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How to Create and Post a Temporary Hourly Job Posting

Job Postings are created to announce the approved opening of a Temporary Hourly position.

Temporary Hourly Job Announcements may be created by Initiators only.

Initiators may create new job postings using pre-populated Temporary Hourly templates, blank Temporary Hourly
templates, or previous Temporary Hourly postings, only. Position Descriptions in the TMS will not be utilized to
create Temporary Hourly position types. Instead, the posting announcement will serve as the official position

description.

Below are the steps in the creation, approval and posting of a Temporary Hourly job announcement.

Initiator

Move posting to 'Approved -
Internal

Initiator Initiator

Creates the Temporary Hourly OR Posts to Internal Job Board for both
posting External and Internal Postings
Initiator

Move posting to 'Posted
Externally’
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Initiating a Temporary Hourly Job Posting

Applicant Tracking System Welcome, TestUser My Profile Help logout

1. Select the Applicant Tracking
O Applicant Tracking System I—-

User Group:

module by clicking the three dots in

the top-left corner of the screen. Initiator

O Position Management

Shortcuts ~

ine Recruitment System 2. Select Initiator from the User

Group drop-down menu.
Colorado State University

Employee Portal

0 Active Applicants

Postings B} Hiring Proposals Position Requests 3 Onboarding Tasks

CURRENT STATE DAYS IN CURRENT STATE

B Evaluated Appli
OSTDOCTORAL FELLOWSHIP Initiator 1846 B Unevaluated A

Initiator

14 Committees Served By
Initiator £ Department last 365 Days

-
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Initiating a Temporary Hourly Job Posting (cont.)

Applicant Tracking System Welcome, Test Account My Profile  Help  logout

© Iser Group:
| Initiator

University

Home Postings = Shortcuts =

Welcome t0  Admin Prof

Faculty 1. Click on Postings in the top menu then select
Temporary Hourly Temporary Hourly from the drop-down options.
Inhox O L geay

Last 30 days

Note: Temporary Hourly Posting Templates houses the o O

prepopulated templates which can be used to create a | Filters |

posting. Selecting this option will allow you to browse the

different template options. Ensure you navigate back to
ILEICElY ‘Temporary Hourly’ when you are ready to create the

posting announcement.

Average days your
inbox tasks wait

If you have Temporary Hourly position that you frequently
hire for and wish to create a permanent Template, please
reach out to Tommy Crews in the Employment Office at Postings Position Requests
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Initiating a Temporary Hourly Job Posting (cont.)

Applicant Tracking Lem Welcome, Test Account My Profile

User Group:

Initiator v

Postings / Temporary Hourly  $7

1. Click + Create New Posting + Create New Posting

Temporary Hourly Postings

Search Options v

Temporary Hourly Pastings X

"Ternparary Hourly Postings" (i) Selected records (i) Clear selection? ACtiOns v

{Artions)
O Working Title Posting Number  Department Artive Applications Workflow State Last Status Update
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Initiating a Temporary Hourly Job Posting (cont.)

Applicant Tracking System

Create from Posting Template

This allows you to create a Temporary

Hourly posting using a pre-populated

template. Though templates provide a

great starting point, the initiator will be
able to make edits to postings created
from templates in order to tailor the
position to the department. This is a
great option if you are hiring a generic
Temporary Hourly position which fits
one of the created templates. See
page (7) if you click this option.

Wielcome, Test Account My Profile  Help | logout

Note: There are three options when creating
a Temporary Hourly posting announcement.

x

Create from Position Type

This allows you to create a

What would you like to use to create this Temporary Hourly posting using a
ting? blank template. The initiator will fill

new posting: in all required fields using their own

information. This option is great for

unique positions. See page (9) if you

Create from Position Type click this option

he information that applies across the entire Position Type. &
fram a Position Typ
Create from Posting
This allows the initiator to create a
s a template and automatically copies in most Temporary Hourly posting using a
previously created posting. If you
select this option, information from
the selected posting will pull through
Copies in information from a Posting Termplate to this new posting where you will be
able to make edits if needed. This is
a great option if you make frequent
hires for the same position. See
page (7) if you click this option.

Create from Posting Template
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Initiating a Temporary Hourly Job Posting via a

Template/Posting

Applicant Track 17 Welcome, Test Account My Praofile

Lser Group:

Initiatar

Note: If you selected, ‘Create from Posting Templates’
OR ‘Create from Posting’, you will be directed to the

Shortcuts =
Posting Template library OR to a list of your previous

postings where you will need to select which
template/posting to create your new posting from.

Q More Search Options w

Termparary Aide Postings x
Term...

"Ternparary Aide Postings Templates" ()

{Actions)

I Tempaorary Administrative Assistant]] l ACTIONS w I

Shortcut: Hover over the Actions button GENERAL
1. Select the template/posting you wish to use. associated with the template/posting View Posting Template
and select Create From.

Pasting Name Status
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Initiating a Temporary Hourly Job Posting via a

Template/Posting

Applicant Tracking Welcome, Test Account My Profile Help

User Graup:

Initiator i

Home Postings ~ Shortcuts =

Pasting Templates # Temporary Hourly / Tempaorary Administrative Assistant / summary

=

1. Click Create Posting from this Posting Template (or B Print Preview

Create Posting from this Posting if you selected this option). O Create Posting from this Posting Ternplate I

Posting Template: Temporary Administrative Assistant (Temporary Hourly)

Current Status: Approved

Position Type: Temporary Hourly

Organizational Unit: Colorado
State University (Root)

summary

© Posting Details

Pasition Infarmation
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Initiating a Temporary Hourly Job Posting — Settings Page

Applicant Tracking System Welcome, Test Account Ry Profile Help | logout

User Group:

Initiator

Home Postings ~ Shortcuts =
/ Mew Posting

1. On the new posting’s Settings page, enter a Working Title for
the position. Once entered, scroll down to continue filling in page.

If you created a posting from a template/posting, a Working Title

will already be populated. You may update this if needed.

Wiork

Organizational Unit Note: If you have more than one
unit/department assigned to your
Divisian ¥ Vice President for student Affairs (20040) TMS profile, ensure you select
the correct Division,
Academic/Reporting Area and
Academic/Reporting Area HDS Administration Rptg Area (2045RA) Department for this position. If
the correct department does not
show up in your list, please reach
Department ¥

Housing and Dining Facilities (2046) out to
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Initiating a Temporary Hourly Job Posting — Settings Page

New |ob Alert

Mew Job Alert Categaries
1. The Initiator may select as many or as few New Job

[ Academic Advising/Counseling Alert categories as they feel necessary. Once a

selection is made and a job is posted, job seekers who

] ] have subscribed to that specific category will be

[ Accounting and Finance notified of the new position (only if posted externally).

‘Temporary Hourly’ will automatically be selected as a

U Administrative Assistants New Job Alert category, please do not uncheck this.

(J Aagriculture Sciences

Note: The New Job Alert feature will allow job seekers
to subscribe to a daily system email containing a list of
jobs that have been posted to the CSU Jobs website.
The email notification will only contain jobs that fall into
[ Animal sriences ¢ Livestock one of the pre-selected job interest categories

identified by the job seeker. If no jobs are posted in the

selected categories on a particular day, the individual
(J Aanthropology will not receive a Job Alert email that day.

L Alumni Association/Services

CJ Art

[ Assistant f Associate ¢ Full Professors

[ Athletics
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Initiating a Temporary Hourly Job Posting — Settings Page

Temporary Hourly

[ wveteran Affairs

Note: For Temporary Hourly postings, please
[ veterinary Medicine / Veterinary Teaching

Hospital

do not update any of the below fields.

Applicant Worlkflow

workflow State Application Received v

When an application is submitted for this job, it should move towhich state
in the Candidate Process workflow?

References

Reference Motification v
Request References to submit Recommendations when candidate reaches
selected workflow state?

Recommendation Waorkflow bl
When all Recommendations have been provided, move to selected workflow
stater

Recommendation Document Type Mo Document ™

Allow a document upload when areference provider submits a
Recommendation?

COLORADO STATE UNIVERSITY




Initiating a Temporary Hourly Job Posting — Settings Page

Recommendation Document Type 1. There are two way to collect job applicants for Temporary Hourly positions. If
the department wishes to use the TMS as their method for collecting applications,
please ensure the Accept online applications box is checked. This will allow
applicants to apply to the Temporary Hourly position on the CSU Jobs Website.

Online Applications If the department instead wishes to collect applications via an alternative

method i.e., email, this box must be unchecked.

I Accept online applications?

—_— |
ISpeciaI offline application instructions I References will not be contacted without prior

naotification to applicant.

Note: The Special offline application instructions field is
the same field as the Special Instructions to Applicants
field found on the posting details page. Information
entered in this field on the settings page will also appear
in the field on the posting details page.

If you are collecting applications outside the system via
email, ensure you enter ‘how to apply’ directions either in
this field or the Special Instructions to Applicants field.

2. When ready, click Create New Posting

: g : Create Mew Posting
to continue to the Posting Details page. et e 'S
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Temporary Hourly Posting - Posting Details

Welcome, Test Account My Praofile

Note: Begin filling in the required fields found on the Posting Details page.

If you created the new posting from a template or previous posting, many

of these fields will already be filled in. Please review the information to

ensure it's correct and if needed, make edits.

Editing Posting

@ E=sential Job Duties
@ Applicant Docurnents
& References

summary

Pasting Details

st Check spelling
Bequedlnfornation

Draft) / Edit: Posting Details

Position Information

Classification Titla

Employment Category

I= this an Hourly
position?

Wark HoursfWeal

Cweartime Eligible?

Ternporary Haourly

Ternporary

Yes

0-40

Yes

User Group:

Initiator

Shortcuts =

ontinue

Note: The top Position Information section
will be filled in with pre-populated
information specific to Temporary Hourly
position types and cannot be edited.
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Temporary Hourly Posting - Posting Details

Note: The Position Location field will be pre- Fosition Location
populated with ‘Fort Collins, CO 80523. If the
position’s location is different, please ensure
you update this field accordingly.

1. Fill in the Description of Work Unit field.
Typically, this information can be found on
the department’s website. If you created the
posting from a template or posting,
information may already be filled in. Please
review the information and make any needed
edits to ensure it matches the
department/unit.

Description of Worl Unit

Search Contact Email ZOnr. L 2L 3. Select the name of
the Applicant Manager. If
their name does not
show up, please contact

2. Enter an email address for the Search
Contact. This should be the individual an

applicant will reach out to if they have any
questions about the position. Applicant Manager

The Applicant Manager
is the individual who will
disposition applicants by
moving them in workflow
and requesting the hire
Fosition Summary e e at the end of the search
process.

4. Fill in the Position Summary field. If you
created the posting from a template or
posting, information may already be filled in.
Please review the information and make any
needed edits to ensure it matches the
department/unit and open position.

limited o

14 , COLORADO STATE UNIVERSITY


mailto:oeo@colostate.edu

Temporary Hourly Posting - Posting Details

1. Fill in the Minimum and Preferred ¥ Two years (24 months at full-time, 40hra/wk)
Qualifications of the position. If you of general clerical experisncea,

created your posting from a template * Excellent wverbal and written communication
or previous posting, qualifications Paosition Minimum skills

may already be filled in. Please note, Cualifications
Temporary Hourly postings must
include both minimum and

preferred qualifications. TIP: To format the

4 qualifications with

‘bullets’, type * before
* Experience using Microsoft Office products each qualification.
(i, Word, PowarPoint, Exceal)

* Previous Customer Service Expariance

cuE o Two or more years of general clerical
Prafarrad Gualifications experience.

Note: Please ensure the qualifications are
appropriate for the position. For example, a
Temporary Administrative Assistant should
not list a Master’s degree as a minimum job

If you have questions regarding your position’s *Bachelor's degree
minimum and preferred qualifications, please
reach out Tommy Crews at

Thi=field is required.

Fosting Details

2. If you need to make edits o
to the position’s working title, + § Working Title \Tem porany Administrative Assistant |

you may do so in this field.

Posting Number

Departrment Housing and Dining Facilities

COLORADO STATE UNIVERSITY
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Temporary Hourly Posting - Posting Details

1. Enter the salary of the position. While a
salary range is suggested, a set hourly rate Salary Range
may be used in place of a range for

temporary hourly positions where a range is

not appropriate.
Language to be updated before golive. This text is filler until the spedfic text is provided to

Employea Benefits Michael
Wichael.
2. Enter the Close Date for the posting. This
is the date the posting announcement will
pull down from the CSU Jobs website.
Please note, Temporary Hourly positions Close Date Thisfield is required.

must be posted for at least one (1) day, ot least thrag businass o ——
but you may choose to advertise for more

time should you wish. If you select to only
post for one day, please ensure you select
the day after the posted day. For example, if
the position was posted on the 18t the close
date should be set to the 19t meaning the
position will pull down from the CSU Jobs
Website at 11:59 PM on the 19,

Spedal Instructions to
Applicants

3. Enter Special Instructions to Applicants.
This field should include information about
the required documents needed to apply.
Example: To apply, please submita cover
letter that addresses the minimum and
preferred job qualifications, a resume, and

Colorado State Universi stoprovide a safe study, k, and living environment for
its faculty, staff, volunteers and students. To suppaort this environment and cormiply i
und checks. The type of back

Background Check Policy

the contact information for three professional Statemertt
I’e.fel’ences. Refell’.enC_eS will nOt-be contacted "ol il als hen required by law or contract and when, in
without prior notification to applicant. the discretion of the University, it is reasonable and prudent to doso.
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Temporary Hourly Posting - Posting Details

pregnancy and will not discharge or in any other manner discriminate against employees or applicants because they have inguired abour, discussed, or
disclosed their own pay or the pay of another employee or applicant. Colorado State University is an equal opportunity/equal access/affirmative action
emplayer fully committed to achieving a diverse workforce and complies with all Federal and Colorado State laws, regulations, and executive orders
EEO Statement regarding non-discrimination and affirmative action. The Office of Equal Opportunity is located in 101 Student Services

The Acting Title IX Coordinator is the Vice President for Equity, Equal Opportunity and Title IX, 123 Student Services Building, Fort Collins, CO. 80523-
0160, (970) 491-1715, titleix@colostate edu.

The Section 504 and ADA Coordinator is the Vice President for Equity, Equal Opportunity and Title IX, 101 Student Services Building, Fort Collins, CO
80523-0160, (970) 491-5836.

1. Copy and paste a required Diversity
Statement from the options below and

add it to the Diversity Statement field.

This field is required.

+  Diversity Statement Copy and paste one of the below diversity statements into the text box above. If one of these statements s not suitable for this position,
please create your own for approval by OFQ.

*Ability fo advance the department’s commitment to diversity and inclusion through research, teaching and outreach with relevant
programs, goals and activities.

*Demonstrated knowledge of, and relevant ability with, culturally diverse communities among potential target and constituent popuiations.
*Personal or professional commitment to diversity and inclusion as demonstrated by persistent effort, active planning, allocation of
resources and/or accountability for diversity and inclusion outcomes.

*Reflecting departmental and institutional values, candidates are expected (o have the ability to advance the Department's commitment to
diversity and inclusion.

*Personal and professional commitment to diversity and inclusion as demonstrated by involvement in teaching, research, creative activity,
service to the profession and/or diversity/inclusion activities.

2. Scroll down to the bottom of the Posting Details page and
click Save and Continue when you are ready to move forward.

COLORADO STATE UNIVERSITY




Temporary Hourly Posting — Essential Job Duties

Fostings f Temporary Hourly / Temporary Administrative Assistant (Draft) / Edit: Essential Job Duties

Editing Posting

Essential Job Duties

Save & Continue

Posting Details

ntial Job Duties

& Applicant Docurments ML Check spelling

* Required Information

1. Enter the Essential Job Duties of the ESS@HJ[IEH JOb Duhes

position on this page. At least one duty is + lob Duty Ca
required. If you created the position from a Job Duty Category - _ _
q " : ; Eg Supendision Accounting Profea Management, efc

template or previous posting, information

may already be filled in. Please review this " = —

. . i Position responsibilities may wary

information to ensure it's correct. . . - : .
Greet and direct allvisitors inzluding

vendaors, clients, prospective employees,

* Duty/Responsibility students, .facultw{f, and staff

*Answer incoming calls and respoend to

inguiry ar direct to appropriate contact

* Contribute to a team effort by taking

initiative to assist others during periods of

2. When you are ready to move
forward, click Save and Continue.

|Administrative Support |

* Percentage Of Time | Varies

Note: To remove an Essential Job Femember fob Duties entrigs must fatal 100%
Duty entry, check the Remove
Entry button then click Save.

[JRermove Entry? I

COLORADO STATE UNIVERSITY



Temporary Hourly Posting — Applicant Documents

Applicant Tracking Systerm Welcorne, Test Account

C% Uzer Group:
@ Initiator W

Lnbverary

Shortcuts =

Note: On the Applicant Documents page, select the documents

applicants will need to attach to their applications when applying to the  EEETTeE-Xes ta=Tgm et T g1l a1 55 1. When ready, click Save and Continue.
job posting. Please ensure the documents match what'’s stated in the
Special Instructions to Applicants field. Documents are categorized as
‘Not Used’, ‘Optional’ or ‘Required’. You can mark specific documents ¢ ve & Continue
as Optional or Required based on the needs of your job search.

@ Essential Job Duties Select the docurnents to be required with this itern, and those that may optionally be attached.

Applicant Docurnents Order  Marmne INot Used Optional Reguired I

@ References i i
Resume o O ]
Sumimary

over Letter

Note: You can reorder the documents @]

by typing in a number in the Order box
OR by dragging and dropping the
document into your desired order. Q &)

Unofficial Transcripts ® O O

COLORADO STATE UNIVERSITY




Temporary Hourly Posting — References

Applicant Trackin Welcome, Test Account My Profile  Help | logout

ser Group:

Note: This tab is used to collect reference

contact information. If you choose to collect
references through the system (using this tab)
ensure you remove ‘List of Professional Shortcuts =
References’ as a required applicant document.

Initiat o

strative Assistant (Draft) / Edit: References

Editing Posting References

Posting Details

& Escential Job Duties

#% Check spelling
This page allows you to set specifications on any references you want applicants to submit as part of their

& Applicant Documents

References } application. Applicants that reach a specified status {set upon posting creation in the Settings tab of the posting] will
have their submitted references ernailed, requesting these references provide a recornmendation on the applicant.
Surnmary Referenceswill click om a link and he guided to the applicant portal where they will fill out a standard form and/or
Upload a letter of recormnmendation.
References

Minlmum Requests |3 |

1. Enter the minimum and
maximum number of references.

Maxliurm Reduests |3 |

2. When ready, click Save and Continue.
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Temporary Hourly Posting — Posting the Position

IMPORTANT: The posting process involves TWO STEPS.
Scenarios:
1. Department wishes to post externally to collect external job applications
TMS Actions: Post Externally (move to Posted) > Add to the Internal Job Board

Department wishes to post internally so that the posting is only viewable to current CSU
employees

Welcorne, Test Account My Profile  Help | logput
Lser Group:

Initiator

1. When you are ready to post the position,
hover over the Take Action On Posting button.

TMS Actions: Post Internally (move to Approved - Internal) - Add to the Internal Job Board. I Telh o (€ Frsting = I

Please note: Posting Internally (move to Approved — Internal) does not automatically add a “EEp WOIKINE O LHI5 POSLINg

posting to the internal job board. Instead, a posting in the ‘Approved — Internal’ workflow state is
only accessible via a direct link and is not ‘searchable’, even on the internal job board. Therefore,

WORKFLOWACTIOMNS

the department must also post internal postings to the internal job board to ensure potential internal eassign (Mmove to nitiator )
applicants can view and access them.

nternally {move to
Approved - Internall

Posting: Temporary Administrative Assistant (Temporary Hq Pos Exernaly tmove o

Note: The posting Summary page displays all previous pages and their information. In
addition, new links appear access the top: History (all transactions associated with the
posting), and Settings (which department the posting resides in, new job categories and
other information,). To access these ereas, simply click on the tab.

Surmmary Histary

Please review the details of the posting carefully before continuing.

21

Posted)

2. In the drop-down menu below, you can either select Post
Internally (move to Approved — Internal) OR, Post Externally
(move to Posted).

Please note, if the department wishes to collect applications
from a broader applicant pool, select Post Externally from this
drop-down menu. You will meet the internal posting requirement
by adding this to the internal job board shown on the next page.
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Temporary Hourly — Adding the Posting to Internal Job Board

o Posting was successfully transitioned x®

Welcome, Test Account

Llser Group:

Initiat o v

Postings ** PELASE NOTE, THE POSTING PROCESS IS NOT YET COMPLETE ** -,

1. Even though the posting has now transitioned in workflow (either to

= Approved — Internal or Posted) the initiator posting process is not yet
complete!
Keepworking on this Posting
The internal or external posting must now be added to the Internal Job Publish changes for this Posting
Board. Please note that moving a posting to ‘Approved — Internal’ does not tothe Applicant Portal
automatically add the position to the internal job board. [ Foot to Internalob m

WORKFLOW ACTIONS

Posting: Temporary Administrative Assistant (Temporary Hourly)

Current Status: Approved - lnternal
1. To finalize the process, hover over the Take Action On

This posting is not available to applicants via search results but may be accessed direct Posting button and select Post to Internal Job Board.
Position Type: Tempaorary Hourly Created by: Test Account

Departrment: Housing and Dining Chwvner: Initiator
Facilities {3046)

Summary Histaory Settings Reports

COLORADO STATE UNIVERSITY




Temporary Hourly — Position Added to Internal Job Board

o Posting has been published to the Internal Job Board. | »®

Welcorme, Test Account

Applicant Tracking Systern

C% IUser Group:
Initiator W

Lnfarraty

Hame Postings ~ Shortcuts =

Paostings / Ternporary Hourly # Ternporary Administrative Assistant (Approved - Internal) f Summary

Note: When you see the banner ‘Posting has been published to

Take Action On Posting w

the Internal Job Board’, the posting creation process is complete.

* See how Posting looks to Applicant
Q Print Preview (Applicant Wiew)

E Print Preview
(] mddtowateh List

Posting: Temporary Administrative Assistant (Temporary Hourly)
Current Status: Approved - Internal

This posting is not available to applicants via search results but may be accessed directly at https.fcolostate-training peopleadmin compostings82551

Position Type: Temporary Hourly Created by: Test Account
Departrment: Housing and Cining Crvrer: Initiatar
Fadilities (3046)

Surnrmary History Settings Reports

COLORADO STATE UNIVERSITY




At this point in the process, the Temporary Hourly position is now posted on the CSU jobs website, either

internally or externally, and will collect applications until the Close Posting Date.

After the Close Posting Date, the posting will pull down from the CSU Jobs website. At that point, the
department will begin their review of applications. Once they have conducted their review and have made
a final hiring decision, the Applicant Manager will move applicants in workflow, dispositioning those not

moving forward into ‘Candidate Not Selected’ and moving their selected candidate into ‘Hired'.

Please note, only Applicant Managers can view and move applicants in workflow. For additional

help on how to move temporary hourly applicants in workflow and complete the hire in Oracle,

please see this quide.

Once all applicants are moved into a final workflow state, the department will submit an Oracle action to
finalize the hire just as they normally would when hiring Temporary Hourly (Non-student hourly) positions

via the old process.

COLORADO STATE UNIVERSITY



https://oeo.colostate.edu/media/sites/160/2021/01/How-to-Move-Temporary-Hourly-Applicants-in-Workflow-and-Finalize-the-Hire-in-Oracle.pdf



