NoResponse
Colar Vision T wes O mo % mMoResponse
Peripheral Yision T ves O No % MoResponse
Neat Yision © ves C No MNoResponse
Distant Wision “ ves O Mo % MoResponse
Hearing “ves T Mo * NoResponse
Speaking T ves O Mo NoResponse

*Required information is denoted with an asterisk,

<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE > I

5. Check the appropriate response that describes the sensory requirements for the position.

6. Click on the Continue to Next Page button to move to the next tab.
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Reporting Relationships

On the Reporting Relationships tab indicate positions which report directly or indirectly to this
position. The definitions of Direct/Indirect Reporting Relationships are as follows:

Direct Report — Involves guidance and direction over employees who report to the supervisor.
Includes supervision of work training and personnel functions to include activities such as
interviewing, selecting and training employees; setting and adjusting rates of pay and hours of
work; directing employees’ work; appraising employees’ productivity and efficiency for the
purpose of recommending promotions or other status changes; handling employee complaints
and grievances; disciplining employees; and planning the work. Individual has authority to take
whatever action he or she deems advisable or necessary.

Indirect Report — Supervises employees when they are assigned to assist with the completion of
a specific task or function. This includes work distribution, scheduling, training, answering of
guestions related to work, assisting in solving problems, etc. May provide input with any
personnel functions such as salaries, discipline, promotions, etc. The individual is required to get
management’s approval before taking action which she or he believes is required or advised.

Create Position Action - Establish a New Position Description - Staff

Reporting Documents

Relationships

On this tab, please indicate positions which report directly or indirectly ko this position.
DirectfIndirect Reparting Relstionships

Please create & separate entry For each group of positions with the same title and type of repart.
If there are no Direct/Indirect reports, please continue to the next Tab.,

To add a new Entry, click the Add New Enkry Eutton Below,

To view more details about an existing entry, dick the Yiew link for the entry,

To edit an existing entry, click the Edit link For that entry.

To delete an existing entry, click the Delete link for that entry.

No Records Found

ADD NEW ENTRY I

<< RETURN TO PRE¥IDUS CONTINUE TO NEXT PAGE -2 I

1. To add a reporting relationship, click on the Add New Entry button. Create a separate entry
for each group of positions with the same title and type of report. If there are no Direct/Indirect
reports, click on the Continue to Next Page button to move to the next tab.

Add New Entry
To add & new sntry, complets the following fislds and then click Add Entry.

If you do not wish to add a new entry at this tims, click Cancel.

* Required information is denoted with an asterisk,

# Type of Report; " pirect " Indrect ' NoResponse
Title:
Mumber of Positions At This Title:
Tokal FTE:
If Titles, Number of Positions and Tatal FTE are not known, indicate the J
circumstances when position will supervise others: J
ADD ENTRY I
CANCEL

2. Complete the fields for the Direct or Indirect Report and click on the Add Entry button.
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3. Repeat steps 1-2 for each Reporting Relationship.

4. To view more details about an existing entry, click the View link for the entry. To edit an

existing entry, click the Edit link for that entry. To delete an existing entry, click the Delete link for
that entry.

5. When you are finished adding reporting relationships, click on the Continue to Next Page
button to move to the next tab.

Documents

The Documents tab is the where you begin the recruitment process. On this tab, you can attach
documents that are relevant to the position establishment or modification. In most cases, an
Organization Chart is the only necessary attachment. Examples of types of attachments include
advertising copy, justification statements, or other statements that relate to the position but are
not covered by any of the other tabs.

« Welcome Patricia Daniele. You are logged in with University Yiew.
Wour Current Group: LHR OCH, Thursday, June 21, 2007

Create Position Action - Establish a New Position Description - Staff

Documents

On this tab, you can attach documents that are relevant to the position establishment or modification. In most cases, an Organization Chart is the only necessary attachment. Examples of types of attachments include
advertising capy, justification statements, or other statements that relate to the position but are not covered by any of the other tabs.

Documents will need to be in M3 Word or MS Excel to be accepted as an attachment, To attach a document, click on the "attach” link in the Attach fRemove column, You will then be asked to provide the file From where
to upload the document; or you can paste or type new information, Once this is completed, add another document or continue to next page.

8 Records

Attach Drganizational Chart Mot Attached
Attach Advertising Copy Mot Attached
Attach Additional Document 1 Not Attached
Attach Additional Document 2 Not Attached
Attach Additional Document 3 Not Attached
Attach Additional Document 4 Not Attached
Attach Additional Document 5 Not Attached
Attach Additional Document & Not Attached

<<, RETURN TO PREVIOUS CONTINUE TO NEXT PAGE =2 I

CANCEL | PREVIEW ACTION ‘

1. If you do not want to attach a document, click on the Continue to Next Page button to move
to the next tab.

2. To attach a document, click on the Attach link in the Attach/Remove column.
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Upload a new document:

Click the Browse button to search for a document, select document and click the Open button, Cnce file has been selected click the Attach button, The system will ask to confirm
attachmment, click the Confirm button to cormplete attachrnent,

File: Browse.
ATTACH

Paste a new document:

Type text in the box below, or cut and paste text from an existing document (gystem allows up to 2 MB of data), Once text is complete click the Attach button, The system will ask
to confirm attachirment, click the Confirm button to complete attachment.

Text: ]
ATTACH
Return to Previous
<. RETURN TO PREVIOUS CONTINUE TO NEXT PAGE =2 I
CANCEL | PREVIEW ACTION ‘

You can either Upload the document (step #3) or Paste a new document (step #4). Only MS
Word or MS Excel documents can be uploaded. You may copy and paste and/or type text into
the large text area at the bottom of the screen if you do not have your document in one of the
above formats or if you do not have your document saved on your computer.

3. Upload the document by entering the file name in the File field. (Click on browse if you need
to search for the document.) Click on the Attach button.

4. To paste a new document, cut and paste and/or type the text into the Text field. Click on the
Attach button.

5. After you click on the Attach button, you will be asked to confirm the attachment. Click on the
Confirm button to confirm the attachment or on the Go Back button if you do not want to attach
the document.

8 Records

Attach / Remove Document Type Attached Document
Remove Organizational Chart Attached Wie
Attach Advertising Copy Mot attached

Attach Additional Docurmnent 1 Mot Attached

Attach Additional Documnent 2 Mot Attached

Attach Additional Document 3 Not Attached

Attach Additional Document 4 Not Attached

Attach Additional Document 5 Not Attached

Attach Additional Documnent & Mot Attached

<= RETURN TO PRE¥VIOUS CONTINUE TO NEXT PAGE > I
CANCEL | PREVIEW ACTION |

6. You can view the document you attached by clicking on the View link, or remove the
document by clicking on the Remove link.

7. Repeat steps 2-6 for each document you want to attach.
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8. When you have finished attaching documents, click on the Continue to Next Page button to
move to the next tab.

Committee Information

Use the Committee tab to establish the search committee. There must be a minimum of 3
persons on a search committee, and the committee must be diverse with regard to gender and
race/ethnicity.

« "Welcome Patricia Daniele. You are logged in with University Wiew.
‘Your Current Group: UHR OCH, Thursday, June 21, 2007

Create Position Action - Establish a New Position Description - Staff

There must be a minimum of 3 persons on a search committes, and the committee must be comprised of gender and racialfethnic diversity.

To add a new Entry, dick the Add New Entry Button Below,
To view more details abouk an existing entry, click the Yiew link For the entry,
To edit an existing entry, click the Edit link For that entry,

To delete an existing entry, dick the Delete link For that entry.

Mo Records Found

ADD NEW ENTRY I

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE == I

CANCEL | PREVIEW ACTION |

1. To add a search committee member, click on the Add New Entry button.

Add New Entry
To add a new entry, complete the following fields and then click Add Entry.

If you do not wish to add a new entry at this time, click Cancel.

* Required information is denoted with an asterisk,

First Mame T
Last Wame l—
Email ]
Phone ]
UYa Community Member

(IF this committze member is not part of the UAa, community, EOP Search Committes (™ yge

Training is still required For all committee memnbers. In addition, iF this search is for an

academic tenure or tenure-track pasition, completion of the Provost Tutorial is required For ¢ g

all search committee members. In the comment bor below, record the date of completion

of ECP Search Committee Training and if this is a tenure or tenure-track search, record the & N Responss
date of centification for the Prowost Tutarial)

" chair
» @
G Co-Chair
" Member
(% Mo Response
Ethricity [ =l
Gendet -
Comments

ADD ENTRY I
CANCEL

2. Complete all fields for the committee member, and click on the Add Entry button.

3. Repeat steps 1 and 2 for each committee member.
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4. When you are finished you may view details about an existing entry, edit an existing entry, or
delete an existing entry by clicking on the View link, Edit link, or Delete link.

5. When you are finished adding all committee members, click on the Continue to Next Page
button to move to the next tab.

Requisition Form

The Requisition tab is used to submit the position description to UHR and create a posting.

« Welcome Patricia Daniele. You are logged in with University Yiew,
Your Current Graup: UHR OCM, Thursday, June 21, 2007

Create Position Action - Establish a New Position Description - Staff

Jualifications | Inch

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE =2 I

*Required information is denobed with an asterisk,

Hiring Official fame: |

Hiring OFFicial Phone Mumber: ,7
(Format. xxx-xxx-xxxx}
Hiring OFFicial E-mail Address: ,—
(Farmat: xxxxx@virginia. scty
Previous Incumbent Last Day:
Reason for Posting: -
Performs basic accounting Functions such as ledger fund J

mainkenance, cost analysis, fund reconciliation, posting, and
Fiscal control of inventory. Prepares financial reports from
standard operating statistics andfor financial data.

Posting Summary: Irwestigates and resolves problems related ta funds,
. budgets, expenditures, andfor procurement practices.

Provides assistance in the development, implementation, and
management of Fiscal systems and procedures, applving basic
concepts, methads, and techniques. May serve as unit/ares
kransaction initiator or requisitioner.

Department: -
(For Applicant Yiew) | o Response |

Location ,—;l
{For Applicant Yiewd:

1. Complete the fields as appropriate.
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Employment Conditions: Credit Report

Posting For YA Employees Only:  wes  © Mo * NoResponss
‘When should position be posted? MMDDYYY -or- MM-DD-YYYY
Check all Clear all
™ Dpay
™ Evening
Shift:
! ™ Hight
™ Rotating
[ weekend
. MMDDA Y -or- MM-DD-FYYY
losing dake:
™ Open Until Filled
Advertisement Copry: J

{IF additional advertisements other than the UHR website listing is
requested, please attach advertisement copy information in J
the Documents Tab)

EO/AA Statement for Your Organization: The University of Virginia is an Equal Opportunityfaffirmative J

You may use the mandatory LA EO/AA statement or you may. ction Empioyer.

develop a broader EO/MA stafement for pour SchoolfBepartment fo J
wre and submiE éo S0P for approwal.

[ v/ Resume
r

Required applicant documents: Goriam i
™ Referenceis)
™ Statement of Teaching Philosophy (Faculby Only)
M cv | Resume
¥ Cover Lett

ptional applicant documents; over Letter
™ Referenceis)
™ Statement of Teaching Philosophey (Faculty Only)

*Required information is denoted with an asterisk.
<< RETURN TO PRE¥IOUS CONTINUE TO NEXT PAGE 2> I

CANCEL ‘ PREVIEW ACTION ‘

2. When you are finished entering the information on the Requisition Form, click on the Continue
to Next Page button to move to the next tab.
Posting Specific Questions

Use the Posting Specific Questions tab to enter Questions that applicants need to answer
when applying for the position.

« Welcome Patricia Daniele. You are logged in with University View,
Your Current Group: UHR OCM,

Thursday, June 21, 2007

Create Position Action - Establish a New Position Description - Staff

Posting Di

Specific
Questions

Select a question from Search Existing Questions or Create a Question (subject to UHR Recruitment Approval). To begin, click add & Question, when finished, click Continue to Mext
Page ==,

Mo Posting Specific Questions exist,
ADD A QUESTION

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE =2> I

CAMCEL | PREVIEW ACTION |

1. If you are not adding any questions, click on the Continue to Next Page button.

2. To add a question, click on the Add a Question button.
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+ Welcome Patricia Daniele. You are logged in with University View,
Your Current Group: UHR OCM, Thursday, June 21, 2007

Add a Question

Search Existing Questions:

Search by Keyword:

—

SEARCH I CAMCEL

Create a Question

You can either select a question from Search Existing Questions or Create a Question. If you

create a question, it is subject to UHR Recruitment Approval. (See Create a Question section
below for example.)

Search Existing Questions

3. To select a question from Search Existing Questions, enter a keyword into the search field and
click on the Search button.

+ Welcome Patricia Daniele. You are logged in with University Wiew,

Your Current Group: UHR, OCM, Thursday, Juns 21, 2007

Add a Question

Search Existing Questions:

Search by Keyword:

kravel

SEARCH I CAMNCEL

Search Results
1 Record

M Question Text -

Are you willing to travel to job related conferences? Wiew A dd

Create a Question

4. Click on the View/Add link to view the question.
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+ W'elcome Patricia Daniele. You are logged inowith University Yiew,
Your Current Group: UHR OCM, Thursday, June 21, 2007

View/Add Question

Return to Search

Question

Are you willing to travel to job related conferences?

Closed-Ended Response Options

Display No Response As:

Possible Responses (up to 7):

|
z.|
3
4.
5.
&
7|

ADD THIS QUESTION |

5. Click on the Add This Question button.

Posting Specific Questions

To delete, check the box of the question(s) vou wish ta delete, then click the Delete Question{s) button below.
" Are you willing to travel to job related conferences?

ANSWER

No Response

‘fes

Mo

Is this gquestion required? © required ¢ Mot Required

DELETE QUESTION(S) | ADD A QUESTION

<< RETURN TO PREVIOUS |

CONTINUE TO NEXT PAGE > I

CAMCEL | PREVIEW ACTION |

6. Select whether the question is Required or Not Required, and click on the Add A Question
button to add another question.
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Create a Question

7. If you select create a question, enter the text for the question, select the answer type (open-
ended or close-ended) and possible responses as shown on the following screen:

Create a Question

7 Create Question Help

Please enter question text:

||

Please select answer type:
* Closed-Ended (.. Do you have experience working in an office environment?)

" Open-Ended  {g.g. Describe any work experience relevant to this Posting, )

Closed-Ended Answers Open-Ended Answers

Display Mo Response As: Open-Ended Answer Type:

|N0 Response * mNone

" Shaort Text (Text < 50 characters)
Possible Responses (up to 7): " Long Text (Text = 50 charackers)
= | " Phorne
2] " Date
3.
4.
5.
6|
7.
SUBMIT QUESTION | CAMNCEL |

8. Click on the Submit Question button to add the question.

9. When you are finished adding questions, click on the Continue to Next Page button to move
to the next tab.
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Disqualifying/Points

Use the Disqualifying/Points to assign points to answers that can be used to evaluate
applicants and designate an answer as a disqualifying answer. Applicants who select a
disqualifying answer will automatically receive a message indicating they did not meet minimum
qualifications for the job.

« Welcome Patricia Daniele. You are logged in with University Yiew.
“our Current Group: UHR CCM, Thursday, June 21, 2007

Create Position Action - Establish a New Position Description - Staff

Disqualifying /

Points

©n this page, you may assign points to answers that can be used to evaluate applicants and designate an answer as a disqualifying answer, Applicants who select a disqualifying
answer will autoratically receive a Fail Message indicating they did not meet minimum qualifications.

When finished adding points and selecting disqualifying answers, click the Recalculate button to view the weighted percentage assigned to each guestion, If changing the points
assigned to questions, click Reset to undo changes.

Open-ended guestions will not be visible on this tab, but will be visible on the summary page. When finished, click Continue to Mext Page ==,

Open-ended questions will nat be visible on this tab, but will be visible on the summary page.

Maximum Points Possible; 0

Posting Specific Questions

Are you willing to travel to job related conferences?

ANSWER DISQUALIFYING SCORE
Mo Response r r
Yes r o
Mo r ’U_
0 %
RECALCULATE RESET
<< RETURN TD PREVIOUS | CONTINUE TO NEXT PAGE 2> I

You will see the questions that you added on the previous tab, except for open-ended questions.
Open-ended questions are not visible on this tab, but will be visible on the summary page.

1. Select the disqualifying answers to each question.
2. In the score field, enter the weighted percentage to assign to each question.

3. When you are finished adding points and selecting disqualifying answers, click on the
Recalculate button to view the weighted percentage assigned to each question. If you need to
change the points assigned to a question, click on the Reset button to undo changes.

4. When you are finished, click on the Continue to Next Page button to proceed to the summary
screen.
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Summary/Confirm Position Action

+ \Welcome Patricia Daniele, You are logged in.

Your Current Group: SupervisorfManager, UTEte T Ly

View Position Action - Establish a New Position
Description - Staff Summary

Please review the action details below before continuing. To edit or add cormmrments in the Comments

tab, click the blue Edit link above the Action Status region. When done, select an action status, click

Continue and you will be asked to confirm your action before submitting. To exit without making any
changes, click Cancel.

Edit E Printer-Friendly Yersion

Action Status

{* Save Action Without Submitting ¢Spy/Mar)
" submit Ackion bo Employves

" Submit Action to Approverl
" submit action to Approverz

CANCEL CONTIMUE I

1. You will be able to review the information entered in each tab. If you need to edit any
information, click on the Edit link, and then click directly on the tab that contains the information
you need to edit.

2. Select the Action, either saving without submitting, or submit the action as appropriate.

3. Click on the Continue button.

38



« Welcome Patricia Daniele. You are logged in.
Your Current Group: SupervisorManager, Uty Ty atll

Confirm Change Action Status

Cnce the action status is confirmed your action is complete. You will then be talken to the Search Actions
page where you will be able to search for yvour action by selecting the updated status,

Action Status

Save Action Without Submitting {Spv,/Mgr)

GO BACK | CONFIRM |

4. Click on the Confirm button. The details of your position description are NOT SAVED
until you complete this step.
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« Welcome Patricia Daniele. ‘You are lagged in.
Your Current Group: SupervisorfManager.

Thursday, June 21, 2007

Search Actions

' The status of Action has successfully been changed to Action Saved Mot Submitted {Spv/Mgr).

Search Actions

|.ﬁ.n

j Positian

R H
Organization Mumber
Employes ikle:
Murnber: | i

Check All Clear all

Status

[ [ NI L I I LA LA NI L I A MU I Y BN N S

-

Action Saved Mot Submitted (Emplovee)
Action Saved Mok Submitted {SprMor)
Action Saved Mok Submitted (Approver)
Action Submitted to Employves

Action Submitted to SupervisorManager
Action Submitted ko Approverl

Action Submitted o Approver?

Auckion Subritked ko Prosost

Action Subritted ko UHR, OCM

Pending Further Review

Action Submitted to EQP

fAuckion Subritked ko UHR Recruitment
fckion Submitted For Departrment Approval

Ackion
Twpe:

Action Submitted For Department Completion

Action Cancelled (Final)

Filled {Temp Order Request)

approved (Mew AP JRessarch Staff Pasition Descripkion)
approved (Mew Skaff Position Description)

Approved For Posting (Mew Staff Position Description)
Approved For Posting (Mew A&P/Research Staff Position

Descripkion)

[ approved (Staff Position Description Modified)

[ Approved (A&P|Research Staff Position Description
Modified)

[ approved far Posting (Staff Position Description Modified)

[ approved for Posting {A&P/Research Staff Position
Description Modified)

[ approved (User or Employes Changed)

[ Position Description Inactivated

Employes |
Lask Marne:

SEARCH |

CLEAR RESULTS
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v Position Action - Establish a
Mew Pasition Descripkion - AP

I¥  Fosition Action - Establish a
Mew Position Descripkion -
Professional Research Skaff

I¥  Fosition Action - Establish a
Mew Position Description - Staff

v Position Action - Inackivate
Pasition Descripkion

v Position Action - Modify an
Existing Pasitian - AP

v Position Action - Modify an
Existing Position - Professional
Research Skaff

v Position Action - Modify an
Existing Position - Staff

v Position Action - Update User

or Emploves Information on
Pasition Descripkion

v  Temporary Staff Order
Request




ESTABLISH A NEW POSITION DESCRIPTION — A&P/PROFESSIONAL RESEARCH STAFF

= =
JOB POSTINGS

SEARCH HIRING + Welcome Patricia Daniele. You are logged in, Wednesday, June 20, 2007
PROPOSALS Your Current Group: Supervisor/Manager,
SEARCH PDSTINGS
CREATE POSTING = =
FROM TEMPLATE (T&R) Beg n N ew ACtla n
FROM PREYIDUS (T&R)
FROM SCRATCH (T&R)
FROM POSITION Select appropriate action to be taken below:
TITLES
SEARCH TITLE 7 Records
CREATE USER ACCOUNT
SEARCH USERS Position Action - Establish a New - . i
= i Use this action Only to establish a new Staff position
POSITION DESCRIPTIONS Posltlo.n Descrintlanotaty that is not in the system (Salaried or Wage},
BEGIN NEW ACTION Shanen
SEARCH ACTIONS Position Action - Modify an Existin : : .
Postton - Staft O e e e e e
SEARCH POSITION Start dction 2 ption. %
DESCRIPTIONS s = = 5 A %
m Position Action - Establish a New Use this action Only to establish a new
Position Description - A&P Administrative or Professional Faculty position that is
HOME Start Action not in the system,
CHANGE PASSWORD s = = L
CHANGE USER TYPE Eg::::g: _Af\t:;pn it g e ETENTY Use this action to Redefine or Change Attributes an
LOGOUT Start Action an Existing Position Description.
Position Action - Establish a New
Position Description - Professional Use this action Only to establish a new Professional
CLASSIFICATION Research Staff Research Staff position that is not in the systemn,
* RESDURCES Start Action

Position Action - Modify an Existing
Position - Professional Research Staff
Start Action

# SPELL CHECK Use this action to Redefine or Change Attributes on

an Existing Position Description

Temporary Staff Order Request Use this action to submit a Temporary Staff order
Start Action reguest

1. Click on Start Action to begin your position action.

When you create a Position Description for Administrative and Professional Faculty or
Professional Research Staff positions, you will be required to enter information for each tab as
follows:

Select the Title

Justification and General Position Information

Position Information

Qualifications

Documents

Committee Information

Requisition Form

Posting Specific Questions

Disqualifying/Points

Select the Title

When you first enter this screen, you will be in the Select the Title tab by default. The Select the
Title tab allows you to associate a specific classification title with the Position Description being
created.
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« Welcome Patricia Daniele, You are logged in.
Your Current Groups Supervisor/Manager,

Thursdaw, June 21, 2007

Create Position Action - Establish a New Position
Description - A&P

Justification

Sl s and General | Position . . Committee (Requisition F.'DStI_I'Ig Disqualifying /
The i . |Qualifications | Documents . Specific .
. Position Information Information o Points
Title Questions

Identification

On this kab, please select the desired Title For this Position Description. You may search for Titles using the search feature at the bottom of the page.

If ywou do nok Find the Title vou would like to use For vour Position Description, vou may start with the Sanest Fie (ex, 'GEMERIC Administrative
Services'),

Some Skaff Titles have expanded details, or "Templates” (Responsibilities and Duties, Qualifications, KSAs) attached to them, To review all title
Details, use the Search Titles action on the left menu,

For Administrative and Professional Faculty or Professional Research Staff Actions, starting your search with "Type of
Application”, and selecting "Candidate Profile” will expedite your search.

Once selecked, certain identification will be pre-populated. This information is subject to change following review and analysis performed
by Office of Compensation Management.

Search Titles

Type of g —— ' | &y =l
ppplication Candidate Profile Title

Occupational |F\nv hd '

Family Rale Title | ainy hd

SEARCH I CLEAR RESULTS

CANCEL

1. Select the desired Title for this Position Description. You may search for Titles using the
search feature at the bottom of the page.

2. Search the titles by choosing the search criteria from the Type of Application, Title,
Occupational Family or Role Title dropdown lists, and then click on the Search button. For
Administrative and Professional Faculty or Professional Research Staff Actions, expedite your
search by selecting Candidate Profile from the menu for the Type of Application field.
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+ Welcome Patricia Daniele. You are logged in.

‘Your Current Group: Supervisor/Manager, WiTEE 7R el et

Create Position Action - Establish a New Position
Description - A&P

Justification

Select Position . . Committee |Requisition F,'DSt'."g Disqualifying /
The . |Qualifications | Documents " Specific .
- 5 Information Information . Points
Title ! . Questions

0On this kab, please select the desired Title For this Position Description. You may search for Titles using the search Feature at the bottom of the page.

If vou do not find the Title vou would like bo use For your Position Description, vou may stark with the Ganesic Btie (ex, '"GEMERIC Administrative
Services'),

Some Staff Titles have expanded details, or "Templates” (Responsibilities and Duties, Qualifications, KSAs) attached to them, To review all title
Details, use the Search Titles action on the left menu.

For Administrative and Professional Faculty or Professional Research Staff Actions, starting your search with "Type of
Application™, and selecting "Candidate Profile” will expedite your search.

Once selected, certain identification will be pre-populated. This information is subject to change following review and analysis performed
by Dffice of Compensation Management.

Choose Title to Assign

You may associate this Position Description with ane of the titles below by choosing Select Title and Continue.
1 Record

N Title

Lecturer
Select Title and Continue |l View Summary
Search Titles
Tvpe of l—_l § |Le-:tl.|rer j
Application Candidate Profile Title:
Cccupational |HI‘I':-’ j "
Femils Raole Title |P.nv j

SEARCH I CLEAR RESULTS

CANCEL

The results of your search will appear under Title.
3. Optionally, click on View Summary to view information about the title.

4. Click on Select Title and Continue to associate this specific title with the proposed Position
Description. You can click on the Clear Results button to clear the search results and start over.

Once selected, certain information will be pre-populated. This information is subject to change
following review and analysis performed by Office of Compensation Management.

You will see a summary of the information associated with this title.
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5. Review the summary information for the position, and click on the Continue to Next Page
button to move to the next tab or you may click on the Preview Action button at any time to save
your position description for completion at a later date or to send for approval.

Justification and General Position Information

The Justification and General Position Information tab includes the following sections:

Justification

Contact Information
Position Information
Position Identification
Position Supervision

Fields with an Asterisk (*) are required, so if you do not include information in the field, an error
message will appear and you will be required to complete it.

Justification

JUSTIFICATION

Describe problem, background, current
situation, objective of program/project,
and expected resulks af adding new
position,

If Action is ko Modify an exisking
position, please indicate what is
changing.

=

1. Enter the Justification for creating the position.
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Position Information

POSITION INFORMATION

* Organization [Position Organization): |N|:|t Azsigned j

SichoolfUnit: | Mo Response |
Is this position to be posted?

If "es", select ves and note that the
Requisition Form Tab should be

completed. I—;l

Please hbe advised that the
Requisition Form Tab should be
entered and completed ONLY when
the answer is “Yes"!

Twpe of Compensation: -

Pavwrall:

Warking Title: |

humber of Wiork Hours Per ek l—
{Format: xx. xxxx!

Mumber of Months)Year: -

figency Code: | [

Location of Position: | j
End Drake of Position:

{Twpe "Mone" if not applicable)

Drug Testing Required? {Typically
positions invalved in patient contack, -
mass kransporkation are included)

Is this position eligible for Telecommuting? -

I= this position approved For an Alternate l—_l'
Worlk Schedule?

Funding Source:

2. Enter the Position Information fields.
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Contact Information

CONTALCT INFORMATION

Conkack Mame: |

Contact Telephone Mumber: |

(Faemats xxx-xxx-xxxxl

Conkact E-mail Address:
(Faemat: xxxxx@hingina. ety

Conkack FAX Number:

Flease seleck Organization sers
+ lincuding yourself) authorized to access

Mot Selected

Eakich, Sarah
Eattle, Tijuana
Eibb, Phyllis
Eirckhead, Linda

Selected

Mo Response

i‘ >

andfor receive applicable email

notifications related to this action, A L

Eurbach, Rebecca 2E
Burnett, Sherr
: hd

Carter, Florence

A
A A

3. Complete departmental contact information for the position. If you are sending this action to
an approver, you must select the approver’s name from the list by scrolling through the list of
names, clicking on the name, and clicking on the > button to move the name to the Selected list.
All individuals you move to the selected list will receive email notification concerning this action

and have access to action.

Position Identification

POSITION IDENTIFICATION

Position Murmbet:
Title:

Title Code:
Appoinkrent Type:
Rank:

Type of Application:
Market Range:
EEC Category:
EEC-6 Code:
EED-E Sub Code:
IPEDS Categaty:
FL5A Skatus:

Grade:

Lecturer

01001

Lecturer

Candidate Profile

First/Mid Level Officials and Managers

2

Instruction (faculty)

Exempt

Faculty.1,
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4. Review the Position Identification fields.

Position Supervision

POSITION SUPERYISION

Tarnne: |

Employes kumber: |

Rale Title: |
Pasition Murnbet:
*Required information is denoted with an asterisk.,
<< RETURMW TO PRE¥YIOUS | COMTIMUE TO MEXT PAGE == I
CAMCEL | PREVIEW ACTION |

5. Complete the Position Supervision fields.

6. When you have finished entering all of the information for the Justification and General
Position Information tab, click on the Continue to Next Page button to move to the next tab.

47



Position Information

Use this tab to enter the duties and responsibilities of the position, using a separate entry for each
major duty or responsibility.

» Welcome Patricia Daniele. You are logged in.

Your Current Group: SupervisorfManager, UM e e L

Create Position Action - Establish a New Position
Description - A&P

Position

Information jg

Describe Fully and clearly the most important work First, then the next most important in a separate paragraph, and so on.
Make the descriptions definite and detailed to give a clear picture of the work,

It is particularly important that the supervision received or exercised be clearly explained,

It is also important that such terms as "check”, "handle”, "responsible For”, or "assist" be explained.

Estimate working time devoted to each kind of work described,

If vou have a Responsibility that is less than "5%", then add it to another Responsibility,

To add a new Entry, click the Add Mew Entry Button Below,

To view mare details about an existing entry, click the Wiew link for the entry,

To edit an existing entry, click the Edit link For that entry.
To delete an existing entry, dick the Delete link For that entry,

Mo Records Found

ADD MEW EMTRY I

<< RETURM TO PRE¥IOUS COMTIMUE TO MEXT PAGE =2 I

CAMCEL | PREVIEW ACTION |

1. To add a duty/responsibility click on the Add New Entry button.
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Add Mew Entry

To add a new entry, complete the following fields and then click Add Entry.

If wou do not wish to add a new entry at this time, click Cancel.

* Required infarmation is denotad with an asterisk,
Responsibility Statement:

A Primary Activity statement (or summary),
which reflects an expected/planned
resultfoutcome; being supported by one or |
more duties,

(Typically, no mare than S - & words. )

Example: Budget and Financial Analvsis

Duties:

Enter 'Duties' that support the 'Responsibility: J
Statement’, Specify whether the duty is
Essential (E) or Additional {4},

Essentialfddditional Duty Definitions

Example;

1. Research, compile and maintain complex
stakistical, numerical and computerized repaorts,
IE) J
Z. Prepare moderate to complex analysis of
requested information and data. (E)

3. Monitor department budget, (&)

Percentage of Time:

Specify numbers only, do not use % l—
If vou have a Responsibility Statement’ that is

less than 5%, add this to another

'Fesponsibility Statement’,

{* Mo Response
Level of Importance:

" High
Seleck the Level of Importance as it relates to ™ average
the overall job:

 Low

ADD ENTRY I
CANCEL

2. For each entry add the Responsibility Statement, Duties, Percentage of Time, and Level of
Importance.

e Describe fully and clearly the most important work first, then the next most important in a
separate paragraph, and so on.

o Make the descriptions definite and detailed to give a clear picture of the work.

e ltis particularly important that the supervision received or exercised be clearly explained.

It is also important that such terms as "check", "handle", "responsible for", or "assist" be
explained.

e Estimate working time devoted to each kind of work described. If you have a
Responsibility that is less than "5%", then add it to another Responsibility.

3. Click on the Add Entry button.

4. After you add an entry, you may view details about an existing entry, edit an existing entry, or
delete an existing entry by clicking on the View link, Edit link, or Delete link.
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Percent of Duty Total: 50

1 Record

D Percentage of Time

i Duties | Level of Importance

D Responsibility Statement

50
Wiew “@ Budget Analyst 1 High
Delete
ADD MEW ENTRY I
<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE >3 I

CAMCEL | PREVYIEW ACTION |

5. Repeat steps 1-4 for each entry you want to add for the position.

6. When you are finished adding entries for the position, click on the Continue to Next Page to
move to the next tab.
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Qualifications

Use the Qualifications tab to enter the qualifications that are expected for the person occupying
the position.

+ Welcome Patricia Daniele. You are logged in.

Your Current Group: Supervisor/Manager. Thursday, June 21, 2007

Create Position Action - Establish a New Position
Description - A&P

. Nualifications |8

<< RETURN TO PRE¥IOUS | CONTINUE TO NEXT PAGE =>» I

Cn this tab enter the information requested regarding the qualifications that are expected for the persan
occupying the positions.

Please make sure that the responses contained in the information below are appropriate and commensurate
with the position being requested.

*Required information is denoted with an asterisk,

Preferred knowledge, skills and abilities
for an individual performing this position:

3 |

Special Licenses, Registration, or
Certification:

3 I K5

Education or Training (cite major area ar
study):

L L

Level and Twpe of Expetience:

*Required information is denoted with an asterisk,

=< RETURN TD PRE¥IOUS CONTINUE TO NEXT PAGE == I

CANCEL PREWIEW ACTION
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1. Enter preferred knowledge, skills, and abilities for an individual occupying this position.
2. Enter special licenses, registration, or certification required for this position.

3. Enter education or training required for this position.

4. Enter level and type of experience required for this position.

5. When you have finished entering qualifications, click on the Continue to Next Page button to
move to the next tab.

Documents

The Documents tab is the where you begin the recruitment process. On this tab, you can attach
documents that are relevant to the position establishment or modification. In most cases, an
Organization Chart is the only necessary attachment. Examples of types of attachments include
advertising copy, justification statements, or other statements that relate to the position but are
not covered by any of the other tabs.

Create Position Action - Establish a New Position
Description - A&P

I Documents

O this tab, wou can attach documents that are relevant to the position establishment or modification, In most cases, an Crganization
Chart is the only necessary atkachment. Examples of types of attachments include advertising copy, justification statements, or
other statements that relate to the position but are not covered by any of the other tabs,
Documents will need to be in MS Word or MS Excel to be accepted as an attachment. To attach a docurnent, click on the "Attach” link
in the Attach /Remove column, You will then be asked to provide the file from where to upload the document; or vou can paste or
type new information, Once this is completed, add another document or continue to next page.
8 Records

Attach Organizational Chart Mot Attached

Attach Advertisernent Copy Mot Attached

Attach additional Docurnent 1 Mot Attached

Attach additional Docurnent 2 Mot Attached

Attach additional Docurnent 3 Mot Attached

Attach additional Docurnent 4 Mot Attached

Attach additional Docurnent 5 Mot Attached

Attach additional Docurnent 6 Mot Attached

<< RETURN TO PRE¥IOUS COMTINMUE TO MEXT PAGE >+ I
CANCEL | PREVIEW ACTION |

1. If you do not want to attach a document, click on the Continue to Next Page button to move
to the next tab.

2. To attach a document, click on the Attach link in the Attach/Remove column.
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Upload a new document:

Click the Browse button to search for a document, select document and click the Open button, Cnce file has been selected click the Attach button, The system will ask to confirm
attachmment, click the Confirm button to cormplete attachrnent,

File: Browse.
ATTACH

Paste a new document:

Type text in the box below, or cut and paste text from an existing document (gystem allows up to 2 MB of data), Once text is complete click the Attach button, The system will ask
to confirm attachirment, click the Confirm button to complete attachment.

Text: ]
ATTACH
Return to Previous
<. RETURN TO PREVIOUS CONTINUE TO NEXT PAGE =2 I
CANCEL | PREVIEW ACTION ‘

You can either Upload the document (step #3) or Paste a new document (step #4). Only MS
Word or MS Excel documents can be uploaded. You may copy and paste and/or type text into
the large text area at the bottom of the screen if you do not have your document in one of the
above formats or if you do not have your document saved on your computer.

3. Upload the document by entering the file name in the File field. (Click on browse if you need
to search for the document.) Click on the Attach button.

4. To paste a new document, cut and paste and/or type the text into the Text field. Click on the
Attach button.

5. After you click on the Attach button, you will be asked to confirm the attachment. Click on the
Confirm button to confirm the attachment or on the Go Back button if you do not want to attach
the document.

8 Records

Attach / Remove Document Type Attached Document
Remove ©rganizational Chart Attached Wigt
Attach Advertising Copy Mot Attached

Atkach Additional Docurnent 1 Not Attached

Attach Additional Document 2 Mot Attached

Atkach Additional Docurnent 3 Mot Attached

Atkach Additional Docurnent 4 Mot Attached

Atkach Additional Docurnent & Not Attached

Attach Additional Document 6 Mot Attached

<<. RETURN TO PREVIOUS CONTINUE TO NEXT PAGE 2> I
CANCEL | PREVIEW ACTION ‘

6. You can view the document you attached by clicking on the View link, or remove the
document by clicking on the Remove link.
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7. Repeat steps 2-6 for each document you want to attach.

8. When you have finished attaching documents, click on the Continue to Next Page button to
move to the next tab.

Committee Information

Use the Committee tab to establish the search committee. There must be a minimum of 3
persons on a search committee, and the committee must be diverse with regard to gender and
race/ethnicity.

« Welcome Patricia Daniele, You are logged in,

‘our Current Group: Supervisor/Manager, [Bursday Bluneie bty

Create Position Action - Establish a New Position
Description - A&P

There raust be a rinimurn of 3 persons on a search committee, and the committee must be comprised of gender and racialfethnic
diversity,

To add a new Entry, click the Add Mew Entry Button Below,

To wiews more details about an existing entry, click the Yiew link For the entry,
To edit an existing entry, click the Edit link For that entry,

To delete an existing entry, click the Delete link for that entry,

Mo Records Found

ADD NEW ENTRY I

<< RETURN TO PRE¥IOUS CONTIMUE TO NEXT PAGE =2- I

CAMCEL | PREVIEW ACTION |

1. To add a search committee member, click on the Add New Entry button.
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Add Mew Entry

To add a new entry, complete the following fields and then click Add Entry.

If vou do not wish to add a new entry at this time, click Cancel.

* Required information is denoted with an asterisk,

First Mame |

Last Mame |

Ernail |

Phone |

Uva Community Member

[IF this cornmittee member is not part of the LLAa,

community, EOP Search Committes Training is still

required for all cornmittee mernbers, In addition, iFthis 7 v
search is For an academic tenure or tenure-track

pusition, completion of the Provest Tutorial is required 7 No
For all search comrnittee mernbers. In the comment box
belows, recard the date of completion of EQP Search * Mo Response
Cornrnittee Training and iF this is a tenure or tenure-
track search, record the date of certification For the
Provast Tutarial.)

" chair

" Co-chair
Rale

" Member

* Mo Response
Ethnicity -

|
Gender -

Comments

ADD ENTRY I
CANMCEL

2. Complete all fields for the committee member, and click on the Add Entry button.
3. Repeat steps 1 and 2 for each committee member.

4. When you are finished you may view details about an existing entry, edit an existing entry, or
delete an existing entry by clicking on the View link, Edit link, or Delete link.

5. When you are finished adding all committee members, click on the Continue to Next Page
button to move to the next tab.
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Requisition Form
The Requisition Form tab is used to submit the position description and create a posting.

The Requisition Form includes the following sections:
Position Information

Recruiting Documentation

Committee Information

Exemption Information

Candidate Information

+ Welcome Patricia Daniele. Yoo are logged in,

Your Current Group: Supervisor/Manager, ULTE: - e At

Create Position Action - Establish a New Position
Description - A&P

Posting
Specific

Duestions -

JUESTID ]

‘osition _ Commitiee isiti
Fhl Qualifications | Documents "_"_'_”_”_r_”_"f:'_':'_ =TI
= | Intormation

b e .

Information

<< RETURN TO PREV¥IOUS CONTINUE TO MNEXT PAGE =2+ I

*Required information is denated with an askerisk,

POSITION INFORMATION

‘ij

Mo Response

is a new position
Position Backaround: this position: P

has an incumbent/had a previous incumbent

S T

hasjhad an incumbent on an exemption

If this is not a new position, please enter
the incumbent's name below:

First Mame: |

Middle Marme/ Initial: |

Lask Marne: |

Departrent: -
(For Applicant Wiew) |ND =B J

Location | j

{For Applicant Wiew):
wWhen shauld position be posted? MDD -or- MM-DD-YYYY

MDD -or- MM-DD-YYYY

[ Open Unti Filled

Academic Year for Position? (2.9, 2010)

Closing date:

Tenure Skatus: | j

1. Complete the fields in the Position Information section.
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RECRUITIMNG DOCUMENTATION

Screening Crikeria:

Lt aff required’ and’ any prafarrad crfara

Diversity Recruitment Plan:

Lt aff planned efforts, ncuding
advarfFameants [Lsng fournals,
publirations, NeMEpanars, welatas
fiptrary, divect malings, efc. ) fo
genarate a divarse poof of gualiied
anpficants.

H DN I

Copy of Advertisement:

{Place a copy of wour advertisement in J
this section without the EQJAA

stakement, Place vour EQfAA statement J
in the next box.

ECan Statement For Your Qroanization:

The University of Wirginia is an Equal OppartunityfAffirmative J

You may wse Fhe mandatfory (A5 0544 etianIE Tployen

srafemeant ar ou may davalian a broadar
044 statement for pour J
SchooliDapartment fo wse and submif fo
£0F far gopraiwal

Contact Information For Applicants: J

{Please specify the name, phone number,
mail and e-mail address) J

Review Date of Applications by ’—
Commikkes: FARIDD MY -ar- MM-DD-YvYy

2. Complete the fields in the Recruiting Documentation section.

COMMITTEE INFORMATION
Complete the Committes Information
Tab:
[ v | Resume
[ c Letk
Required applicant documents: HErLEEr
I Reference(s)
[ Statement of Teaching Philosophy (Faculky Only)
W Y | Resume
W C Letk
Cptional applicant documents: ower Letter
[ Reference(s)
[ Statement of Teaching Philosophy (Faculky Only)

EXEMPTION INFORMATION

Start Date For Exempkion: MMDDYYYY -or- MM-DD-YY
End Date For Exemption: MRDCSYY -or- MA-DO-Y Y

3. Complete the fields in the Committee Information and Exemption Information sections.
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Candidate Information

First Mame:

Middle Initial: |

Last Mame: |

Suffi: |

% MNa Response

" Temporary non-renewable appointment of up to one year, including visiting
Faculty, wisiting summer session appointments, and research assistants.

" Postdoctoral brainee appointed as research associate, generally For not more
than three wvears.

" Research faculty position in which the individual named serves as principal or
co-principal investigator of an approved research grantis) that specifically
designates extramural salary support, Identify agency name, grant numbet and
effective dates in Additional Document ation,

" Change in the title andjor responsibilities of a current member of the Faculky
where the change involves expanding o restruckuring an existing position withaut
establishing a new position or creating a wacancy that must be filled, Explanation of
the change must be provided in Additional Documentation,

" appointment to a Faculty rank and title, regardless of the length of kerm,

Reason For Exemption without compensation or with pay that is nominal compared to the reqular
compensation of a similar position, &.g., honorific titles,

T Part-time appointments of up ko 50 percent. A patt-time appoinkment may nok
be changed From 50 percent of less to greater than 50 percent without conducting
a Faculty search,

An exemnption From the Faculty
recruitment procedures is requested For
the fFollowing reason:

 an acting or intetim appointment made in an exigency. An acting ar inkerim
appointrment may not be changed to a full time appointment without a search,
Acting or interim appointments will normally be For less than one vear in duration,
Endorsement by the responsible Vice-President/Provost has been obtained prior ko
submitting this request,

" Unigue qualifications that make a seatch counterproductive, Documentation of
the qualifications must be provided in Additional Documentation, Endorsement. by
the responsible Yice-President/Provost has been obtained prior to submitting this
request,

- AcCcompanying spouse appointment necessary ko recruit a successful
candidate of a pre-existing search or to retain a current Faculty member, The
business necessity For the exermption and the programmatic needs justifying
emplovment of the accompanying spouse must be provided in Additional
Documentation. Endorsement by the responsible WP/Provost has been obtained
prior to submitting this request.

2]

[ |

Additional Mokes on Exemption:

*Required information is denoted with an askerisk,

<< RETURN TO PREYIOUS CONTIMUE TO MEXT PAGE === I

CAMCEL | PREVIEW ACTION |

4. Complete the fields in the Candidate Information section.

5. When you are finished completing the Requisition Form, click on the Continue to Next Page
button to move to the next tab.
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Posting Specific Questions

Use the Posting Specific Questions tab to enter Questions that applicants need to answer
when applying for the position.

+ \Welcome Patricia Daniele, ‘You are logged in,
‘Yfour Current Group: Supervisor/Manager,

Thursdaw, June 21, 2007

Create Position Action - Establish a New Position
Description - A&P

Posting bi
Specific |g
Questions

Select a question from Search Existing Questions or Create a Question {subject to UHR Recruitment
Approval), To begin, click add & Question, when finished, click Continue to Mext Page ==,

Mo Posting Specific Questions exist,

ADD A QUESTION

<< RETURN TD PRE¥IOUS

CONTIMUE TD MEXT PAGE == I

CAMCEL |

PREVIEW ACTION |

1. If you are not adding any questions, click on the Continue to Next Page button.

2. To add a question, click on the Add a Question button.

+ Welcome Patricia Daniele. You are logged in with University View.
Your Current Group: JHR CCM,

Thursday, June 21, 2007

Add a Question

Search Existing Questions:

SEARCH I CAMCEL

Create a Question

You can either select a question from Search Existing Questions or Create a Question. If you
create a question, it is subject to UHR Recruitment Approval. (See Create a Question section
below for example.)
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Search Existing Questions

3. To select a question from Search Existing Questions, enter a keyword into the search field and
click on the Search button.

+ ‘Welcome Patricia Daniele. You are logged in with University Wiew,
Your Current Group: UHR OCM, Thursday, June 21, 2007

Add a Question

Search Existing Questions:

Search by Keyword:
kravel

SEARCH I CANCEL

Search Results

1 Record
I Question Texnt -
Are you willing to travel to job related conferences? Wiew /A dd

Create a Question

4. Click on the View/Add link to view the question.

« Welcome Patricia Daniele. You are logged in with University View,
four Current Group: UHR QCM, Thursday, June 21, 2007

View/Add Question

Return to Search

Question

Are you willing to travel to job related conferences?

Closed-Ended Response Options

Display Mo Response As:

Possible Responses {up to 7):

|
2.
3.
4.
5. |
6|
7.

ADD THIS QUESTION |

5. Click on the Add This Question button.
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Posting Specific Questions

To delete, check the box of the questionis) vou wish to delete, then click the Delete Question(s) button below,
™ Are you willing to travel to job related conferences?

ANSWER

No Response

Yes

Mo

Is this question required?  Required Mot Required

DELETE QUESTION(S) | ADD A QUESTION

<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >3 I

CANCEL | PREVIEW ACTION |

6. Select whether the question is Required or Not Required, and click on the Add A Question
button to add another question.

Create a Question

8. If you select create a question, enter the text for the question, select the answer type (open-
ended or close-ended) and possible responses as shown on the following screen:

Create a Question

7 Create Question Help

Please enter question text:

||

Please select answer type:
* Closed-Ended (.. Do you have experience working in an office environment?)

" Open-Ended  {g.g. Describe any work experience relevant o this Posting, )

Closed-Ended Answers Open-Ended Answers

Display Mo Response As: Open-Ended Answer Type:

|N0 Response * mNone

" Shaort Text (Text < 50 characters)
Possible Responses (up to 7): " Long Text (Text = 50 charackers)
= | " Phorne
e | " Date
3.
4
5.
6|
7.
SUBMIT QUESTION | CAMNCEL |

9. Click on the Submit Question button to add the question.

10. When you are finished adding questions, click on the Continue to Next Page button to move
to the next tab.
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Disqualifying/Points

Use the Disqualifying/Points to assign points to answers that can be used to evaluate
applicants and designate an answer as a disqualifying answer. Applicants who select a
disqualifying answer will automatically receive a message indicating they did not meet minimum
qualifications for the job.

« Welcome Patricia Daniele. You are logged in.

Waur Current aroup; SupervisorffManager. WL LS AN L

Create Position Action - Establish a New Position
Description - A&P

Disqualifying /
Points

on this page, you may assign points to answers that can be used to evaluate applicants and designate an
answer as a disqualifying answer, Applicants who select a disqualifying answer will autornatically receive a Fail
Message indicating they did not meet minimum qualifications.

when finished adding points and selecting disqualifying answers, click the Recalculate button to view the
weighted percentage assigned to each question. If changing the points assigned to questions, click Reset to
undo changes.

Open-ended questions will not be wisible on this tab, but will be visible on the summary page. When finished,
click Continue to Mext Page==.

Open-ended questions will nok be visible on this tab, but will be visible on the summary page.

Maximurn Points Possible: 1]

Posting Specific Questions

Are you willing to travel to job related conferences?

ANSWER DISQUALIFYIMG SCORE
Mo Response I 0
Ves I 0
Mo r 0

0 2o

RECALCULATE RESET |

<< RETURN TO PRE¥IOUS | CONTIMNUE TO NEXT PAGE =2 I

CAMCEL | PREVYIEW ACTION |

You will see the questions that you added on the previous tab, except for open-ended questions.
Open-ended questions are not visible on this tab, but will be visible on the summary page.

1. Select the disqualifying answers to each question.
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2. In the score field, enter the weighted percentage to assign to each question.

3. When you are finished adding points and selecting disqualifying answers, click on the
Recalculate button to view the weighted percentage assigned to each question. If you need to
change the points assigned to a question, click on the Reset button to undo changes.

4. When you are finished, click on the Continue to Next Page button to proceed to the summary
screen.

Summary/Confirm Position Action

« \Welcome Patricia Daniele. You are logged in.
Your Current Group: SupervisorManager, Thursday, June 21, 2007

View Position Action - Establish a New Position
Description - A&P Summary

To change the status of this action, choose from the statuses below:

Edit ,5 Printer-Friendly Wersion

Action 5tatus

% Save Action Without Submitting (SpwiMar
" submit Action to Employee

" submit Action to Approverl
" Submit Action ko Approverd

canceL || CONTINUE |

1. You will be able to review the information entered in each tab. If you need to edit any
information, click on the Edit link, and then click directly on the tab that contains the information
you need to edit.

2. Select the Action, either saving without submitting, or submit the action as appropriate.

3. Click on the Continue button.
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« Welcome Patricia Daniele. You are logged in. Thursday, June 21, 2007

Your Current Group: Supervisor/Manager.

Confirm Change Action Status

Cnce the action status is confirmed your action is complete. vou will then be taken to the Search Actions
page where you will be able to search for your action by selecting the updated status,

Action Status

Save Action Without Submitting {Spv,/Magr)

GO BACK CONFIRM |

4. Click on the Confirm button. The details of your position description are NOT SAVED
until you complete this step.
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+ Welcome Patricia Daniele, You are lagged in.
our Current Group: SupervisorManager.

Thursday, Jure 21, 2007

Search Actions

¥ The status of Action has successfully been changed to Action Saved Mot Submitted (Spv/fMgr).

Search Actions

Organization |.ﬁ.n-,- j E'E"s_;t';?;
e
Check all Clear All
[ action Sawved Mot Submitked (Employes)
v action Saved Mot Submitted (Spy/Mar)
[ Action Saved Mot Submitted (Approver)
[~ action Submitted to Employes
¥ action Submitted to Supervisor Manager
[ Action Submitted to Approverl
[ action Submitted o Approver2
[ action Submitted ko Provast
[ ackion Submitted ko UHR OCM
[ Pending Further Review
[ Action Subritted b EQP
[ action Submitted ko UHR Recruitment
[ Action Submitted For Department Approval
Shatus [ action Submitted For Department Completion 1-':_'-C':itlll'l
[ action Cancelled (Final) s
[ Filled {Temp Crder Request)
[ approved (New A8PResearch Staff Position Description)
[ napproved (New Staff Position Description)
I approved for Posting {Mew Staff Position Description)
I Approved For Posting (New AP Research Staff Position
Description)
[ napproved (Staff Position Description Modified)
[ approved (a&P/Research Staff Position Description
Modified)
[~ Approved For Posting (Skaff Position Description Modified)
[ approved For Posting (AR Research Staff Position
Description Modified)
| approved {User or Employes Changed)
[ Position Description Inackivated
Emploves |
Last Mame:
SEARCH I CLEAR RESULTS
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Check Al Clear Al

¥ Position Action - Establish a
Mew Position Description - A&P

¥ Position Action - Establish a
Mesww Position Description -
Professional Research Staff

¥ Position Action - Establish a
Mew Pasition Descripkion - Staff

¥ Position Action - Inactivate
Position Description

¥ Position Action - Modify an
Exisking Position - AP

¥ Position Action - Madify an
Existing Position - Professional
Research Staff

¥  Position Action - Madify an
Existing Position - Skaff

W Position Action - Update User

or Emplovee Information on
Position Descripkion

Iv  Temporary Staff Order
Request




OTHER POSITION DESCRIPTION REQUESTS

Search Actions

Use the Search Actions feature when you want to know the status of a position description you

created.

UNIVERSITYy VIRGINIA

luman Reso

-
-

JOB POSTINGS

SEARCH HIRING
PROPOSALS

SEARCH POSTINGS

CREATE POSTING

FROM TEMPLATE (T&R)
FROM PREYIOUS {T&R)
FROM SCRATCH (T&R)
FROM POSITION

TITLES

SEARCH TITLE
EE
CREATE USER. ACCOUNT
SEARCH USERS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS

SEARCH POSITION
DESCRIPTIONS

HOME

CHANMGE PASSWORD
CHANMGE USER TYPE
LOGOUT

o CLASSIFICATION
RESOURCES

» SPELL CHECK

+ Welcome Patricia Daniele, You are logged in.
Sour Current Group: Supervisor[Manager,

Monday, June 25, 2007

Online System

Superyvisor/Manager's Guide
Wiew | Dowwnload

To view the position details, click on the "Wiew" link below the Title, To sort by any column, click on the
arrow next to the column title,

Active
1 Record
0 Title n Posting Apps In ‘:]D:n v Department i Posting
’ Number Process Dgté i i Status
Houselceeniig 05-23- OpenUntl 20475 BU-
re?vrker 0600445 o 007 Filled Student Housing Posted

1. Click on Search Actions from the Position Descriptions menu.
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« Welcome Patricia Daniele. You are logged in.
Your Current Groups SupervisorManager,

Monday, June 25, 2007

Search Actions

Search Actions

Crganization |.ﬁ.n\,- j Eﬂﬂﬂ:
e
Check all Clear all
[ action Saved Mot Submitted (Employes)
¥ action Saved Mot Submitted (SpfMgr)
[~ action Saved Mot Submitted (Approver)
[~ Action Submitted to Emploves
W action Submitked to SupsrvisorManager
[ Action Submitted to Approverl
[ action Submitted to Approver?
[ action Submitked to Provost
[ action Submitked to UHR OO
[ Pending Further Review
[ action Submitted to EQP
[ action Submitked to UHR Recruitment
[~ Action Submitted for Department Approval
Shatus [ action Submitked for Department Completion 1n':_'-l:':itlll'l
[ Action Cancelled ¢Finaly #pe
[ Filled {Temp Order Request)
[ Approved {Mew ARFP/Research Staff Position Description)
[ approved (Mew Staff Position Description)
[ Approved for Posting {Mew Staff Position Description)
[ approved For Posting (Mew A&PResearch Staff Position
Description)
[ approved (Staff Position Description Modified)
[ Approved {A&PResearch Staff Position Description
Madified)
[ aApproved For Posting {Staff Position Descripkion Modified)
[ approved For Posting (A%P/Research Skaff Position
Description Modified)
[ approved (User or Employee Changed)
[ Position Description Inactivated
Employes |
Last Mame:

SEARCH I CLEAR RESULTS

2. Enter your search criteria.

3. Click on the Search button.
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Check all Clear all

I+ Position Action - Establish a
Mew Position Description - &8P

v Position Action - Establish a
Mews Position Description -
Professional Research Staff

I+ Position Action - Establish a
Mew Position Description - Staff

v Position Action - Inactivate
Pasition Descripkion

v Position Action - Modify an
Existing Posikion - A&P

I+ Position Action - Modify an
Existing Position - Professional
Research Skaff

v Position Action - Modify an
Existing Position - Skaff

v Position Action - Update Lser

ar Emploves Information on
Position Descripkion

I+  Temporary Staff Crder
Fequest




+ YWelcorme Patricia Daniele. You are logged in.

‘four Current Group: SupervisorfManager, Manday, June 25, 2007

View Actions

View Actions

2 Records

i3 Action |5 ¢ =1 Bl = | = crr i3 Position | &= Last yy Date
v U status |0 & school/unit | K Organization | G TR 7] e || 'ﬂ'npproved
Position
Action -
Establish a Approved
New Position (MNew Staff 05-22- UWa College at 12095 WS-Human -
Description - rosition 2007 Vise Resources V9903 VACANT  Plumber/Steamfitter 05-21-2007
Staff Description)
i I Vv
= Summary
Position
Action -
Establish a Approved
New Position (New Staff 05-19- 5 20030 FI-Human f
Description - Position 2007 WP/Finance iy 9997 WARTANT Accountant Seniar 05-19-2007
Staff Description)
Wiew || v
Summary.

4. Click on the View or View Summary link to view the Position Description. At the bottom of
the Position Description you will see an Action History box which will show you where the
position description is in the approval process.

Pending Actions

Pending Actions are those actions that you must approve or complete. For example, if you have
saved your action, but not submitted it, it will be stored in Pending Actions.

1. To view Pending Actions, click on Pending Actions from the Position Description menu.

+ Welcome Donna Kauffman, You are logged in.

Your Current Groups Supervisor/Manager, Bicnday Blineias 12007

Pending Actions

Pending Actions

2 Recaords

g3 Action f i ! 4 ! 4 A - q g Pos Last Action
- e [ oenostyont | H eraenizeren  H TS

Position

Action -

Establish a

New Action Submitted to 06-11- 20030 FI-Human

Mo Response Accountant

Position Supervisor/Manager 2007
Description

- Staff

iigy

Resources

Position
Action -
Establish a
New
Position

Action Saved Mot

Submitted Mo Response ZDD_IS_;I_EL_SUUA Lecturer oong7e
Description (spv/Mar)
- AP

Wiew

2. You will see only your pending actions. To view a summary of the action, click on the View
link.
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Search Position Descriptions

You can search for any position description entered into Jobs@UVa.

1. To search existing Position Descriptions, click on Search Position Descriptions from the
Position Description menu.

« Welcome Donna Kauffman. You are logged in.

Your Current Group: Supervisor/Manager, Manda, June 25, 2007

Search Positions

Search Pasition screen allows user to search for any position entered inta Jobs@ Uva, If you do not know what status an position
description is in, please select "Check All".

Search Positions

Position | Employes |
Murmber Mumber

| Ay =1 . | Ay =

Organization

Check &ll Clear &l

Mew Position Description &pproved
ew Position Description Approved For Posting
Modification Approved

Employee it Modification Approved For Posting

Lask MNarne: atus

Position Updated by Hiring Proposal
Position Description Template in System {Meeds Update)
Arcess to Position Description Changed

Position Description Inactivated

177X AA

Temp Posting Order Filled

SEARCH I CLEAR RESULTS |

2. Enter your search criteria, clicking on Check All for the status if you are unsure of the
status of the position description.

« Welcome Donna Kauffman. You are logged in.
our Current Group: Supervisor/Manager.

Monday, June 25, 2007

View Positions

Approved Position Descriptions

6 Records

. Role Employee Last ; Date of Last
K Title v} Numb er/1D v Name Kd Last Action v Action

Temp A Pasition Updated by Hiring

Viers Sumpnar 89586 113633 Kauffrman Proposal 06-14-2007
UREETITIETEY Wiew History.
Executive Position Updatsd by Hiring
Secretary 10013 129993 Dolan Proposal 06-14-2007
Wiew Surmary. Wiew History.
Temp Grounds Modification Approved for
worker 89586 Kay Pasting 05-21-2007
View Summary. Wiew History.

New Position Description
Lecturer
Views Summar 01001 MACANT Approved 05-19-2007
e Wiew History,

Position Updated by Hiring
Temp A
Vicw SUmmar: 89586 Kay Proposal 05-17-2007
SRR Wiew History.

Position Updated by Hiring
Temp A
ey e 89586 Kay Proposal 05-17-2007
WHEETITIETES Wiew History.

3. You can view the summary or the history of the position description by clicking on the View
Summary or View History link.
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TEMPORARY STAFF ORDER REQUEST

1. To Begin your Temporary Staff Order Request, click on Begin New Action on the Position
Descriptions menu.

JOB POSTINGS

SEARCH HIRING
PROPOSALS

+ YWelcorme Patty Marbury. You are logged in.
Wour Current Group: Supervisor/Manager,

Monday, June 25, 2007

SEARCH POSTINGS
CREATE POSTING

FROM TEMPLATE (T&R)

FROM PREYIOUS (T&R)

Begin New Action

FROM SCRATCH (T&R)
FROM POSITION
TITLES

Select appropriate action to be taken below:

SEARCH TITLE

CREATE USER ACCOUNT

SEARCH USERS

CREATE USER ACCOUNT

SEARCH USERS

POSITION DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS

SEARCH POSITION
DESCRIPTIONS

HOME

CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

CLASSIFICATION
RESOURCES

® SPELL CHECK

7 Records

Position Action - Establish a New
Position Description - Staff

Start Action

Position Action - Modify an Existing

Position - Staff
Start Action

Position Action - Establish a New

Position Description - A&P
Start Action

Position Action - Modify an Existing

Position - A&P
Start Action

Position Action - Establish a New
Position Description - Professional

Research Staff
Start Action

Position Action - Modify an Existing
Position - Professional Research Staff

Start Action

Temporary Staff Order Request

Stark Action

Use this action COnly to establish a new Staff position
that is not in the system (Salaried or Wage).

Use this action to Redefine, Reclassify or Change
Attributes on an Existing Position Description,

Use this action Only to establish a new
Administrative or Professional Faculty position that is
not in the system.

Use this action to Redefine or Change Attributes on
an Existing Position Description,

Use this action Only to establish a new Professional
Research Staff position that is not in the system.

Use this action to Redefine or Change Attributes on
an Existing Position Description

Use this action to submit a Temporary Staff order
request

2. Click on the Start Action link under Temporary Staff Order Request.




« Welcome Patty Marbury. You are logged in.

Your Current Group: SupervisorManager, et I3, L T

Create Temporary Staff Order Request

Select The Title Temp Order Request Form

Plzase search and select the proposed temporary role title For the position you are requesting, Once selecked, please complete the Temp
Order Request Farm, The proposed kemporary role title is subject to change Following review and analysis performed by YA Temp Service,

Search Titles

Type of I—_l " |.C\ny j
et Temp Application Title

Occupational |F'.nv j Raole

Family Ttle | A1 [~

SEARCH I CLEAR RESULTS

CANCEL

2. Select the proposed temporary role title for the position you are requesting, using the lists in
the Search Titles form, and click on the Search button.
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» Welcome Patty Marbury. You are logged in.
Your Current Group: Supervisor/Manager.

Monday, June 25, 2007

Create Temporary Staff Order Request

Select The Title

Please search and select the proposed temporary role tithe For the position you are requesting. Once selected, please complete the Temp
Order Request Form, The proposed temporary role kitle is subject to change Following review and analysis performed by UVA Temp Service.

Choose Title to Assign

21 Records

Temp A
Select Title and Continue |1

Temp Accountant
Select Title and Continue |1

Temp Administrative Assistant (Intermediate)
Select Title and Continue |1

Temp Administrative Office Worker (Entry)
Select Title and Continue

Temp Administrative Specialist (Advanced)
Select Title and Continue il

Temp B
Select Title and Continue il

Temp C
Select Title and Continue il

Temp D
Select Title and Continue il

Temp E
Select Title and Continue il

Temp F
Seleck Title and Continue il

Temp G
Seleck Title and Continue il

Temp Grounds Worker
Select Title and Continue |1

Temp Housekeeping Worker
Select Title and Continue |1

Temp IT Specialist
Select Title and Continue |1

Temp Lab & Research Specialist
Select Title and Continue |1

Temp Lab Worker (Entry)

Select Title and Continue |1
Temp Library Specialist

Select Title and Continue il

Temp Public Relations & Marketing Specialist
Select Title and Continue |

Temp Security Worker
Select Title and Continue il

Temp Skilled Trades Worker
Select Title and Continue il

Temp Trades Worker {(Entry f Assistant)
Select Title and Continue il

You may associate this Position Description with one of the titles below by choosing Select Title and Continue,

Wiew Summary

Wiews Summary:

Wiews Summary:

Wiew Summary

Views Summary

Views Summary

Views Summary

Views Summary

Views Sumrary:

View Surnrnatsy:

View Surnrnatsy:

Wiew Summary

Wiew Summary

Wiews Summary:

Wiew Summary

Wiew Summary

Views Summary

Views Summary

Views Summary

Views Sumrary:

Views Sumrary:

3. Once you search for a title for the position you will complete the Temp Order Request form.

Click on the Select Title and Continue button for the position.

4. Review the summary of the title you selected and click on the Continue to Next Page button.
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» Welcome Patty Marbury. You are logged in.

Your Current Group: SupervisorfManager,

Monday, June 25, 2007

Create Temporary Staff Order Request

<< RETURN TO PRE¥IDUS

Temp Order Request Form

CONTINUE TO MNEXT PAGE == I

Enter the information below to assist the Uva Temp Office in filling your Temp Order request.

*Required information is denoted with an asterisk.,

* Qrganization {Pasition Organization):

Title:

Please select Organization Users
{including vourself) autharized to
access andfor receive applicable email
notifications related to this action,

%

Supervisor Mame:

Supetvisor E-mail:

Supetvisor Phone Mumber !
(Format: xxx-xxx-xxxx}

Contack Mame:

Contact Telephone Mumber:
(Format: xxx-xxx-xxxx}

Requested Begin Date:
Requested End Date:

{leave blank if the end date of the
assignment is unknown)

‘Working Haurs:
(Begin Time)
(format: xx:xx am ot pmy; or Flexible)

‘Working Haurs:
{End Time}
(Format: xx0c am o pm; or Flexible)

Mumber of LA Temps Requested:

Physical Location of Assignment:

Parking Arrangements for
Assignment:

PTAOD (For background check):

PTAC (For sources of funding and
percentage):

SkillsfDuties needed for this position:

SupetvisorjManager Comments:

Approver 1 Comments:
Approver 2 Comments:

UHR Recruitment Comments:

Mok Assigned

Temp Accountant

Mot Selecked

Selected
Mo Response

Craniele, Pat
Dianiele, Patricia
Deane, Deborah
Frampton, Marcia
Helmuth, Gary
Herry, Barbara
Kauffran, Donna

=

——
—

—

MDD -0 MM-DD-YFVY

MDD o MM-DD-YYVY

Ll Lo

[ K

*Required information is denoted with an asterisk.,

<< RETURN TO PREVIOUS

CONTINUE TD NEXT PAGE > 2> I

CANCEL PREVIEW ACTION
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5. Enter the information on the Temporary Staff Order Request Form to assist the UVA Temp
Office in filling your Temp Order request.

6. Click on the Continue to Next Page button.

+ Welcome Patty Marbury. You are logged in.
Your Current Group: SupervisorManager, LB <A e G

View Temporary Staff Order Request Summary

To change the status of this action, choose frorm the statuses below:

Edit & Printer-Friendly Yersion

Action Status

% Save Action Without Submitting (SpyMgr)
" Submit Action ko Approverl

" Submit Action ko Bpprover?

" submit Ackion ko UHR Recruitment

CAMCEL CONTIMUE I

7. Review the information on the Temporary Staff Order Request and select the action you want
to perform. Click on the Continue button.

« \Welcome Patty Marbury, You are logged in.
Your Current Group: SupervisorManager ., et I IS el

Confirm Change Action Status

Once the action status is confirmmed your action is complete. You will then be taken to the Search Actions
page where you will be able to search for vour action by selecting the updated status,

Action Status

Save Action Without Submitting {Spv,/Mgr)

GoBaCk | CONFIRM |

8. Click on the Confirm button to confirm the action.
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CREATE POSTINGS

Create Posting from Position

Use Create Posting from Position when you have no changes to an existing position, or if you
established a position description and saved it, but did not create the posting.

1. Click on From Position on the Create Posting menu.

+ W'elcome Donna Kauffman, You are logged in,

our Current Group: SuperyisorTanager. Ul e S el el

Create from a Position

Create from a Position

Position Employvee |
Murnber Mumber
- | Employee
Tt AT =)
Mame:

Check all Clear all

Mew Position Descripbion Approyved

Mew Position Description Approved For Posking
Madification Approyved

Status Madification Approved Far Posting
Paosition Updated By Hiring Proposal

Pasition Description Template in Systern (Meeds Update)

< <<

Access ko Position Description Changad

SEARCH I CLEAR RESULTS |

2. Enter your search criteria and click on the Search button.
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+ Wwelcome Donna Kauffman, You are logged in.
Your Current Group: Superwisor/Manager.

Thursday, June 23, 2007

Create from a Position

From Position
6 Records
= Last a Date
: [ *F Action | T Approved
Leor:l?efrounds Maodification
[ Vi Temp & 59586 Kay Approved 05-21-2007
Create === for Posting
Summary
Lecturer ey
|| Yiews o100l vacanT _Postion 05-19-2007
Create R Cescription
2ummary’ Approved
Position
T A
°me || vi Temp A 89586 K Updated by o ¢ 50p7
Create Slﬂ Emp ay Hiring
2ummary’ Froposal
Pasition
T A
TP Temp A 59586 K Updated by g 16 2007
Create IISlew amp ay i e
2uMmmary’ Proposal
Position
T A
emp . Updated by
Create || Wigw Temp A F956A 113633 Kauffrman Hfire 05-16-2007
Summary Proposal
Executive fd . Position
Administrative
Secretlal';,?' Assistant - 19013 129993 Dolan '-'pf_"‘?t?d BY  p5-16-2007
Create || HE¥ Football Ul
==  Summary Proposal

You will see all positions that matched your search criteria.

3. Click on the View Summary link to view the position information or the Create link if you want
to create a positing from a position.

The Create Posting screen has the following tabs:
Posting Details

Committee Information

Posting Specific Questions
Disqualifying/Points

Guest User

Comments

Posting Details

For the Posting Details tab, you will complete the following sections as applicable depending on if
the posting is for a faculty or staff position:
e Faculty and Staff Postings
Faculty Posting
Faculty Recruiting Documentation
Staff Posting
Staff Qualifications
Employment Information
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Faculty and Staff Postings

FACULTY and STAFF POSTINGS
Posting MNumber:

Faculty Posting Mumber:

£

Contact Mame: |

Contact Telephone Number:
(Formals xxa-xoxr-xxxx)

#

|

Contact E-mail Address:
(FOEMAE! XXX RFEERINE . ec

#

Mo Response

Adrinistrative and Professional Faculty
Hourly Wwage

Professional Research Skaff

Staff

Employment Posting Categary:

o e e

Teaching and Research Faculky
Temporary Pool
IWA's College at Wise

Twpe of Application: Skaff applicaktion -

SchoolfUnit: |No Responss j

O

#

Mot Selected Selected

Craniele, Pat kauffrnan, Conna
Flease select Organization Users Dan!e:e, Pat
({including yourself) authorized tao BE”EEIE' ga: .
access andfor receive applicable email Sl e

i - N Deane, Deborah
notifications related ko this ackion. Framptan, Marcia

Helruth, Gary
Henry, Barbara

#

#

Srganization {Position GOrganization): |20555 AT-Fookball -

Department: -
(For Applicant Wiew) |ND ESSponsS J

Recruiter Mame:

Location of Position: HR-University of Ya -
=S Charlottesville hd

(For applicant View):

* Title: |Executive Secretary
Raole Title: [admiristrative and OFfice Specialist T11
Waorking Title: [admiristrative Assistant - Faothall
Position Mumber: [cz187
Previous Incumbent Last Day: ,7
Murber of Maonths ) ear: 12 -

End Date of Position:

——

{Twpe "Mane” if not applicable)

Posting Surmmary :

Agency Code: | 1

PARADO N Y YY or- FM-DD -0

Closing Date:
™ open Until Filled

|

Posting Date: PMMDO Y ¥ 7Y -or- MM-DO-YY VY

CW [ Resumne
C Letk

Required Applicant Documents: T (U238=7
Referencel(s)

Statement of Teaching Philosophy (Faculty Gnly)

Y [ Resume

[l Lekk
Optional Applicant Cocuments: creer Leter

Referencels)

LN TSI T TR AT T

Skatement of Teaching Philosophy {Faculty Only)

Posting On-Hald Reason:

|
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4. Enter the general posting information in the Faculty and Staff Postings section.

Faculty Posting

FACULTY POSTING

{* Mo Response
o . " " is a new position
Position Background: this position;

" has an incumbent/had a previous incumbent

" hasjhad an incumbent: on an exemption

If this is not a new position, please
enter the incumbent's name belaw:

First Mame: |

Middle Mame)Initial: |

Last Mame: |

Tenure Status: | j

Rank: | -

Appaintment Type: | j

Academic Year for Position? (e.q. Ii
20100

5. Enter the information in the Faculty Posting section as applicable, if this is a posting for a
Faculty position.
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Faculty Recruiting Documentation

FACULTY RECRUITING
DOCUMENTATION

Screening Crikeria:

Lz aff raguirad and any praferrad
crifersa

Diversiky Recruitment Plan:

Lzt aff planned affores, nouding
ddrartiFamants (Leng founalk,
publicafions, nemspapars, vehates
fetrarer, divact mafings, afc. ) fa
genarate a divarsa poal of qualited
3pofiants.

H DS [

Copy of Advertisement:

L

{Place a copy of wour advertisement
in this section withouk the ECfaA
statement. Place your EQf A&
statement in the next bowx, )

EQ/an Statement Far Your
Qrganizakion:

L

The University of Virginia is an Equal Opporkunity faffirmative
You may wee the mangator)y (s Ackion Emplover,

£O444 sfafemeant oF pou may derainn
3 broagar o444 sfatamant for oy
SchoolPapartmant fo wee and submit
fo E0F For aoproval

Conkact Information For Applicants:

(Please specify the name, phone
number, mail and e-mail address)

Review Dakte of Applications by l— ST AP e [T BT

Zommitkee:

H DS I

6. Enter the Faculty Recruiting Documentation, as applicable, if this is a Faculty position.
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Staff Posting

STAFF POSTING

Hiring Cfficial Marne: |

Hiring Official Phone Mumber: |
{Farmat: xxx-xxx-xxxxt

Hiring Official E-mail Address: |
{Format: xxxx s GG, ecty

Reason For Posting: | j

QOccupational Family: |.ﬁ.dministrative Services Family j
areer Group; |.ﬁ.dministrative and Office Support j
Area of Interest: |N|:| Response j

Pay Band: m

Pay Band Ranges

Pay Band Range: |$23,EI?E- - $47,361
[ State
Funding Sourcels): [ Local

[ Research Grant

Please identify the sources of Funding
and percentage:

FL5& Exemption Status: Mon Exempk -

Posting For U4 Emplovees Cnly: ™ yes  © Mo ™ MNoResponse
Check all Clear Al
[ Day
_ [ Ewvening

D [ might

[ Rotating

[ weekend
Advertisement Copy:
(If additional advertisements other J
than the UHR website listing is
requested, please attach
advertisement copy J
information in the Documents
Tab)

7. Enter the Staff Posting information, as applicable, if this is a Staff position.
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Staff Qualifications

STAFF QUALIFICATIONS
" Mo Response
ar . ;
Fiamied) Eelueztian High School Diploma or Equivalent
™ Associate's Degree
‘What is the minirmun level of Farmal ~ helar
education required to successfully Bachelor's Dedres
perfarm the duties and responsibilities  © Masker's Degres
of the position? Choose one, ® brdelB
octoral Degree
" Mok a Requirernent
If any specific degreeftraining is
required, please specify: J
* no Response
ar . ;
Preferred Education High School Diploma or Equivalent
™ Associate's Degree
What level of education is preferred  ~ helar
to successfully perform the duties Bachelor's Dearee
al':d responsibilities of the position? " Master's Dearee
Choose one.
" Doctoral Degree
" Mok a Requirernent
If any specific degreeftraining is
preferred, please specify tvpe: J
Required Experience
What is the minimum level of relevant
experience required ko successFully |ND Hesponse J
perform the duties and respaonsibilities
of the position? Choose one,
If any expetience is required,
please specify kind of experience: J
Preferred Experience J
If any experience is preferred,
please specify kind of experience: J
Required License or Cerkification: -

L

If wes, what is the required License
ot Certification,

L

Preferred License or Certification: -

If ves, what is the preferred
License or Cerkification.

Required Knowledge, Skills and
Abilities:

Preferred knowledge, Skills and
Abilities:

Required Computer Applications:

By mjiis miis o

Preferred Computer Applications:

KN

8. Enter Staff Qualifications, as applicable, if this is a Staff position.
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Employment Information

EMPLOYMENT INFORMATION

Emplovrment Conditions:

Drug Tesking Required? (Typically
positions invalved in patient conkack,
mass transportation are included)

I this position eligible for
Telecommuting?

Is this position approved Far an
alternate Work Schedule?

= =
[=] [=]
J J 4

Pass Message:

Fail Message:

E-rnail & Friend: i i
mail & Frien quickFind=51420

*Required information is denoted with an asterisk,

«skrong=Thank vou For vour interest in this position, Our -
screening and selection process is currently underway and will = |
continue until & successful candidate is chosen, Should our
review of vour qualifications result in a decision bo pursue ﬂ
«<strong=Thank vou For vour interest in this position, Your -
response ko the application questions suggest that wou da

not meet the minimum qualifications For this position, We are
pleased with vour inkerest and encourage vou to visit our job

imp21.peopleadmin.com/applicants/Central?

CONTINMUE TO NEXT PAGE ==

-l

SAVE ANMD 5TAY ON THIS PAGE

9. Enter the Employment Information.

10. Click on the Continue to Next Page button to move to the next tab.
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Committee Information

Use the Committee tab to establish the search committee. There must be a minimum of 3
persons on a search committee, and the committee must be diverse with regard to gender and
race/ethnicity.

+ Welcome Donna Kauffman. You are logged in.

Your Current Group: Supervisor/Manager, LUy ATt U

Create Posting - Executive Secretary

Posting Preview

Committee
Information

There must be a minimurm of 3 persons on a search committee, and the committee must be comprised of gender and
racialfethnic diversity,

To add a new Entry, click the Add Mew Entry Button Below,
To wiew more details about an existing entry, click the Wiew link For the entry.

To edit an existing entry, click the Edit link For that entry.
To delete an existing entry, click the Delete link For that entry.

Mo Records Found

ADD NEW ENTRY I

<< RETURN TO PRE¥IOUS | COMTIMUE TO NEXT PAGE =2 I

SAVE AND STAY ON THIS PAGE |

1. To add a search committee member, click on the Add New Entry button.

83



Add New Entry

To add a new entry, complete the following fields and then click Add Entry.

If you do not wish to add a new entry at this time, click Cancel.
* Required information is denoted with an asterisk,

First Mame ]
Last Hame ]
Emnail 7
Phone | ]
UYa Community Member

(IF thiz committee mermber is not part of the UL\a, community, EOP Search Committee  wes

Training is st required for all committes members, In addition, i this search is For an

scademic tenure or tenure-track position, completion of the Provost Tutorialis required for — ( pg

all search committee members. In the comment o below, recard the date of completion

oF ESP Search Cornmittee Training and iF this is a tenure or tenure-track search, record the % Mo Responss
date of certification for the Prowost Tutorial,)

£ Chair
" Co-Chalr
" Member

Ruole

* Mo Response
Ethnicity | |
Gender -

Comments

ADD ENTRY I
CANCEL

2. Complete all fields for the committee member, and click on the Add Entry button.
3. Repeat steps 1 and 2 for each committee member.

4. When you are finished you may view details about an existing entry, edit an existing entry, or
delete an existing entry by clicking on the View link, Edit link, or Delete link.

5. When you are finished adding all committee members, click on the Continue to Next Page
button to move to the next tab.
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Posting Specific Questions

Use the Posting Specific Questions tab to enter Questions that applicants need to answer
when applying for the position.

+ Welcome Donna Kauffman. You are logged in.
our Current Group: SupervisorfManager, Thursday, June 28, 2007

Create Posting - Executive Secretary

Posting Preview

L) S.pec:lﬁl: Comments
Questions ] . .

Select a gquestion from Search Existing Questions or Create 8 Question {subject to UHR Recruitment
Appraval), To beain, click Add A Question, when finished, click Continue to Next Page =,

Mo Posting Specific Questions exist,

ADD A QUESTION

<< RETURN TO PRE¥IOUS |

COMTIMUE TO MEXT PAGE =2 I

SAVE AND STAY ONM THIS PAGE |

CAMCEL | PREYIEW POSTING |

1. If you are not adding any questions, click on the Continue to Next Page button.

2. To add a question, click on the Add a Question button.

+ Welcome Donna Kauffman, You are logged in. Thursday, June 28, 2007
‘four Current Group: SupervisorManager, ! !

Add a Question

Search Existing Questions:

Search by Keyword:

—

SEARCH I CANCEL

Create a Question

85



You can either select a question from Search Existing Questions or Create a Question. If you

create a question, it is subject to UHR Recruitment Approval. (See Create a Question section
below for example.)

Search Existing Questions

3. To select a question from Search Existing Questions, enter a keyword into the search field and
click on the Search button.

+ YWelcome Donna Kauffman, You are logged in.

Your Current Group: SupervisarManaget. Thursday, June 26, 2007

Add a Question

Search Existing Questions:

Search by Keyword:
krawvel

SEARCH | cANCEL |

Search Results

1 Record
B Question Text -
Are you willing to travel to job related conferences? Wigw/Add

Create a Question

4. Click on the View/Add link to view the question.

+ Welcome Donna Kauffman, You are logged in.
Your Current Group: Supervisor/Manager. Thursday, June 28, 2007

View/Add Question

Return to Search

Question

Are you willing to travel to job related conferences?

Closed-Ended Response Options

Display Mo Response As:

Possible Responses (up to 7):

|
2|
3|
4.
5|
6|
7.0

ADD THIS QUESTION
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5. Click on the Add This Question button.

Posting Specific Questions

To delete, check the box of the questionis) you wish to delete, then click the Delete Question(s) button below.
" Are you willing to travel to job related conferences?

ANSWER

Mo Response

fes

Mo

Is this question required?  Required Mot Required

DELETE QUESTION(S) | ADD A QUESTION

<< RETURN TO PRE¥IOUS | CONTINUE TO NEXT PAGE -2 I

CANCEL | PREVIEW ACTION |

6. Select whether the question is Required or Not Required, and click on the Add A Question
button to add another question.

Create a Question

7. If you select create a question, enter the text for the question, select the answer type (open-
ended or close-ended) and possible responses as shown on the following screen:

Create a Question

7 Create Question Help

Please enter question text:

||

Please select answer type:
* Closed-Ended (.. Do you have experience working in an office environment?)

" Open-Ended  {g.g. Describe any work experience relevant o this Posting, )

Closed-Ended Answers Open-Ended Answers

Display Mo Response As: Open-Ended Answer Type:
|N0 Response * mNone
" Shaort Text (Text < 50 characters)
Possible Responses (up to 7): " Long Text (Text = 50 charackers)
" Phorne
" Date

N
2|
2
4.
5|
&
7.l

SUBMIT QUESTION | CANCEL |

8. Click on the Submit Question button to add the question.

9. When you are finished adding questions, click on the Continue to Next Page button to move
to the next tab.
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Disqualifying/Points

Use the Disqualifying/Points to assign points to answers that can be used to evaluate
applicants and designate an answer as a disqualifying answer. Applicants who select a
disqualifying answer will automatically receive a message indicating they did not meet minimum
qualifications for the job.

« Welcome Donna Kauffan, You are logged in,
Wour Current Group: Supervisor/Manager. Thursday, June 28, 2007

Create Posting - Executive Secretary

Posting Preview

Disqualifying /
Points

On this page, you may assign points to answers that can be used to evaluate applicants and
designate an answer as a disqualifying answer. Applicants who select a disqualifying answer will
autornatically receive a Fail Message indicating they did not meet minimur qualifications.

when finished adding points and selecting disqualifying answers, click the Recalculate button to view
the weighted percentage assigned to each question. If changing the points assigned to questions,
click Reset to undo changes,

Cpen-ended questions will not be visible on this tab, but will be visible on the surmmary page. When
finished, click Continue to Mext Pages=,

Cpen-ended questions will not be visible on this tab, but will be visible on the summary page.

Maxirnurn Points Possible: 0

Posting Specific Questions

Are you willing to travel to job related conferences?

ANSWER DISOUALIFYING SCORE
Mo Response I ,D—
Yes I ,D—
Mo - ,D—
0 %o
RECALCULATE RESET |
<< RETURN TOD PRE¥IOUS | CONTIMUE TO NEXT PAGE =2 I

SAVE AND STAY ON THIS PAGE |

CANCEL | PREVIEW POSTING |

You will see the questions that you added on the previous tab, except for open-ended questions.
Open-ended questions are not visible on this tab, but will be visible on the summary page.

1. Select the disqualifying answers to each question.

2. In the score field, enter the weighted percentage to assign to each question.
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3. When you are finished adding points and selecting disqualifying answers, click on the
Recalculate button to view the weighted percentage assigned to each question. If you need to
change the points assigned to a question, click on the Reset button to undo changes.

4. When you are finished, click on the Continue to Next Page button to move to the next tab.

Guest User

On the Guest User tab, you create accounts for the members of the committee, so they may
view CVs and resumes for this posting only. Committee members do not have the ability to edit
any information.

+ Welcome Donna Kauffman, You are logged in,

‘Your Current Group: Supervisor/Manager. Uil il e ity

Create Posting - Executive Secretary

Posting Preview

On this screen, vou may create an account that will be used by members of the committee.

Comrittee members who log in using this account may view curriculum vitaes and resumes for this
posting only, Committee members do not have the ability to edit any information.

When finished or to skip this section, click Continue to Next Page.
Activate Guest User

<< RETURN TO PRE¥IOUS | CONTINUE TO NEXT PAGE =2 I

SAVE AMD STAY ON THIS PAGE |

CANCEL | PREVYIEW POSTING |

1. To create an account for a guest user, click on the Activate Guest User link. If you do not
want to add any guest users, click on the Continue to Next Page button.
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« \Welcome Donna I(auffm_an. ‘You are logged in. Thursday, Tune 28, 2007
Your Current Group: Supervisor/Manager.

Create Posting - Executive Secretary

Posting Preview

On this screen, you may create an account that will be used by members of the committee,

Committee members who log in using this account may view curriculum witaes and resumes far this
posting only. Comrittee rmembers do not have the ability to edit any information,

when finished or to skip this section, click Continue to Next Page.

Deactivate Guest User

Create Guest User

*Required information is denoted with an asterisk,

User Mame: GUE24461

+ Password: |
Betwean E and 20 Characters

<< RETURN TOD PRE¥IDUS | CONTINUE TO MEXT PAGE 2 I

SAYE AND STAY ON THIS PAGE |

CANCEL | PREVIEW POSTIMG |

2. Enter the password. (Note: The password you enter must be between 6 and 20 characters.)

3. Click on the Continue to Next Page button to move to the next tab.
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Comments

Use the Comments tab to enter any comments related to this action.

Comments

=< RETURN TO PRE¥IOUS CONTINUE TO NEXT PAGE === I

Enter comrmments related to this action in the box below {i.e. reason for action, approval comment,
rejection reasaon, changes to action, etc.)

*Required information is denoted with an asterisk,

Supervisor/Manager Comments

approverl Comments
Approvers Comments
Prowast Comments
ECP Comments
UHR Recruitment Comments
*Required information is denokted with an asterisk,

=< RETURN TO PRE¥IOUS | CONTINUE TO NEXT PAGE === I

SAVE AND STAY OM THIS PAGE |

CAMCEL | PREYIEW POSTIMG |

1. Enter any relevant comments.

2. Click on the Continue to Next Page button.
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View Posting Summary

+ Welcome Donna Kauffman, ¥ou are logged in,
‘Your Current Groups Supervisor/Manager. Thursday, June 28, 2007

View Posting Summary - Executive Secretary

) Printer-Friendly Wersion

Please review the posting details below before continuing. To edit or add comments in
the Comrments tab, click the blue Edit link above the Action Status region, When done, Reports

select an action status, click Continue and you will be asked to confirmn your action

before submitting. To exit without making any changes, click Cancel, Posting
Preview
Edit

Posting Status

" Save Posting Without Submitting (Spw/Mgr)
* submit Pasting ko Approver 1
" Submit Posting ko Approver2

CANCEL || CONTINUE |

1. Review the information for your posting.
2. View the Posting Preview by clicking on the Posting Preview link on the right.

3. Select an action and click on the Continue button.

+ Welcome Donna Kauffan. You are logged in.
our Current Group: Supervisor/Manager, fiiredeEnea 007

Confirm Change Posting Status

The following Action is about to be subriitted

Posting Status

Submit Posting to Approverl

GO BACK || CONFIRM |

4. Confirm the action by clicking on the Confirm button.
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You will get a confirmation showing the status change of your posting.

« Welcome Donna Kauffman. You are loggedin.

Your Current Group: Supervisor/Manager, QliesdaEinelas 200y

Search Postings

V' The status of Posting Executive Secretary has successfully been changed to Posting Submitted to
Approverl.

Search Postings

Faculty

Posting Nomber |
Organizakion |y =l Titls: m
Check All Clear all
W Posted
Appraved For Later Posting
Pasting Saved Withaut Submitting (Spwiagr)
Pasting Submitted ta Supervisorf/iManager
Posting Submitted to Approverl
Posting Submitted to Approver2
Posting Submitted to EOP
gt':;&';g Posting Submitted to UHR Recruitment

Posting Submitted For Department Approval
Posting Submitted For Department Completion
‘Waive Posting

Closed/Removed from Web

Filled - Send Emnail

Request Cancelled before Posting

on Hald

o ([ (o [ () () ([ [ 3[R

Cancel Posting - Send Email

SEARCH I CLEAR RESULTS
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Create Posting from Template (Teaching and Research)

You can choose to create a posting for Teaching and Research Faculty from a template for one
of the following titles:
e Acting Assistant Professor
Assistant Professor
Associate Professor
Instructor
Lecturer
Professor
Research Professor

1. Click From Template (T&R) from the Create Posting menu.

+ Welcome Donna Kauffman, You are logged in,

Your Current Group: SupervisorfManager, Monday, June 25, 2007

Create from a Template (T&R)

Create from a Template {T&R)

Title [ any =l

SEARCH I CLEAR RESULTS |

2. Select the title from the list of templates and click on the Search button.

+ Welcome Donna Kauffman. You are logged in.

Your Current Groups Supervisor/Manager, Manday, June 23, 2007

Create from a Template (T&R)

Create from a Template

1 Record
A Title

Instructor
Create

Create from a Template {T&R)

Title | Tnstructor =]

SEARCH I CLEAR RESULTS |

3. Click on the Create link.

4. Create the posting. Since you are using a template, some of the fields will default with
information relevant to the template you chose.



Create Posting from Previous (Teaching and Research)

1. Click From Previous (T&R) from the Create Posting menu.

+ Welcome Donna Kauffman, You are logged in.

‘Wour Current Group: SupervisorfiManager. Thursday, June 28, 2007

Create From a Previous Posting

Create From a Previous Posting

Posting Mumber | Title: any -

SEARCH I CLEAR RESULTS |

2. Enter the Posting Number of the Previous Posting and click on the Search button.

3. Click on the Create link.
4. Create the posting. Since you are using a previous posting some of the fields will default with

information relevant to that posting.

Create Posting from Scratch (Teaching and Research)

1. Click From Scratch (T&R) from the Create Posting menu.

+ Welcome Donna Kauffman. You are logged in.

Your Current Group: SupervisorManager, Thursday, June 28, 2007

Create Posting

Posting Preview

Posting
Details

CONTINUE TO NEXT PAGE =3 I

To create a Posting, first complete the information on this screen, then click Continue to Next
Pagex>>. Proceed through all sections completing all necessary information. To submit the Posting to
hurnan resources, you must click on the Continue to Next Page>> button from the last section.
Qnce a summary page appears, select the Submit button and click Continue. Your Posting will not
be saved or sent to the next status until you see the confirmation page and click the Confirm button.

2. Create the posting by completing the required information for each tab.
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VIEWING APPLICANTS AND DOCUMENTS

When you log in, your active postings will appear in a list. You will be able to see how many
applicants have applied for the posting in the Apps In Process column.

Welcome to Jobs@UVa

Superyisor,/Manager's Guide
View | Download

To wiew the position details, click on the "Wiew" link below the Title., To sort by any column, click on the
arrow next to the colurnn title,

Active
3 Records
= i Posting | yw Apps In | g 4| =i = Posting
n Title = Number D Process v u n LGEERITES n Status
Aircraft
Maintenance 07-06-  Open Until 11020 DWY-Arts
Supwv 0600473 1 =007 Filled Dy Paosted
Yiew
Lecturer 07-04- 09-01- 20565 AT-
Yigw 0800471 z 2007 2007  Basketball-Men's  Fosted
Accountant 07-04-  Open Until 12095 WS-Hurman
Wigw Ua0=7 L z007 Filled Resources Posted

Viewing Applicants and Posting Details

1. To view the applicants to a posting, click on the View link under the Title of the posting.
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View/Edit Posting - Lecturer

Posting Preview

Applicants

Tao view applicants no longer being considered, check the "Inactive Applicants” box and click "Refresh".

Active Applicants

2 Records
o Date External

Interviewed, Selected for Hire

Kauffman,
Cover I oy g
Donna a 07-06-2007 Beqin Hiting || Change Stakus Under Review r

Letter Resume
Proposal

Wiew Candidate Profile

Applicant, . .
Cover I ('] Credentials under review .
Sample Letber Resurme L 07-0E-E007 Change Status Under Review I~

Wiew Candidate Profile
CHANGE MULTIPLE APPLICANT STATUSES |

. VIEW MULTIPLE APPLICATIONS
Minimurn Score: |

W active spplicants

VIEW MULTIPLE DOCUMENTS |

Inchude:
[ Inactive Applicants Applications ¥ docurnents will open in a new window, To print,
select File = Print after docurnents appear in that window,
REFRESH Drocuments may take several minutes to load,

CONTINUE TO NEXT PAGE == I

SAVE AND STAY ON THIS PAGE

CANCEL | VIEW POSTING SUMMARY =2 |

The tabs across the top start with the Applicants tab that lists the individuals who have applied to
this posting. On the Applicants tab you can perform several tasks, including:

e Sort and view applicants by different criteria

e Print applications and other documents (CV/resumes and cover letters)

e Change an applicant’s status.

2. You can click through the other tabs to view details of the posting including screening
guestions, and disqualifying points.

Sorting Applicants by Different Criteria

1. To sort applicants by nhame, date applied, etc., click on the arrow at the top of the data column
you want to sort. The order in which applicants are displayed will change accordingly.

2. To filter applicants by score, you can enter a numeric value in the Minimum Score box, and
click on the Refresh button. Note that this will only resort if scores were assigned to screening

guestions when the posting was created.
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3. When you change the status of applicants to make them inactive, you can include them again
if you wish by checking the checkbox for Inactive Applicants and clicking on the Refresh button.

Viewing and Printing Applications and Documents

1. You can view the Staff Application or the Candidate Profile (for Faculty) by clicking on the
View Staff Application or View Candidate Profile link.

2. You can view the Cover Letter and CV/Resume by clicking on the links in the Documents tab.

3. You can view multiple documents or multiple applications, by checking the box next to the
applications or documents you want to see and clicking on the View Multiple Applications or
View Multiple Documents button(s). The document(s) will open in a new window,

4. To print the application(s) or document(s), click on the printer icon or select File>Print from the
menu.

Changing the Status of Applicants/Candidates

As you review applications/candidate profiles and documents and make decisions about
applicants/candidates you will need to change the status of the applicant/candidate.

1. To change the status of an applicant/candidate click on the Change Status link in the Status
column. You can change the status for more than one applicant at a time by checking the box
below the All/None column for each applicant for whom you want to change the status (or
clicking on All to select all the applicants) and then click on the Change Multiple Applicant
Statuses button. The External Status column shows you what the applicant will see when
viewing the status of applications.

Change Applicant Status
Name  [Documents|status [selectinReason |

Kauffman,
Donna ooy |etter T - | Best: Qualified Knowledge, Skils and Abilties _~ |
—_— I_l £
Candidate LY [ Resume
Profile
COMTIMUE TO CONFIRM PAGE 22> I RESETTO DRIGIMAL STATUS |

CAMCEL

5. Click on the down arrow for the Status field and select the appropriate status from the list.
The following are the status types:

Credentials under review

Quialified

Highly Qualified

Pending Approval for Interview (faculty only) — if you change a candidate’s status to
“Pending Approval for Interview” you must complete the Pre-Interview tab and submit to
EOP.
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o Pending Approval for Offer (faculty only) — if you change a candidate’s status to “Pending
Approval for Offer” you must complete the Pre-Offer tab and submit to EOP.

e Interviewed, Selected for Hire (When you select this status, you will be able to begin the

Hiring Proposal.)

Declined Interview

Declined Offer

Does Not Meet Minimum Qualifications

Not Selected for Interview

Interviewed Not Selected

5. Click on the down arrow for the Selection Reason field and select the appropriate reason
from the list. (The selection reasons are dependent on the status selected.)

6. Click on the Continue to Confirm Page button to continue.

Change Applicant Status
Name  [pocumentsstatus ____[SelectionReason

Kauffman, . . .
Donna Cover Letter  [nterviewed, Selected for Best Qualified Knowledge, Skills
Yiew Candidate CV J Resume  Hire and Ahilities
Profile

SAWE STATUS CHANGES = | CAMNCEL |

7. Click on the Save Status Changes button to continue.

Search Postings

Your Active Postings will appear when you log in. However, you may refine your search and just
find specific postings by using the Search Postings function.

1. Click on Search Postings from the Job Postings menu.
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Search Postings

Search Postings

Faculty
Ay - Posting
Mumber

Twpe of
Application

| Ariy [=

Posting |

Mumber ! Crganization

Check all Clear All
Posted

Approved For Laker Posting

Posting Saved Without Submitting (SpwIgr)
Posting Submitted to Supervisor/Manager
Posting Submitted to Approverl

Posting Submitted to Approver2

Posting Submitted to EOP

Posting Submitted to UHR Recruitment
Posting Submitted for Department Approval

Title: By 5 EE:E'LE
Posting Submitted For Department Completion
Waive Posting

Closed/Remaoved Fram Web

Filled - Send Email

Request Cancelled before Posting

On Hold

U e L o e o I I i IER

Cancel Posting - Send Email

|Any j

SchaoalfUnit

SEARCH I CLEAR RESULTS |

2. Enter your search criteria and click on the Search button.

You will see the list of postings that match your search criteria.
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BEGIN HIRING PROPOSALS

After you have selected the applicant you want to hire and change the applicant’s status to

“Interviewed, Selected for Hire”, you can begin the Hiring Proposal.

Active Applicants

2 Records

Name
Kauffman, Caver
e Letter
Wiew Candidate Profile
Applicant,

Cover

Samnle Lekter

Wiew Candidske Profile

Date

Applied

External

Interviewed, Selected for Hire

I gt o e .
Resume D U207 Bean Hring || Change Status Umélar Riarsiien ™
Proposal
11 iy Credentials under review .
Resume 0 07-06-2007 hanae Stats Under Review —

CHANMGE MULTIPLE APPLICANT STATUSES |

1. Click on the Begin Hiring Proposal link.

Begin Hiring Proposal for Job Description

Begin New Action

8 Records

i Action

Staff Hiring Proposal for
Position Description Listed

Below
Start Action

Staff Hiring Proposal for
Different Position Description
Start Action

T&R Faculty Hiring Proposal
Start Action

A&P Faculty Hiring Proposal

Below
Start Action

A&P Faculty Hiring Proposal
for Different Position
Description

Start Action

PRS Hiring Proposal for
Position Description Listed
Below

Start Action

PRS Hiring Proposal for
Different Position Description
Start Action

Temp Hiring Proposal for
Different Position Description
Start Action

for Position Description Listed

A pescription

Use this action to start a Staff Hiring Proposal for the position
description this posting was created from (listed below).

Use this action to start a Staff Hiring Proposal for a position
description OTHER than the position this posting was created
frorm.

Use this action to start a T&R Faculty Hiring Proposal.

Use this action to start an A&P Faculty Hiring Proposal for the

position description this posting was created from (listed below),

Use this action to start an A&P Faculty Hiring Proposal for a
position description OTHER than the position this posting was
created from.

Use this action to start a Professional Research Staff Hiring
Proposal for the position description this posting was created
from (listed below).

Use this action to start a Professional Research Staff Hiring
Proposal for a position description OTHER than the position this
posting was created from,

Use this action to start a Temp Hiring Proposal for a position
description OTHER than the position this posting was created
frorm.

Currently Selected Position

Below is the Position selected when this Posting was first created. To proceed with this Position, click the
Begin Hiring Proposal for Selected Position link above,

1 Recor

Title

Lecturer 01001 FP309

Position Updated by Hiring

Kauffrnan
Proposal

d
Role Code Position Current Employee Last Last Action
Number Name

CANCEL

2. Click on the Start Action link under the appropriate action to begin the hiring proposal.

101



Create A&P Faculty Hiring Proposal for Position
Description Listed Below

Hiring Proposal

CONTINUE TO HEXT PAGE =X I

*Required information is denoted with an asterisk,

Department Recommendation for Hire

Job Posting Mumber: 0600471
Contact Telephone Mumber:

(Farmak: xaw-xxw-xxxx] 434-924-4717

Contact E-mail Address:

{(Format! xxxg@igna. et dkd3u@virginia. edu

* Qrganization (Position Qrganization): |20565 AT-Basketball-Men's

Mok Selected

Please select Organization Users

4 Lincluding yourselF) authorized to
access andjor receive applicable email
notifications related ka this action,

=l

Selected

2, Apprower

Albright, Charlatte
2llen, Sallie

Andezha, Mazima
Aughenbaugh, Jonette
Eardeen, Emily

] =

Craniele, Patricia
Kauffrman, Donna

Kipris, Olga

Eracey, Bessie
Broccali, Anne

| =1

Title: Lecturer
Emplovee Last Mame: |KauFFman
Employee First Mame: |Du:unna

Employee Suffix:
(e.g. Xr., 5¢., III, etc.)

Recommended Salary:
Haoudy Rate (Frex . xx per hourl, Salary
(frex e xx annual equivalent)

Pay Band Ranges

—

Recommended Start Date: |

3. Complete the hiring proposal.

4. Click on the Continue to Next Page button.
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View A&P Faculty Hiring Proposal for Position
Description Listed Below Summary

To change the status of this action, choose from the statuses below:

Edit E Prinker-Friendly Mersion

Action Status

{* Zave Hiring Proposal Without Submitting {Spw/Mgri

™ Submit Hiring Proposal ko SupervisorManager
™ Submit Hiring Proposal ko Approver

(™ Submit Hiring Proposal ko ApproverZ

™ Hiring Proposal Approved by Department

CANCEL || CONTINUE |

Hiring Proposal

|Department Recommendation for Hire |

Job Posting Mumber: 0a00471

Cantack Telephone Mumber:

(Format: xxx-xxx-xxxx} 434-924-4717

Zonkact E-mail Address: o
{(Format: xxxxx@viginag. egly dkd3u@virginia.edu

Drganization (Position Crganization): 20565 AT-Basketball-Men's

Please select Organization Users Daniele, Patricia
finchuding vourself)y authorized ko access
and/or receive applicable email Kauffman, Donna

notifications related ko Ehis ackion. Kipnis, Olga
Title: Lecturer
Emplovee Lask Mame: Kauffrman
Emplovee First Mame:; Donna

Emploves SufFix:
{e.g. Ir., 5r., III, ekc.)

Recommended Salary:
Houdy Rate (Fxxr.xx per hour), Salary
(e e x annual equivalent)

Pay Band Ranges

Recommended Stark Date:

5. Review the hiring proposal and click on the appropriate action to submit (Submit to Approverl
or Submit to Approver2).
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Confirm Change Action Status

Once the action status is confirmed vour action is complete, Yoo will then be taken to the Search Actions
page where you will be able to search for yvour action by selecting the updated status,

Action Status

Save Hiring Proposal Without Submitting {Spv/Mqgr)

GO BACK | CONFIRM |

6. Click on the Confirm button to confirm the action.

View/Edit Posting - Lecturer

Posting Preview

Hiring

Committes

Appllcants ) Information | Infor Documents

To view applicants no longer being considered, check the "Inactive applicants” box and click "Refresh”.

' The status of Action has successfully been changed to Hiring Proposal Saved Mot Submitted {Spv fMar).

Active Applicants

2 Records
= External f
u Name m
Kauffman, Donna |l Hiring Proposal In .

Cover Letter CV [ Resume i] 07-06-2007 EEEss Under Review B

Wiew Candidate Profile
Credentials under review

Applicant, Sample |l
View Candidate Profile  —orer LLer v j Restme v 7 -05-2007 Change Skatus

Under Review B

CHANMGE MULTIPLE APPLICANT STATUSES |

- VIEW MULTIPLE APPLICATIONS
Minirmurn Score: |

v] . "
Includes v Active Applicants

VIEVW MULTIPLE DOCUMENTS |

Applications [ decurnents will open in a news windew, To print,

Inactive Applicants
select File = Print after documents appear in that window,

Drocurnents may kake several minutes o load,

REFRESH

CONTINUE TO NEXT PAGE == I

SAVE AND STAY ON THIS PAGE

CANCEL | VIEW POSTING SUMMARY > |

The status of your action should be Hiring Proposal in Progress.
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Search Hiring Proposals
You can search for Hiring Proposals currently in the system.

1. Click on Search Hiring Proposals from the Job Postings menu.

Search Hiring Proposals

Search Hiring Proposals

a - -
Organizakion | m J Elﬂf':ntll'u?al: |
Job
Title | alt}s j Pasting
Mumber

Check all Clear Al
W Staff Hiring Proposal for
Position Description Listed Below

Check all Clear Al
W sStaff Hiring Proposal For

¥ Hiring Proposal Saved Mok Submitted (Spw/Mar)
» . Different Position Descripkion
[ Hiring Proposal Saved Mot Submitted (&pprover)
v  T&R Faculty Hiring Proposal
[ Hiring Proposal Saved Mot Submitted {UHR Recruit)
¥ ) )
W Hiring Proposal Submitted ko Supervisar/Managet W 48P Faculty Hiring Propasal
hat [ Hiring Proposal Submitted ko Appraver1 Action  for Position Description Listed Below
A [ Hiring Proposal Submitted ko Approver2 Type:
[ Hiring Proposal Approved by Department: WV AP Faculty Hiring Proposal
[ Hiring Proposal Submitted ko UHR Recruitment For Different Position Description
v .
| Hiring Proposal Canceled W PRS Hiring Proposal for
» . Position Description Listed Below
| Hiring Proposal Approved by UHR Recruitment
| al Iz Obtained - I d W PRS Hiting Proposal for
All Approwvals Obtained (T&R, Hiring Proposal Approved) e B
v Temp Hiting Proposal For
Different Position Descripkion
Employes Recruiker .
Last Marne: | Marne: |.C'.n';-' J

SEARCH I CLEAR RESULTS |

2. Enter your search criteria and click on the Search button.
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ADMINISTRATIVE FUNCTIONS

Changing Your Password

1. Click the Change Password from the Admin menu on the left.

+ Welcome Patty Marbury. You are loggedin,

Your Current Group: Supervisor/Manager. Bl e L U

Change Password

To change your password, please enter your current password followed by a new one.

Password Information

Current Password: |

Mews Password: |

Confirm Password: |

SUBMIT PASSWORD CHANGE | EANEEL|

2. Enter the required information, and click on the Submit Password Change button. The
change will be updated automatically.
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Changing Your User Type

This administrative function is only available to individuals who have more than one user type
Jobs@UVa. For example, you may have user types of “Employee” and “Supervisor/Manager”.

When you change your user type, your menu options on the left, as well as what you have access
to view and what actions you may perform in the system, will change.

« Welcome Patty Marbury, You are logged in.
Your Current Group: SupervisorManager. e 7 e T

Change User Type

To change your current user type, choose from the user types below that you are a member of, then
click Change Group.

T

SupervisorManager
UHR. Recruitment
Emploves
Approverl
Approvers

LHR. 2

Praonask

ECP

IUHR. Adrninistrator
LHR. Viewer

O O Oy 3 0 O O D 0

CHANGE GROUP I

CANCEL

1. Select the User Type from your list.

2. Click on the Change Group button.

Logging Out

To ensure the security of the data provided by applicants, the system will automatically log
you out after 60 minutes if it detects no activity. However, anytime you leave your computer,
it is recommended that you save any work in progress and logout of the system by clicking on
Logout from the Admin menu on the left.
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