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UNCG - JOBSEARCH

On Line Recruitment System

Prepared by Betty Betts/HRS/UNCG/10/07
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Human Resource Services

Employee Services Staff

For Jobsearch issues contact:

Â Toby Bass ïtabass@uncg.edu

Â Carol Benjamin ïcbbenjam@uncg.edu

Â Betty Betts ïbsbetts@uncg.edu

ÂGlendneil Blackmon ïglblackm@uncg.edu

ÂWendy Clayborne ïwlclaybo@uncg.edu

Â Tammy Waddell ïwaddellt@uncg.edu

Â Kathy Watford ïk_watfor@uncg.edu

336-334-5009
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OBJECTIVE

ÂUnderstand UNCG - Jobsearch Recruitment 

System Concept

ÂUnderstand creating a requisition 

ÂUnderstand your role after job is closed and 

removed from the web

ÂUnderstand approval process

ÂQuestions
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Jobsearch User Types

ÂPreparer (used in very few situations)

ÂHiring Manager

ÂDepartment Head

ÂAVC/Dean

ÂVC/Provost

ÂGuest User

ÂHuman Resources
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Jobsearch Line of Authority
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Jobsearch Workflow

Preparer Creates
Sent to Hiring

Manager/

Hiring Manager

Creates

Sent to Human

Resources

Approved for

Posting
Posted

Position Closed

Removed From Web

Applications of Qualified

Candidates Sent to Hiring

Manager for Review

Final Candidate

Selected - Sent to

Department Head

Final Candidate

Sent to Vice

Chancellor/Provost

Candidate

Approved - Sent to

Program Manager

to Make Offer

Offer Pending -

Program Manager

Offer Accepted -

Program Manager
Position Filled

Offer Declined -

Program Manager Repost/Cancel

Go to 2nd Choice

Hiring Manager

Hiring Manager Hiring Manager & HR

Hiring Manager
Ascending levels of approval to

initiate recruitment requisitions in

the Jobsearch  System

Preparer (preparer)

Hiring Managers (hiringmanager)

Human Resources (humanresources)

Department Head (departmenthead)

Associate VC/Provost/Dean

(avcdean)

Vice Chancellor/Provost (vcprovost)

Returned to HM

Returned toPreparer
Request Repost

Candidate Not

Approved Return

to HM

Final Candidate

Sent Associate

Vice Chancellor/

Dean

Jobsearch HRS

HR Hiring ManagerHiring Manager

HR

Department Head AVC/Dean VC/Provost

HR

Hiring Manager

Hiring Manager

Indicates Email Sent

Whenever the email

symbol appears it

indicates an email will be

sent when that particular

action takes place

Prepareor

Hiring Manager



Getting Started

Go to http://jobsearch.uncg.edu/hr
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Enter User Name

Enter Password
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Multiple User Types

Select Change User 

Type 

Select user type 

needed

Select Change Group
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Create Requisition

To create requisition 

select From Template
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Create a Requisition from an 

Existing Template

View drop down menu 

for existing templates
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Select a Template

Select existing 

requisition template
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Create Requisition From 

Existing Position

Select Create
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Create Requisition

Enter posting details

Continue through end 

of form
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Complete All Required Information

Required information 

is denoted with an 

asterisk

When errors occur an 

error message will 

prompt the user for 

corrections



Requisition Recruitment Range

ÂWhen entering salary information, use one of 

the following two options:

ÂMinimum rate to 10% above market rate

or 

ÂMinimum rate to maximum rate
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Special Advertising - Graystone

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



Information about 

Graystone Submissions
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Access Graystone Template
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Scroll to bottom 

of  page and 

select  link to 

Graystone 

Template
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Graystone Advertising Group 

Submission Form

Complete all required 

information
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Submit Graystone Ad

When the form is completed, 

select Submit Query



Save Your Work
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ALWAYS save your work!

Select óSave and Stay on 

This Pageô before you 

continue to the next 

page.
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Continue To Next Page

When all required 

information is entered 

on the requisition, 

and you have saved 

your  select Continue 

to Next Page
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Structured Interview Questions

Tab moves from 

Posting Details to 

Structured Interview 

Questions

Click here to see 

examples of structured  

interview questions 

provided by the Office 

of State Personnel
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Sample Structured Interview Question 

Topics

Select topic
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Sample Structured Interview 

Questions

Highlight question and copy (CTRL-C)
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Structured Interview Questions

Paste (CTRL-V) selected question 

and repeat
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Structured Interview Questions

Typed questions can also be entered

Save & Continue
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Documents

Select Attach if job 

description is needed



Job Descriptions

Â 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:

Â 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

Select Browse to 

attach a document
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Paste New Document

Or Paste (CTRL-V) a 

copy here

When document is 

attached or pasted, 

save and select 

Continue To Next 

Page



Posting Specific Questions

ÂQuestions should relate directly to the key  

competencies listed on the requisition.  If 

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

Select Add A 

Question

Posting specific 

questions are not 

required for graded 

positions

All questions will be 

reviewed by HRS
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Add An Existing Question Or 

Create A New Question

Select Search for list 

of existing questions

Select Create a

Question to add a 

question which is not 

on the list of existing 

questions
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Existing Questions

Select View to see 

the complete  

question and all the 

possible responses
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Add Existing Question

Select Return to 

Search to view list of 

existing questions

Select Add This 

Question to include 

in posting specific 

questions
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Add a Question

Select Add Another 

Question to select 

and include another 

posting specific 

question

Repeat process if 

needed

When all posting 

specific questions 

are entered, save 

and select Continue 

To Next Page



38

Create a Question

Type question and possible responses

If question is open-ended, 

select answer type
Select Submit Question when completed
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Questions Added

When all posting specific 

questions have been 

added, select Continue To 

Next Page
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Guest User

Select Activate Guest

User if needed



41

Guest User Name & Password

Guest User Name is 

automatically 

generated by the 

system

Create password

Save and select 

Continue To Next 

Page
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Send to Human Resources

Review and select 

Send to Human 

Resources

Select Continue and 

Confirm

System sends email to 

Human Resources
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Whatôs Next?

Â Human Resources verifies and/or edits the requisition 

and approves for posting

Â Hiring Manager receives email from system

Â Job is posted to the web

Â Hiring Manager receives email from system 

Â Applicants apply for the position

Â Job closes and is removed from the web

Â Hiring Manager receives email from system

Â Department reviews applications

Â Department may request a repost
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Reports

Select Get Reports 

List 
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Generate Priority Preference Report 

Select Generate Report

to view an applicant list

with promotional priority

requests and veteran 

status of applicant
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View Applicants

Find the position 

and select View
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View Applicants

Select View

Application, Res, 

Cvr ltr to view/print 

an application, 

resume and cover 

letter.

Select All to view 

multiple applications


