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OBJECTIVE

Understand UNCG - Jobsearch Recruitment
System Concept

Understand creating a requisition

Understand your role after job is closed and
removed from the web

Understand approval process
Questions



Jobsearch User Types

Preparer (used in very few situations)
Hiring Manager

Department Head

AVC/Dean

VC/Provost

Guest User

Human Resources




Jobsearch Line of Authority

Microsoft Excel - Jobsearch

IE_] File Edit ‘Miew Insert  Format  Tools  Data  Window  Help Type a question for help *x
A4 =~ A 100
A | B [ C [ D Il [ ] =
L1 Jobsearch Line of Authority
Department
Submitting Preparer/ Hiring Manager Department Head AVC Dean VC/Provost

3 |Requisitions

ES 100 Terri Riocci & Andres Whitley Terri Riocci Kaye Bowman for &lan Boyette David Yaughan for Ed Uprichard
i 117 Anita Peterson Elize Keller Jennie Prince for Cindy Farris David Yaughan for Ed Uprichard
i 120 Janice ThompsonDek Hurley kelly Rowette-James Jennie Prince for Cindy Farris David Waughan for Ed Uprichard
L 122 Patricia Plunkett Patricia Plunkett for Robert Ross * Jennie Prince for Cindy Farris David “aughan for Ed Uprichard
i 1439 Patricia Joyner John Sopper Kathleen Rountree & Pat Joyner David “aughan for Ed Uprichard
i 151 Eberhard Schubert Eberhard Schubert Kaye Bowman for Alan Boyette David Yaughan for Ed Uprichard
i 152 Laura Helley Ellen Robkins Jennie Prince for Cindy Farris David Waughan for Ed Uprichard
L 161 Linda Thacker Fay Purdom Kathleen Rourtree & Pat Joyner David Yaughan for Ed Uprichard
£ 170 mitzi Waildderrsickie DeBari James Petersen James Petersen Dravicd Waughan for Ed Uprichard
i 172 Kay Canady Charna Howweson Debbie Freund for Rosemary Wander David Waughan for Ed Uprichard
l 174 Debhie Freund Debhie Freund for Rosemary Wander Debbie Freund for Rosemary Wander David “aughan for Ed Uprichard
£ 176 Kim Augshurger Terri Sheton Debbie Freund for Rosemary Wander David Waughan for Ed Uprichard
i 177 Sally Bekoe Sally Bekoe for Vince Henrich * Dekbbie Freund for Rosemary Wander David Waughan for Ed Uprichard
L 180 Beth Ellincton Rosann Bazitjian, Kathy Croswwe Rosann Bazirjian, Kathy Crowwe David Yaughan for Ed Uprichard
i 233 “enus Pinne:x Disnne Borders (Dr.) Liz Meeks for Dale Schunk David Yaughan for Ed Uprichard
ﬂ 235 Dennis Diegel Ellictt wwalf Liz Meeks for Dale Schunk David Waughan for Ed Uprichard
A 255 Anita DorflerMerry Ackerman Terry Ackerman Liz Meek=s for Dale Schunk David “aughan for Ed Uprichard
A 270 Lori Wiright Karen Patrick Karen Patrick for Timothy Johnston David Waughan for Ed Uprichard
& 274 Sara Cogswell’Shannon Byers Mancy Dol Mancy Doll David Yaughan for Ed Uprichard
ﬁ 27E Patricia Reggio Patricia Reggio Karen Patrick for Timothy Johnston David Waughan for Ed Uprichard
A 288 Laura Rhoads Zeorge Michel Karen Patrick for Timothy Johnston David Yaughan for Ed Uprichard
é 293 Janet Johnson Janet Johnson for Jokhn Rite* Laura Sims & Sherry Whitaker Dravicd Waughan for Ed Uprichard
A 323 Laura McGrath Peter Kellett Karen Patrick for Timothy Johnston David “aughan for Ed Uprichard
l 324 Connie Prater/Deborah Bell Connie Prater for Thomas Humphrey * Karen Patrick for Timothy Johnston David “aughan for Ed Uprichard
& 330 Mancy Bucknall Mancy Bucknall Karen Patrick for Timothy Johnston David Waughan for Ed Uprichard
ﬁ 350 Denise Sherron Denise Sherron Laura Sims & Sherry Whitaker David Waughan for Ed Uprichard

Pauline Sturdivart/Cheryl
351 SarrattLauren ShinnRhonds Marion O'Brien for David Demo Laura Sims & Sherry Whitaker David Yaughan for Ed Uprichard

| 30 | Sanyer
i 353 Michael Molntosh Dehorah Kipp Laura Sims & Sherry Whitaker David Yaughan for Ed Uprichard
i 374 Amy Moore Amy Moore Jokin Desal David Yaughan for Ed Uprichard
i 385 Donna Dokby Donna Dobey for Dekbra Wallace Donna Doky & Yirginia Kark for Lynne Pearcy  David Vaughan for Ed Uprichard
i 391 kathleen Williams kathleen Williams Charles Dent for David Perrin David Waughan for Ed Uprichard
i 39z Beverly Stalling=s Beverly Stallings for Larry Lavender * Charles Dent for David Perrin David “aughan for Ed Uprichard
i 394 Meagan Drolet, Wanda Walker Wanda Walker for Dan Bibeau Charles Dent for David Perrin David “aughan for Ed Uprichard
i 401 Janet Dunbar Cynithia Hardy Bruce Michaels Carolyn Coppedge for Carol Disgue

38 420 Cameron Paschall Michelle Griffin Michelle Griffin & “ickie Gaskil “ickie Gaskil for James Clotfelter
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Jobsearch Workflow

DJ we
-
Request Repost
Returned toPreparer
H |
| f
% —Returned to HM —
| 1 |
! Y | A @ Hiring Manager
B Hiring Managgr @ HR M Hiring Managelr r'v' r—ﬂnng Manage
Preparer Creates Sent to Hiring Sent to Human Approved for posted > Position Closed
Manager/ Resources Posting Removed From Web
Hiring Manager Applications of Qualified
Creates Candidates Sent to Hiring
Manager for Review
Candidate Not *
= Approved Return
R
'y
. ) f f . . . Hiring Manage [ Hiring Manager & HR EE E Hiring Manage!
Final Candidate 22:1 2:235::5 Final Candidate Candidate e i
Selected - Sentto | Vice Chancellor/ —»  Sentto Vice pproved - Sent to Offer Pending - Offer Accepted - Position Filled
Department Head Dea Chancellor/Provost Program Manager Program Manager Program Manager L
Department Head AVC/Dean M VCIProvost @ to Make Offer
HR
@ Hiring Manager
Offer Declined -
Program Manager Repost/Cancel
Ascending levels of approval to @ @H"mg B
the Jobsearch System . h
Preparer (preparer) il Emal
rep: prep o Whenever the email \
Hiring Managers (hiringmanager) B
symbol appears it
Human Resources (humanresources) g S
indicates an email will be
Department Head (departmenthead) N
N sent when that particular .
Associate VC/Provost/Dean N Go to 2nd Choice
action takes place
(avcdean)
Vice Chancellor/Provost (vcprovost)




Getting Started
Go tohttp://jobsearch.uncg.edu/hr

- Jobsearch - Windows Internet Explorer

y - ‘ https: /}jobsearch.uncy. edujuserfiles/jspjshared|frameset Frameset . jsprtime=1191597 283256 V| % | *2|| X | | 2 |-
Fle Edit View Favorites Toolks Help
w4 | UNCG - Jobsearch | | fa - (5] = - b Page - () Took - @' fgi‘: &
t“ THEUNIVERSITY of NORTH CAROLINA
W GREZNSEORO Enter User Name
UNCG - Jobsearch
Human Resource Services
USERS
CREATE USER ACCOUNT User Login
THIS UNCG RECRUITMENT SITE IS FOR THE USE OF AUTHORIZIAD UNCG
EMPLOYEES ONLY.
To apply for jobs online at UNCG, please visit
UNCG-Jobsearch for Applicants.
Flease login to the system using your User Name and Password. If you dy/not have a User Nags€ and
Fassword assigned, click Create User Account.
Password: [ ©
[rcem]
‘fou are about to log in to a secure system. When
you are finished, please dick Logout to ensure
that others with access to your computer cannot
view the information in the system.
Cione J Trusted sites L 100% -




Multiple User Types

LUNCG - Jobsearch - Microsoft Internet Explorer
File Edit  Wiew

Favorites  Tools

Help

Q Back -

Address |ﬁ§| https: ffiobsearch.uncg.edufuserfilesfispishared/FframesetfFrameset, jsprtime=1160743294219

vl G0 Lirks
v|| Search web + o7 E' i @ = Mail - @My Yahoo! - Answers = @Fantasy Sports - éGames - %b Music - E;My Web -
v| |G Search - @ PageRank Slllblocked

>
"‘? Check - o E Options %
J) GREENSBORO
UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
VIEW ACTIVE » Welcome Betty Betts. You are logged in as Wes Zimmer,
YIEW PENDING Your Current Group: Department Head.

YIEW HISTORICAL

ADMIN

Select Change User
Type

Friday, October 13, 2006

Change User Type

Select user type
L%%%EigF HIRING Iliif'gﬁgﬁg)rsﬁrzﬂlfnt user type, choose fram the user types below that you are a member need ed
2 Hiting Managers /
@ Department Head
Select Change Group
|  cHaNGE GROUP | 44—
CAMCEL
@ Cone

é & Trusted sites




Create Requisition

UNCG - Jobsearch -

rosoft Internet Explorer

Favorites Tools Help

File Edit Wiew

THE UNIVERSITY of NORTH CAROLINA

Jy GREENSBORO
UNCG - Jobsearch

Human Resource Services

: = To create requisition
select From Template
yiew ncTive e e 2" 1 2 e e
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE

UNCG - Job Search
FROM PREYIOUS
SAELALL] Hiring Manager's Guide
HOME Wiew f Download
CHANGE USER TYPE
LOGOUT
LOGOUT OF HIRING No Active Postings
MAMNAGER

é & Trusted sites




Create a Requisition from an
Existing Template

File Edit Wiew

Favorites Tools Help

)/ GREENSBORO
UNCG - Jobsearch

BEREEE-E  \/iew drop down menu
Human Resource Services

for existing templates
« Welcame Betty Betts. ou are logged in with Department Yiew. Manday, Tl @4, 2nns
CREATE REQUISITION
FROM TEMPLATE

FROM PREYIOUS
FROM SCRATCH
TEMPLATES
SEARCH
CREATE TEMPLATES
FROM TEMPLATE Tob Title
FROM SCRATCH
APPLICANTS
SEARCH APPLICANTS [ sEarcH | CLEAR RESULTS
CONF NBR SEARCH
USERS
CREATE USER ACCOUNT
APPROYE
SEARCH USERS
ADMIN
HOME
CHANGE DEFAULT YIEW
CHANGE PASSWORD
LOGOUT

Create from a Template

Create from a Template

Ay

@1 Cone

‘ Internet
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Select a Template

- Jobsearch - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help :,'
SITY af O AROLINA
-

& CRERNSRORO Select existin
UNCG - Jobsearch g
Human Resource Services req ul Itl O n te m p I ate
JOB POSTINGS S

wIEW ACTIVE = Welcome Betby Beth. You are logged in. Monday, October 2, 2004

YIEW PENDING Wour Current Group: Hiring Managers.

VIEW HISTORICAL
CREATE REQUISITION

FROM TEMPLATE Create from a Template

FROM PREYIOUS
ADMIM

HOME Create from a Template

CHANGE PASSWORD

CHANGE USER TYPE Job Title Any s

LOGOUT

Ay e
ACCOUMTAMNT L
SEARCH | CLEAR RESULTS |ACCOUNTANT II
ACCOUNTAMT IIT
ACCOUMTING CLERE IIT
ACCOUMTING CLEREK IW
ACCOUMTING CLEREK SUPERYISOR W
ACCOUNTIMNG CLERK W
ACCOUMTING MANAGER. T
ACCOUMTING SPEC I
ACCOUNTING SPEC IT
ACCOUNTIMNG TECH I
TECH II
MTIMNG TECH IIT
ACCOUNTING TECH IV
ACCTOUMTING TECH Y
ADM ASSISTANMT I
ADM ASSISTANMT IT
ADM OFFICER I
ADM OFFICER II
ADM OFFICER IIT
ADMIMISTRATIVE SECRETARY I
ADMIMISTRATIVE SECRETARY 11
ADMIMISTRATIVE SECRETARY III
ADMIMISTRATIVE SERVICES AST W
ARCHIVIST I
ARCHIVIST II
ART MUSEUM TECH
ARTIST ILLUSTRATOR. I
ARTIST ILLUSTRATOR. 1T v
@1 Done & Internst
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Create Requisition From
Existing Position

<M UNCG - Jobsearch - Microsoft Internet Explorer

File Edit Wiew Fawvorites Tools Help

TH FERSTTY of MNC 1 CARL A

= GREENSBORO

UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
YIEW ACTIVE
YIEW PEMNDING
YIEW HISTORICAL

CREATE REQUISITION
FROM TEMPLATE

Select Create

= ‘Welcome Betty Betts, You are logged in.

¥our Current Group: Hiring Managers. day, October 2, 2008

Create from a Te
FROM PREYIOUS
ADMIN
HOME W Template
CHAMNGE PASSWORD
CHANGE USER TYPE
LOGOUT 1 Record

[A] Position Title

ACCOUNTIN
Creake

Create from a Template

Job Title

[ accounTvG TECH 11 ~|

SEARCH I CLEAR RESULTS |

@1 Crone

‘ Internst
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Create Requisition

UNCG - Jobsearch - Microsoft Internet Explorer

Fil=  Edit %jew Favorites Tools Help #
! THIE LINIV ERSITY of NORTH CAROLEMNA
¥y GREENSBORO Ent ting detail
ONCE Tobeear nter posting aetalls
Human Resource Services
JOB POSTINGS . Lo
YIEW ACTIVE = Welcome Betty Betts, You are logged in. C t th h d
YIEW PENDING Your Current Group: Hiring Managers, Monday, October = o n I n u e ro u g e n
YIEW HISTORICAL
CREATE REQUISITION . f f
FROM TEMPLATE Create Requisition - ACCOUNTING TECH II or rorm
FROM PREVIOUS
ADMIMN N
HOME PDStI!‘Ig
CHANGE PASSWORD Details
CHANGE USER TYPE
LOGOUT
To create a requisition, first complete the information on this scree i ontinue to Next
Page> . Proceed through all sections completing all necessary i ion,/To submit the
requisition to human resources, you rmust click on the ContinuesAo Next PAge- = button from the
last section. Once a summary page appears, select the Submp® buthon ang click Continue. vour
requisition will not be saved or sent to the next status until nfirmation page and click
the Confirm button.
*Required information is denokted with an askerisk,
*  Position Mumber
*  Position Classification Title ACCOUNTIMNG TECH IT
working Title
Requisition Murnber
The following information pertains to Traditional Salary Graded Positions Only
Salary Grade &1 w
Salary Range +25,427-439,228
v
The following information pertains to Career Banded Positions Only
-
2] pane & Internet

13



Complete All Required Information

UNCG - Jobsearch - rosoft Internet Explorer

File Edit Wiew Favorites Tools Help

THE LINIVERSITY of M CARCLINA

&) GREENSBORO S . . .
UNCG - Jobsearch - Required information

Human Resource Services

JOB POSTINGS IS denoted Wlth an Lo’

SEARCH + Welcome Betty Betts, You are logged in with University Wiew, Wednesday, October 1 Toe .
CREATE REQUISITION Your Current Group: Human Resources, aste rIS k
FROM TEMPLATE
FROM PREYIOUS I
FROM SCRATCH Create Requisition - ACCOUNTING TECH
TEMPLATES
SEARCH
CREATE TEMPLATES Posting
FROM TEMPLATE Details
FROM SCRATCH
APPLICANTS j .
SEARCH APPLICANTS ?. This page has errors that must be corrected beforg4ou may continue. Please correct
CONF MBR SEARCH these errors before proceeding.
USERS
CREATE USER ACCOUNT | CONTINUE TO NEXTNRAGE >3 |
APPROVE
SEARCH USERS
oty When errors occur an
HOME To create a requisition, first complete #fe information on this screen, then click Continue to Next .
CHANGE DEFAUL T VIEW Page> =, Proceed through all seciidhs completing all necessary information, To submit the NS error n lessage WI II
CHANGE PASSWORD A ; y
CHANGE USER TYPE requisition to human resources,Afou must click on the Continue to Next Page > button from the
LOGOUT last section. Once a summgpf page appears, select the Submit button and click Continue. Your

requisition will not be sgwéd or sent to the next status until you see the confirmation page and click prom pt the user for

the Confirm buthon,

*Required inForgadtion is denoted with an asterisk., CO rre Ctl O n S

Pcition Mumnber

@ This is a required field. Please
complete Field befare continuing.

*

Position Classification Title ACCOUNTING TECH IT
‘warking Title
Requisition Mumber

The Following information pertains to Traditional Salary Graded Positions Only

ﬁj é & Trusted sites
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Requisition Recruitment Range

When entering salary information, use one of
the following two options:

Minimum rate to 10% above market rate
or
Minimum rate to maximum rate

15



Special Advertising Graystone

A UNCG - Jobsearch -

Microsoft Internet Explorer

File Edit W\iew Favorites Tools Help

GREENS

THE UNIVERSTTY of NORTH ¢

BORO

UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
YIEW ACTIVE
YIEW PENDING
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
ADMIN
HOME
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

*  alternate Contact Person

* alternate Contack Phone Mumber 336-334-5009

* plternate Contact Email sdbarreli@uncg, edu
Documnents that MAY be attached by Resume

the applicant {Optional Documents)
IF wiou do not want any docurments, Cover Ledl
do not select any Field. T Document

Are you requesting Special
Advertising
Click here For Graystone Fomn

e

Preparer Comments

Hiring Manager Comments

Department Head Comments
AvCiDean Comments

Wice Chancellor Cormments
Human Resources Comments

*Required information is denoted with an asterisk,

Farrell, Sean -

CONTINUE TO MEXT PAGE =

SAVE AND STAY ON THIS PAGE |

If special advertising
— Is desired, select -
Click here for the
Graystone form

This opens in new
window

This form is not
integrated into the
Jobsearch system
and may necessitate
re-entering

information

CAMNCEL PREVIEW REQUISITION

ﬁj Cone

% Inkernet

16




Information about
Graystone Submissions

{= http:/fweb.uncg.edu/ - Recruitment - 19/BASIC, Human Resource Services, L Windows Internet Explorer

Graystone Submission

A recent survey conducted by the Division of Business Affairs revealed the following information about the value of
using newspapers and other forms of media to advertise vacant staff pesitions at UNCG:

Newspaper - 18% indicated that they saw their current job advertised in a newspaper or oh a newspaper website
The fellowing table indicates the percentage of those who found their jobs placed in the newspaper

Newspaper Name Print Website

Greensboro News & Record 13% 6%
Winston-Salem Journal 1% 0%
Raleigh News & Observer 0% 0%
Charlotte Observer 0% 0%
Other Paper 1% 1%

Professional Publications - 17% of the respondents indicated that they saw there current job advertised in a
professional publication or on the professional publication website

User Groups/List Serve - 6% indicated that they saw their current position advertised with a user group or list
serve

Job Service/Online Recruiter — 9% of the respondents indicated that they saw their current position advertised
with a job posting or on-line recruiter service. The following is a list of the job postings/on-line recruiting services
captured during the survey process

Personal Contact — Following is a list of types of personal contacts that resulted in a current employee applying for
their position with UNCG

Category Percent

Friends 21%
Family 5%
Acquaintances 15%
A current employee of UNCG 41%
Professional Conference Job Fai’Employment Clearinghouse 2%
Professional Conference Networking 6%
Mominated by colleague 11%
Other personal referral 7%

Microsoft PowerP

17



Access Graystone Template

& http:{fweb.uncg.edu/ - Recruitment - 19/BASIC, Human Resource Services, U - Windows Internet Explorer:

captured during the survey process 2y

Perseonal Contact — Following is a list of types of personal contacts that resulted in a current employee applying for

their position with UNCG
Category Percent
Scroll to bottom
Family 5%

Acquaintances 15% Of p ag e an d
A current employee of UNCG :1:.% S eI eCt I | n k to

Professional Conference Job FaifEmployment Clearinghouse 2%

Professional Conference Networking 6% G r aysto n e

Mominated by colleague 11%
Other personal referral 7% Tem p I a‘te

Recommendations - Survey resulis show that job seekers are moving away from the traditional paper based job
search strategy to a web based online job search Based on these finding the following recommendations are made
fo increase the effectiveness of advertising dellars spent in the hiring process

« Encourage the hiring departments to only use the UNCG Jobsearch feature to post opening for
certain positions. This would be particularly relevant for Administrative Suppart and Information
Technology positions.

« Encourage the hiring departments to place newspaper ads only in the Greensboro News & Recoy

« Encourage hiring departments to seek and use all avenues for hiring advertising which are fregy
as certain professional publications websites, list serves, user groups, online job recruiters,
personal contacts. Such avenues may not be available for all job classes.

Based on this survey, UNCG places one generic newspaper ad, at no cost
departments, each week in the Greensboro News and Record inviting any integ
for vacant SPA positions within the University and informs them how to appl

individual hiring
sted person to apply

I after reviewing the above survey results. a hiring manager feels she/he weid still like to use outside advertising to
attract applicants for a vacant position. please click on the link below & go directly to the Graystone Template 1o
complete the external job ad process

Online Graystone Template

18



Graystone Advertising Group
Submission Form

8 Human Resource Services [Main) - UNC Greensboro - Microsoft Internet Explorer ['_ ”'I:I |@

Graystone Advertising Group Submission Form
““denotes required field

1. Elnplloyer Contact Inforrlnation Complete a” required
| information

“Marme:

*Telephone Mo.:

*Ermail Address:

Alternate Contact Marme: | |

Adternate Telephone Mo | |

Alternate Email Address: | |

Though not reguired, Alternate Contact Information is highly recommended. IF
Sraystone is unable to contact your Department wia the information given above,
the ad will not be run.

ng Information
“Marme: | |

Divisian: | Flease selact a Diwvision V|

“Departrment: | |

“Plailing Address:

3. Adwvertisement Logistics
“a-Logo Design (appears at top of advertisement):

< Qriginal 2 Original Reversed

THE USNEW ERSITY of ROSTH A ROE TR A

GREENSBORO

fnspire. Change.

P GREENSBORC

2 Modified

THIE UNIVERSITY of SORTH CARCHINA

GREENSBORO
v« start

2 hodified Reversed




Submit Graystone Ad

I Human Resource Services [Main) - UNC Greensboro - Microsoft Internet Explorer
Departrment MName:

“Position Murmber:

“Classification of Position:

When the form is completed,
select Submit Query

“working Title of Position:

Hours of WWark:

5-b sentences describing work performed:

Hard Coded Infarmation

[(The following text will appear in all ads),
For additional information on avajable LINCG staff positions and
information on how to apply, pase see the website:
http:ffjobsearch. uncg.edu . L A4o0u have gquestions regarding the
application process, pleasg@call 336-334-5002. EEOSAS,

* Ermail address of submitter:

Additional comments for Recruitment Officer?

Comments far Qéstnne?

[ Subrmit Cluens ]

Fressing the submit button will =end the above information to a recruitment officer by means of the following email
address: advertis@@uncg. edu. The next page will display a receipt’ which you should print out for your records.

start

= 4 Internet Ex - thor [default] -

=rPoink ...

20



Save Your Work

¥~ ‘ https: /}jcbsearch.uncy. edujuserfiles/jsp/shared|frameset Frameset . jsprtime=1191955574 724

File Edit View Favorites Toolk Help

ﬁ o I UNCG - Jobseatch

=

& - e Gk - @ & D

THEUNIVERSITY of NORTH CAROLINA

GREENSBORO

UNCG - Jobsearch

JOB POSTINGS
SEARCH
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
FROM SCRATCH
TEMPLATES
SEARCH
CREATE TEMPLATES
FROM TEMPLATE
FROM SCRATCH
APPLICANTS
SEARCH APPLICANTS
CONF NBR SEARCH
RESTRICTED LIST
SEARCH RESTRICTED LIST
LIST
USERS
CREATE USER ACCOUNT
APPROVE
SEARCH USERS
ADMIN
HOME
CHAMNGE DEFAULT VIEW
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

Human Resource Services

Census Code

| 80 ACCOUNTANTS AND AUDITORS v |

SOC Code Mo Response |%
O women

Underutilization [ Minorities
O nore

Preparer Comments

Hiring Manager Comments
Department Head Comments
AVC/Dean Comments

Vice Chancellor Comments

ALWAY
Sel e
Thi s
continu
page.

Human Resources Comments

“Required information is denoted with an asterisk,

SAVE AND STAY ON THIS PAGE ‘

| CONTINUE TO NEXT PAGE >> |

S save your work!
ct 6Save

Paged be
e to the next

CANCEL PREVIEW REQUISITION

Done:

J Trusted sites E 100% -

and
f or e

21
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Continue To Next Page

LUNCG - Jobsearch - Microsoft Internet Explorer

File Edit W\iew Favorites Tools Help

Links "
THEL RSTTY af NOK AR NA 2
& GREENSBORO 5 =7 i pTic
UNCG ~jobsearch When all required
Human Resource Services H H H
JOB POSTINGS * Alternake Contack Person Farrell, Sean e I nfo rl I l atl O n I S e nte re d ()
YIEW ACTIVE P
YIEW PENDING * Alternake Contact Phone Mumber 336-334-5009 th t
viEw HrsTORICAL on the requisition,
CREATE REQUISITION * plternate Contact Email sdbarrel@uncg, edu
FROM TEMPLATE d h d
FROM PREYIOUS Documents that MAY be attached by Fesume an yO u ave Save
ADMIM the applicant {Optional Documents)
IF wiou do not want any docurments. Cover Letter | t C t H
HOME 1 s
CHANGE PASSWORD do not select any field. [ other pocument yo u r Se eC O n I n u e
ESQDNS: USER TYPE Are you requesting Special
Advertising Wes R t N t P
B s o /1o Next Page
Preparer Comments
Hiring Manager Comments
Department Head Comments
AvCiDean Comments
Wice Chancellor Cormments
Human Resources Comments
*Required information is denoted with an asterisk,
CONTINUE TO MEXT PAGE = I
SAVE AND STAY ON THIS PAGE |
CAMNCEL PREVIEW REQUISITION
w
@ Dane & Internet

22



Structured Interview Questions

M UNCG - Jobsearch - Microsoft Internet Explorer

File Edit W\iew Favorites Tools Help

J GREENSBORO
UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
YIEW ACTIVE
YIEW PENDING
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
ADMIN

» Welcome Betty Bekts. You are logged in.
Your Current Group: Hiring Managers.

Create Requisiti

HOME
CHANGE PASSWORD
CHANGE USER TYPE

Structured Interview
Questions

LOGOUT

—Twctober 10, 2006

OUNTING TECH II

Docume

<< RETURN TO PREVIOUS | |

CONTINUE TO MEXT PAGE = I

*Required information is denoted with an asterisk,

Structured Interview Questions

*Required information is denoked with an askterisk,

<< RETURN TO PREVIOUS

SAVE AND STAY ON THIS PAGE

4 - examples of structured
For examples of questions, please click here,

Links **

CEX
:‘_l

CONTINUE TO NMEXT PAGE »1»

Tab moves from
Posting Details to
Structured Interview
Questions

Click here to see
interview questions

provided by the Office
of State Personnel

CAMCEL PREVIEW REQUISITION

&)

G Inkernet
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Sample Structured Interview Questior
Topics

=N Sample Structured Interview Questions - Microsoft Internet Explorer

Sample Structured Interview Questions

Jdump o o a category by clicking from the links belowv, Copey any Question ol
wwish to add to the Structured Interviews Question text field on the LIsSNCES-
Jobsearch webpage bw highlighting the guestion wou lilke, copywing it (CTTRL-
) and then pasting itin the texx field (CTTRL-%).

AAPTABILITY

Ao 2T AL THII =

AT TEMTICM T DETH“\N%

ELINL DM WYWoORK REL AT IP=

CAREER AMNDYVOR TALEMT DEYELOPMERT

CLIEMTS/ ZUISTOMER SERYWICES

oA HIMESMAE T ORI

o PARALIN TS AT — O AL H
ARSI ST - PRESERTATIOMNS SeleCt toplc
CooORDISATION — OPERATIONS

OO R DIA T M — WO R

CREATINITY

CE =0 Pl S S

E P REMT OFPERATIOCM

IITIATINE

ITEGRITY

A IS RAETT

IO L E S E

LEADERSHIFE and IMKNELLIENRCE

Pl Al S SIS WO R R, AND PEREFEORMASRCE

Ml Al A S WO R PROCESSES

MRESGOTIA T

OB JECTINWIT Y

CORGAMIEATIOMNAL SEMSITIN T

L A AT ORGS0 WO R

RESILIEMRTCE

AT 2 HEFE A TH kA LAkl T amedd —AFEFT 2 HFE A1 TH "
=] & Trusted sites
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Sample Structured Interview
Questions

=N Sample Structured Interview Questions - Microsoft Internet Explorer | @ﬁl
ADAPTABILITY =

PAaintains effectivenaess when experiencing major changes in works tasks
ar the wwork enwviraonment, adjusts effectively: to weork weithin newve wwork
structures, processaes, requirements, or cultures.

Possible Chuestions

oLl adjusted v

Srioritie

chie . -

2. [Descrilbbe a rk= situation when wou interacted with people from
different cultu I, social, and economic backgrounds . YwWers wou
effectivwe ™ HowX'?

2. Howw hawe wou mained effective in wour job when you expaerienced
changes such ag reorganiZation, a neww SUpersAsor, newvy procedures,
legislative chanoes, or conflicting priorities?

<. Hawe wou ewver had 1o mowes from one group to anothaer? Ywhat

adjustments did vwiou hawve to malke

wwhat strategies wiould wou use in a small group mesting if there

wwere divergent opiNions or solutions proposed to solve a problem

5. Hawve wou ewver had = prirmary mission of wour job or a taskk change
complaetelhy in a shork period of time? Wehat did wou do?

Highlight question and copy (CTRL-C)

o

AMALYTICAL THIMNKIMNG

ldentifies issues, aobtains relevant information, relates and comparaes data
from different sources, and identifies alternative solutions.

Possible Chuestions

1. Al of us are surprised occasionally to discowver that the services wvwe
are paerforming for clients are Nnot vworlking . YWwhat steps did ywou talkke
Tt —rirrect & it it liles thie 2 -

e |

& Truskted sites
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Structured Interview Questions

=l UNCG - Jobsearch - Microsoft Internet Explorer

File Edit Wisw Favorites Tools Help

THE LNV ERSTTY of MO A ROLERA

J) GREENSBORO
g

UNCG - Jobsearch
Human Resource Services

J0B POSTINGS
WIEW ACTIVE + wielcoms Betky Bet!:s. wou are logged in. wiednesday, October 11, 2006
YIEW PENDIMNG Your Current Group: Hiring Managers.
YIEW HISTORICAL

CREATE REQUISITIOMN
FROM TEM?)L.R.TE ‘ﬂ"i&\l"hi’)\‘r Edit Requisition - ACCOUNTING TECH I1I
FROM PREVIOUS

ADMMIMN
HOME
CHAMNGE PASSWORD
CHAMGE USER TYPE
LOGOUT | [

Structured
Interview Questions

<<~ RETURN TO PREVWIOUS CONTINUE TO NEXT PAGE === I

For examples of questions, please click here. PaSte (CTR L_V) SeIeCt‘ad question
*Required information is denoted with an asterisk. and re pea‘[

Describe howe wou adjusted when priorities or procedures
Structured Inkerviews Questions were changed.

*Required information is denoted with an asterisk.,

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

SAWE AMND STAY OMNM THIS PAGE

CAMNCEL YIEYW REQUISITION SUMMARY =

‘ Inkernsk
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Structured Interview Questions

=l UNCG - Jobsearch - Microsoft Internet Explorer

File Edit Wisw Favorites Tools Help

THE LNV ERSTTY of MO A ROLERA

J) GREENSBORO
g

UNCG - Jobsearch
Human Resource Services

J0B POSTINGS
WIEW ACTIVE + wielcoms Betky Bet!:s. wou are logged in. wiednesday, October 11, 2006
YIEW PENDIMNG Your Current Group: Hiring Managers.
YIEW HISTORICAL

CREATE REQUISITIOMN
FROM TEM?)L.R.TE ‘ﬂ"i&\l"hi’)\‘r Edit Requisition - ACCOUNTING TECH I1I
FROM PREVIOUS

ADMMIMN
HOME
CHAMNGE PASSWORD
CHAMGE USER TYPE
LOGOUT | [

Structured
Interview Questions

<<~ RETURN TO PREVWIOUS CONTINUE TO NEXT PAGE === I

For examples of questions, please click here. Typed queStionS Can aISO be entered

*Required information is denoted with an asterisk.

Describe howe wou adjusted when prigrities or procedures P
Structured Inkerviews Questions were changed.

Describe wour experience in the accounting Field. | e

*Required information is denoted with an asterisk.,

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

SAWE AMND STAY OMNM THIS PAGE L

CAMNCEL YIEYW REQUISITION SUMMARY =

Save & Continue

‘ Inkernsk
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Documents

UNCG - Jobsearch -

rosoft Internet Explorer

File Edit W\iew Favorites Tools Help

SITY ¢ AROLINA

t_“ THE U1 OB
&y GREENSBORO
UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
YIEW ACTIVE
YIEW PENDING
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
ADMIN
HOME
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

» Welcome Betty Bekts. You are logged in.
Your Current Group: Hiring Managers.

Create Requi

Tuesday, October 10, 2005

ition - ACCOUNTING TECH 11

Documents

Select Attach if job
description is needed

On this tab, you may attach and view documents.

Hurman Resources needs the Job Description attachegyfior to posting the position. If the Job
Description is older than 18 mos. click on attach, #T1o change please note no change.

Wihen a Finalist has been selected, prepeffe an EAF at bt AAweb uncg.edu/rs formsAeafl, save it to
wour computer, then upload it to UL

-Jobsearch via the link below.

The Program Manager wilkattach the Salary adminstration Worksheet.

2 Records

Attach / Rempse Document Type Attached Document {"Type"_"Date”_"Time"} ¥iew Document
Atkach Job Description Mot Atkached

Aktach

EAF Mot Attached

<< RETURN TD PREVIOUS

CONTINUE TO NEXT PAGE = I

SAVE AND STAY ON THIS PAGE |

CAMCEL PREVIEW REQUISITION

&)

G Inkernet
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Job Descriptions

Keeping job descriptions current is a critical part of position
management. When possible a new job description should
accompany the requisition if the job description is older than 18
months. If a current job description is not immediately available,
the Hiring Department is allowed to post a requisition to the web
without a current job description with the following restriction:

The application status will be placed under review by HR
preventing access to applications until the job description is
submitted to HR. A notice will be sent by Employee
Services to the Hiring Manager requesting the job
description and advising that access to the applications will
be available upon receipt of the job description.
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Attach/Copy & Paste Job Description

LUNCG - Jobsearch - Microsoft Internet Explorer

File Edit W\iew Favorites Tools Help

Links "
THEL HSTTY af MO AROLIRA i
% GREENSBORO S I tB t
elect browse 1o
UNCG - Jobsearch
Human Resource Services attac h a d 0 C u | I | e nt
JOB POSTINGS
VIEW ACTIVE + Welcome Betty Beth. ‘You are logged in. Tuesday, Crctober 10, 2o
YIEW PENDING Your Current Group: Hiring Managers.
YIEW HISTORICAL
CREATE REQUISITION o
FROM TEMPLATE Create Requisition - ACCOUNTING TECH 11
FROM PREYIDOUS
ADMIN
HOME Documents
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT On this tab, you may attach and view documents.
Hurnan Resources needs the Job Description attached prior to posting thefosition. If the Job
Description is older than 18 mos. click on attach. If no change please ngfe no change.
When a Finalist has been selected, prepare an EAF at http Aweb geg.edutrs formsfeaf/, save it o
wour cormputer, then upload it to UNCG-Jobsearch via the link bgtw.
The Program Manager will attach the Salary adminstatio orksheest.
Return to Previous
Flease choose one of the following methods to agfociate a document,
Upload a new document:
Browse below 1o select a document gzl associate.
File:
ATTACH
Paste a new document:
Flease either copy and paste document text or type from scratch into the box below to associate a
document.
Text:
o
@ Dane & Internet
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A UNCG - Jobsearch -

Paste New Document

Fil=  Edit

Wiew

Fawvorites

Microsoft Internet Explorer

Tools  Help

&) GREENS
r
UNCG - Jobsearch

THE UNIVERSTTY of NORTH ¢

BORO

Links

3

Ei=1e)

:'r

JOB POSTINGS
YIEW ACTIVE
YIEW PENDING
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
ADMIN

HOME

CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

@ Cone

Human Resource Services

Or Paste (CTRL-V) a
_ copy here

Upload a new document:

Browse below o select a document to associate.
File: |

ATTACH

|[ Browse... |

Paste a new document:

Flease either copy and pa
document.

Text:

Dcument text or type from scratch into the box below to associate a

When document is

attached or pasted,
|- save and select
Continue To Next

ATTACH

- " Page

Return to Previous

<< RETURN TO PREVIOUS

SAYE AND STAY ON THIS PAGE |

e

CONTINUE TO MEXT PAGE > 1> I

CAMCEL PREVIEW REQUISITION

G Inkernet
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Posting Specific Questions

Questions should relate directly to the key
competencies listed on the requisition. |f
there are concerns regarding the Posting
Specific Questions, please contact your
Program Manager for assistance. There is a
link In the requisition to the competencies
related to each Job Family/Branch.
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Posting Specific Questions

M UNCG - Jobsearch - Microsoft Internet Explorer

Links **

Ei=1e)
File Edit W\iew Favorites Tools Help :,'

GREENSBORO
UNCG - Jobsearch

Select Add A
Human Resource Services H
JOB POSTINGS Q U eSt I O n
wIEW ACTIVE » Welcome Betty Bekts. You are logged in.

YIEW PENDING Your Current Group: Hiring Managers. Tuesday, October 10, 200
YIEW HISTORICAL

CREATE REQUISITION o
FROM TEMPLATE Create Requisition - ACCOUNTING TEC
FROM PREVIOUS
ADMIN
HOME
CHANGE PASSWORD

Posting specific
guestions are not

osting Specific
Questions

required for graded
positions
ADD A QUESTION | . .
<< RETURN TO PRE¥IOUS CONTINUE TO MEXT PAGE = I AII questlons WIII be
SAVE AND STAY ON THIS PAGE | reVIeWed by HRS
@Done

G Inkernet
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Add An Existing Question Or
Create A New Question

Select Search for list
of existing questions

DDDDDDDDDDD
UUUUUUUUUU
IIIIIIIIIII
IIIIIIIIIIIIII

EEEEEEEEEEEEEEEEE
MMMMMMMMMMMM
RRRRRRRRRRRR

crane e Tvve - Select Create a
Cserme ] canens | ~ Question to add a
Croote o Ouestion —— guestion which is not
on the list of existing
guestions
& © o

34



Existing Questions

) UNCG - Jobsearch - Microsoft Internet Explorer

File Edit Wiew Fawvorites Tools Help

o
UNCG - Jobsearch

Select View to see
Human Resource Services
Jng:\rD:Z‘Ir':EES + Welcome Betty Betts, You are logged in. the CO m p I ete =

YIEW PENDING Wour Current Group: Hiring Managers. Tuesday, October 10, 2006 t. d I I th
CREATE REQUISTTION i question and a €
FROM TEMPLATE Add a Question .
s s possible responses
HOME Search Existing Questions:

CHANGE PASSWORD
CHANGE USER TYPE Search by Keyword:
LOGOUT

SEARCH I CANCEL |

Search Results

39 Records
@ Question Texkt

DO YOU HAYE AT LEAST ONE YEAR OF EXPERIEMNCE INM THE PERFORMANCE OF A& YARIETY... WiewfAdd
Do you have experience in technical writing? Yievettdd
Do you have experience in public relations? Yiewindd
Do you have experience in editing? Yiewadd

Do you have experience in Training?

Do you have experience in Web Content Development and Maintenance?

Hawe you graduated from high school or received a GED?

Do you have adequate knowledge of criminal and traffic laws to enforce crim...
Do you have knowledge of investigative techniques and case preparation for ...
Do you have knowledge of standard law enforcement equipment, its care, and ...

Do you possess the skills and abilities to work with community to solve pro...

Do you possess organizational and communication skills needed to function a...

Hawe you graduated from high school and do you have sufficient experience k... Yiewadd
Describe vour work at vour last /'present position. (Follow-up as needed to ... Viewiadd hs

# Internet B




Add Existing Question

2} UNCG - Jobsearch - Microsoft Internet Explorer

Fil=  Edit %jew Favorites Tools Help

=1/

Lirks **

:r'

THE UIMNIVERSITY of MORTH CAROLINA

GREENSBORO
UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
YIEW ACTIVE
YIEW PENDING
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS

= Welcome Betty Betts, You are logged in.
Your Current Group: Hiring Managers,

Tuesday, October 10, Z006

View /[ Add

Select Return to
Search to view list of
existing questions

A:::;: Return 1o Search

CHANGE PASSWORD

CHANGE USER TYPE T

LOGOUT .

Have you graduated from high school or received a GED? - Select Ad d Th I S
Closed-Ended Response Options . .
- _ -~ Question to include
isplay No Response As:
| . . . g
in posting specific
Possible Responses {up to 7): .
; questions
2.
3.
4,
5.
&,
7. '
ADD THIS QUESTION
@ Drone

° Internet
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Add a Question

M UNCG - Jobsearch - Microsoft Internet Explorer

File Edit W\iew Favorites Tools Help Links ** o
THE UMV ERSITY of NORTH CARC A =
&y GREENSBORO S
UNCG - Jobsearch SeleCt Add An Other
Human Resource Services H
| . Question to select -
- W Betty Betkts. v in.
VIEW PENDING Your Current Group: Hiing Managers. Tuesday, Octaber 10, 2006 and include another
VIEW HISTORICAL
CREATE REQUISITION
Create Requisition - ACCOUNTING TECH II 1 f
oM LT a posting specific
“3:,:: i fi Posting Specific H
CHANGE PASSWORD Questions q u eStI O n
CHANGE USER TYPE
LOGOUT
To add_ questi_ons that_will be asked of every applica_lnt who applies o this pos_ition, click/Add a .
Question. Click Continue to Next Page> - to skip this section or when finished. Re peat pro CeSS |f
Posting Specific Questions d d
To delete, check the box of the question(s) you wish to delete, then click #e Delete Question(s) nee e
buthon below.
[] Hawve you graduated from high school or received a GE[)
ANSWER
Mo Response .
When all posting
Mo
Is this guestion required? & Required ot Required SpeC”:lC q uestl Ons
DELETE QUESTION(S) | ADD A QUESTION |
— are entered, save
<< RETURN TO PREVIOUS | CON AGE > ! .
SAVE AND STAY ON THIS PAGE | \ and SeIeCt Contlnue
\
To Next Page
CANCEL PREVIEW REQUISITION 3
ﬁj Dane % Inkernet
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Create a Question

=l UNCG - Jobsearch - Microsoft Internet Explorer

File Edit Wisw Favorites Tools Help !';'

RETTY af MORTH CAROLIMA
ENSBORO
UNCG - Jobsearch

Human Resource Services

J0B POSTINGS
YWIEW ACTIVE + Wwelcome Betty Betts, vou are logged in.
YIEW PENDIMNG Your Current Group: Hiring Managers.
YIEW HISTORICAL
CREATE REQUISITIOMN
FROM TEMPLATE Create a Question
FROM PREVIOUS
ADMMIMN
HOME
CHAMNGE PASSWORD
CHAMGE USER TYPE
LOGOUT

& GRE

Weednesday, Gckober 11, Z006

T Create Ouestion Help

Duesktion

Please enter question text:

i vou araduate rom hioh schoo4—— 1 YP€ qUEStION and possible responses

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

) open-Ended  ({e.g. Describe any work experience relewvant to this Posting.)

Closed-Ended Answers Open-Ej ed Answers
Display Mo Response As: en-Ended Answer Type:
Mo Response @ Mone
O Short Text (Text = 50 characters}\
Possible Responses {up to 7): ) Long Text {Text = 50 charackers) \
1. [Me 2 Phone
2. |ves ) Date H H
Select Submit Quest] h leted **= If question is open-ended,
elect submk uestion wnen complete

s P select answer type
=8

\ 7.
A cupmMIT QUESTION CAMNCEL

@_LI Done @ Inkernsk
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Questions Added

=l UNCG - Jobsearch - Microsoft Internet Explorer

File Edit Wisw Favorites Tools Help ;','
THE LNV ERSTTY of MOSTH CAROLINA
& GREENSBORO
b
UNCG - Jobsearch
Human Resource Services
JOB POSTINGS : ke
WIEW ACTIVE + wielcoms Betky Bet!:s. wou are logged in. wiednesday, October 11, 2006
YIEW PENDIMNG Your Current Group: Hiring Managers.
WYIEW HISTORICAL
CREATE REQUISITION _ _ o
FROM TEMPLATE View fEdit Requisition - ACCOUNTING TECH II
FROM PREVIOUS
ADMMIMN - -
HOME Posting E_.pec:lﬁc:
CHAMGE PASSWORD OQuestions
CHAMNGE USER TYPE
LOGOUT
Posting Specific Questions
To delete, check the box of the question{s) yvou wish o delete, then click the Delete Question(s)
button below,
[ Hawve you graduated from high school or received a GED?
AMNSWER 1 1Fi
When all posting specific
Mo Response
Yes H
a)
v guestions have been
Is this question required? & Required ' Mok Required added SeleCt CO ,.ltl n u e TO
[] pid you graduate from high school? (Edit) !
AnsweR Next Page
Mo Response
Mo
es
Is this Question required? & Required ' Mot Required
DELETE QUESTIOMN(S) | ADD A QUESTIOMN |
=< RETURN TD PREWIOUS | COMTINUE TO NEXT PAGE =1 | 3
@_LI 8 Internet
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Guest User

UNCG - Jobsearch -

rosoft Internet Explorer

File Edit W\iew Favorites Tools Help

THE UNIVERSITY ¢ AROLINA

GREENSBORO

UNCG - Jobsearch
Human Resource Services

JOB POSTINGS

YIEW ACTIVE

YIEW PENDING

YIEW HISTORICAL
CREATE REQUISITION

FROM TEMPLATE

FROM PREYIOUS
ADMIN

HOME

CHANGE PASSWORD

» Welcome Betty Bekts. You are logged in.
Your Current Group: Hiring Managers.

Create Requi

Tuesday, October 10, 2006

ition - ACCOUNTING TECH II

Select Activate Guest
User if needed

CHANGE USER TYPE
LOGOUT
Whien finished or to skip this sectiol ick Continue to Next Page.
Activate Guest User
<< RETURN TO PREVIDUS | CONTINUE TO NEXT PAGE >3 |
SAVE AND STAY ON THIS PAGE |
CANCEL PREVIEW REQUISITION
@ Dane

G Inkernet
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Guest User Name & Password

LUNCG - Jobsearch - Microsoft Internet Explorer

File:

Edit \iew Favorites Tools Help

RSTTY of ¢ AROLINA

GREENSBORO

Links **

UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
YIEW ACTIVE
YIEW PENDING
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
ADMIN

HOME

CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

» Welcome Betty Bekts. You are logged in.
Your Current Group: Hiring Managers.

Tuesday, Octaber 10,

Create Requisition - ACCOUNTING TECH 11

on this screen, you may create an account that will be used by members of Ae review committes,
Cormmittee members who log in using this account may view applicatiprns and resumes to this
requisition only, and are not able to take action on the applicants,

Whien 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 Name: GUS2145
+ Password:

Betwesn & and 20 Characters password|
<« RETURN TO PREVIOUS | 44— ___ CONTINUE TO NEXT PAGE >> |
SAVE AND STAY ON THIS PAGE |

Guest User Name is
automatically

generated by the
system

_ Create password

Save and select

- Continue To Next
Page

CAMNCEL PREVIEW REQUISITION

&)

% Inkernet
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Send to Human Resources

LUNCG - Jobsearch - Microsoft Internet Explorer

File Edit W\iew Favorites Tools Help

Links >
THE UMV ERSITY of NORTH CARC A
kit e Review and select
UNCG - Jobsearch
Human Resource Services Se n d to H u m an
JOB POSTINGS Lo’
wIEW ACTIVE » Welcome Betty Bekts. You are logged in.
YIEW PENDING Your Current Group: Hiring Managers. Tuesday, October 10, 2006 Res O u r C eS
VIEW HISTORICAL
CREATE REQUISITION . o
FROM TEMPLATE View Requisition Summary - ACCOUNTING TECH II
FROM PREYIOUS
ADMIN . .
HOME Please review the details of the posting carefully before continuing.
CHANGE PASSWORD re h —
CHANGE USER TYPE To take the action you have specified, click Continue. .
Select Continue and
To edit or view the tab wersion of the posting, click Edit or Go To Tab Vjety.
To make comments click Edit and go to botborm of the Posting Defails page. Confl rl I I
To exit the posting without making any changes, click Caficel,
Click Here to Edit Posting S Printer-Friendly Yersion
Posting Status
O save wio st System sends email to
2 end to Human Resources
cancer || _conminue_| Human Resources
Posting Details
Position MNurnber 12245
Position Classification Title ACCOUNTING TECH II
warking Title Accounting Tech 11
Requisition Murmber
The Following information pertains to Traditional Salary Graded Positions Only
Sl P = B
Inkernet
& ©
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What 0s Ne xt

Human Resources verifies and/or edits the requisition
and approves for posting

Hiring Manager receives email from system
Job is posted to the web

Hiring Manager receives email from system
Applicants apply for the position

Job closes and is removed from the web
Hiring Manager receives email from system
Department reviews applications
Department may request a repost
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Reports

NCG - Jobsearch -

rosoft Internet Explorer

REITY of

J) GREENSBORO
UNCG - Jobsearch

Human Resource Services

JOB POSTINGS
YIEW ACTIYE
YIEW PENDIMNG
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS

= Welcome Betty Betts, You are logged in as Cheryl Burnetts,
Your Current Group: Hiring Managers.

UNCG - Job Search

ADMIN Hiring Manager's Guide
HOME Wiews [ Download
CHANGE USER TYPE
LOGOUT
LOGOUT OF HIRING To view the position details, click on the "Wiew" link below the Title, To sort by
MANAGER

arrow next to the column tithe.

Select Get Reports
List

Tuesday, October 10,

column, click on the

Active /
3 Records
Position @ Position @ Requisition @ aApps In Dnh @ é‘ljh @ Department @ Posting
Title Mumber MNumber Process pen nse [ Status
Date Date
ACCOUNTANT S5 -
2005151 10-01- 10-13-
11 14208 ACCOUNTING Posted
y o]
View Get Reports Lisk 2006 2005 SERVICES
ACCOUNTING 525 - Closed -
TECH III 13943 or el 40 0e-z4 10-na ACCOUNTING  Removed
y [
Wigw SERVICES from wWeb
LIS 2006113 o 03-20-  09-01- Ao TING Offer
) .
igw Get Reporks Lisk 2006 2006 SERVICES Accepted

=)

o Internet
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Generate Priority Preference Report

M UNCG - Jobsearch - Microsoft Internet Explorer

E(=1e)
: Ele Edit Wiew Favorites Tools Help

THE UNIVERSITY of NORTH CAROLINA
GREENSBORO
: Select Generate Report
UNCG - Jobsearch . . .
Human Resource Services to VI eW an ap pI ICant I ISt
JE?E:'D;E:Z-I:EES + Welcome Betty Betts, You are logged in as Cheryl Burnette, With r m ti n I ri rit
YIEW PENDING Your Current Group: Hiring Managers, Thursday, October 12, 2006 p 0 O O a p O y
YIEW HISTORICAL
Crkom rempLate Posting Report(s) I’eq u eStS an d Vete ran
FROM PREVIOUS .
ADMIN ACCOUNTING TECH TIT status of appl icant
CHANGE USER TYPE
LOGOUT Eeturn to Previous
LOGOUT OF HIRING
MANAGER Report Choices
@ Priority Preference
GENERATE REPORT
@ Done é & Trusted sites
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View Applicants

CG - Jobsearch - Microsoft Internet Explorer
File Edit W\iew Favorites Tools Help

Links ** :'
 af NOKTH CAROLINA
-
NSBORO
UNCG - Jobsearch Find the position
Human Resource Services
JOB POSTINGS d I t V
VIEW ACTIVE » Welcome Bekty Bekts. You are logged in as Cheryl Burnette. an Se eC I eW
L Tuesday, Ockaber 10, 2006
YIEW PENDING Your Current Group: Hiring Managers.
YIEW HISTORICAL
CREATE REQUISITION
FROM TEMPLATE UNCG - Job Search
FROM PREYIDOUS
EAETL Hiring Manager's Guide
HOME Wieww J Download
CHANGE USER TYPE
LOGOUT
LOGOUT OF HIRING To view the position details, click on the "view" link below the Title, To s y any colurmn, click on the
MANAGER arrowy next 1o the column title,
Ayﬂ/
3 Records
. - Job Job o
Position Position n Apps In Posting
Title Mumber (Al Process (v] el [&] Close (V] Department (V] Status
Date Date
ANt 2006151 10 1001 O nccgﬂsN:rING Fosted
; Sek Reporks List
View Get Reports List 2006 2006 SERVICES
ACCOUNTIN 525 - Closed -
TECH IIL 13943 oL et 40 e | oo ACCOLNTING  Removed
: sek Reparks LISt
Vieww SERVICES From Web
Sl 2006113 o 0s-20-  09-01- PO CFfer
; et Reporks List
View Gek Reporks List 2006 2006 SERVICES Accepted
@ & Internet
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View Applicants

Select View
Application, Res,
Cvr Itr to view/print
an application,
resume and cover
letter.

«— Select All to view
multiple applications
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