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Underutilizatio

n:

Visible Field Office Only

Description
Type
Description
ID

Description

Underutilization

Leave blank

Text will auto
populate. Do not
edit.
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Job Descriptions Eind First K 12 02 I Last

*Visible: Office Only - i
*Description Type:  Underutilization |L]

Description 1D: -

Description: This Position is not underutilized [

Add Posting Descriptions

@ Underutilization is based on the Job Family code associated with the job code, and will
populate automatically. Underutilization for staff positions is university-wide.

If your position is underutilizedor females and/or minorities, then you will need to form
a Search Committee. You may be asked to give additional details on reasons for selection

or non-selection from candidates in the pool.

If the position is not underutilizedskip adding a Search Committee and move to the next

step.

Search Committe (If position is underutilized)
Click Add Posting Descriptions

Visible Field Office Only

Description
Type Search Committee
Description . — B
ID Search Committee *Description Type:  Search Committee -
int . Description ID: Search Committee -
DeSCHptlon TeXt WI“ auto Description: Wlways remind your Dept. Manager /Chair to assemble a diverse Search Committee - E @
Affirmative Action DeptHR monitors the Search Committee makeup before they approve the (=]

populate with

posting of the position. Ifyou are unable to appoint a diverse committee, please give a brief  _
P

T

Add Posting Descriptions

instructions. List the
information
requested at the
bottom of the text
box.

—
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Position Description:
Click Add Posting Descriptions

Visible Field External Only

Description
Type
Description
ID

Description

Position Description

Leave blank

Type or paste your
position description in
the text box. This will
be the description
that will be posted as
your advertisement.

How to Apply— Staff Positions:
Click Add Posting Descriptions

Visible Field External Only
Description How to Apply — Staff
Type Positions
Description How to Apply — Staff
ID | Positions
Description| Text will auto
populate with
application
instructions. Do not
edit.
Equal Employmen©Opportunity

Click Add Post

Visible Field
Description
Type
Description
ID

Description

ing Descriptions

External Only
Equal Employment
Opportunity

Equal Employment
Opportunity

Text will auto
populate. Do not
edit.
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*Visible:
*Description Type:  Position Description

External Only -

Description ID:
4

Description: Enter your description here &
Add Posting Descriptions

~Visible: External Only D v

*Description Type:  How To Apply -Staff Positions v

Description ID: VHow to Apply - Staff Positions )

Description: To apply for this position, please click on the "Apply Now” button on this page or by clicking  ~ <&
on Return to Previous Page link. This will take you back to the Careers/Job Listings page, =/
once there put a check in the box for each Job Title/Job ID that you want to apply for. Be sure _

Add Posting Descriptions

“Visible: External Only =

*Description Type: Equal Employment Opportunity  ~

Description ID: Equal Employment Opportunity =

Description: The University of Louisville is an Affirmative Action, Equal Opportunity, Americans with &V’

Disabilities Employer, committed to diversity and in that spirit, seeks applications from a broad
variety of candidates.

Add Posting Descriptions
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The university advertises all staff positions locally to support our EEO/AA planning objectives. You must
add your speedtype for the $125 charge. Click Add Posting Descriptions

Visible Field Office Only
Description Courier-Journal —
Type Speedtype #
Description CJ—Enter Speed Type
ID | #ONLY

Description Type in the speedtype
you wish to use for
the $125 charge

External Advertisement 1 (Optional)

*Visible:
*Description Type:

Description ID:
Description:

Add Posting Descriptions

Office Only = i}
Courier Joumal - SPEEDTYPE# =

CJ -Enter Speed Type # ONLY -

Speedtype - 000K &

Use this option if an ad will be posted in a publication other than UofL Careers, including if you would
like to place an advertisement in Job New Louisville or an individual ad in the Courier Journal. Click Add

Posting Descriptions

Visible Field Office Only
Description| External

Type Advertisement 1
Description

ID Leave blank

Description For a Job News
Louisville ad or an
individual CJ ad,
please note that in
this text box with your
speedtype and notify
your Employment
Coordinator. If you
will be placing it in
other publications,
please list them here

as well.

*Visible:
*Description Type:
Description 1D:
Description:

Office Only - ﬁ
External Advertisement 1 hd

-
Would like Job News ad for 4/8/12 - 412212, SpeedType - JGGX @

Will place ad on SHRM website 4/8/12 - 4/22/12.

Add Posting Descriptions
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Preview Job Opening Job Description
U Click Previewto review the posting. Job Tite: Hgr Employ Sves
dohD: 999999999999999
Location:

U After reviewing the advertisement, you
may need to make some corrections to

Certaln areas Of the JOb DESCI’IptIOI"I Return to Previous Page Switch to Internal View
Click Return to Previous Pagénk. Make Equal Employment Opportunity
. . The University of Louisville is an Affirmative Action, Equal Opportunity, Americans with Disabilities
the necessary Correct|ons' and C||ck the Employer, committed to diversity and in that spirit, seeks applications from a broad variety of
candidates.
OKbutton. This will return you to the ynderutiization

This Position is not underutilized

Job Opening page.

Minimum Qualifications

Master's degree in Human Resource | , Public Administration, or a related field and five
years of related experience. Additional experience may be used on a one-to-one basis to offsetthe
1] H 1 H 1 educational requirements. The university offers market competitive salary and benefits. Grade EH.
U Click Save and SubmitThis will send a iyl ol
workflow to Em ploym ent Services for Prefer candidate to have SPHR certification.
approval. Scroll back to the top of the page Pasition Descrigtion

Enter your description here.

to see the Job Opening ID — be sure to write

How To Apply -Staff Positions

|t down . To apply for this position, please click on the "Apply Now™ button on this page or by clicking on Return
to Previous Page link. This will take you back to the Careers/Job Listings page, once there puta
check in the box for each Job Title/Job ID that you want to apply for. Be sure not to use your back
arrow while completing your application. You must answer all required fields and submit your
application by clicking on the "Submit” button. We recommend you apply no later than 7:00 PM on
Monday, otherwise the system may be unavailable due to maintenance, and the job you want to apply
for may no longer be posted.

G are ilable for ication st ission atthe Human Resources Department located at
1980 Arthur Street - Louisville, Kentucky 40208. For more information, please contact us by email at
employ@Iouisville.edu or by phone 502-852-6542.

If you require i or accor ion with our online i process, you may schedule
an appointment at (502) 852-6542 with Employment Services atthe Human Resources office located
at 1980 Arthur Street, Louisville, KY 40208.

Return to Previous Page Switch to Internal View

Path in PeopleSoft:
RECRUITIN” FIND JOB OPENINGS

1. Remove Open from the status field by selecting the blank line from the drop-down menu.

2. Enter Job ID # and click Search button.

NOTE:If you have any questions please work with your employment coordinator. If you
need assistance immediately and your coordinator is out of the office you may contact
employment@Iouisville.edu or call 502.852.6542.

]
1

—
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ManageApplicants

Be sure you have set up Trusted Sites and allowed pop-ups, applied the Microsoft Office

Compatibility Patch (page 1) and enabled download security setting to allow your

computer to download attachments BEFORE you start (page 1).

Path in PeopleSoft:
RECRUITIN” FIND JOB OPENINGS

Find Job Opening

Enter the Job Opening ID#

Click Search

P wnNe

applied for your position.

Viewing Applicants:

Remove the status Open by selecting the blank line from the drop-down menu

Click on the Job Title. This brings you to a Manage Applicants list of all the applicants that have

You can put Job Opening
applica ntsin Posting Title: HR Internal Business Use Only Job Opening ID: 27586
aIphabeticaI order by Job Opening Status: 010 Open Job Type: Standard

. . Position Number:
first name —orin ID #

00008317 Magr Employ Svcs
Standard BU
Administrators

Business Unit: UOFL1
or Deposition Order. Job Family: 108
Click the applicable
PP Esae FFcione [Ef Create New

title to re-order.

Previous Job Opening |MNext Job Opening |J00 Cpening

List

Manage Applicants |

View Applicants Screen Applicants

Manage Applicants

View, save or print
a Resume or CVs: Display: Al

Appllcants
Click on the icon of a

page in the resume

| Activity & Attachments | Job Opening Details

Interview Schedule

Customize | Find | Vies

First B 175 o 75 B Last

20 |
m L“t *Take Action

11/05/2011
test fixi 203447 | Ext lied Select Act
column. (Remember [ test i S gaspy | SolectAction.
you must have set up [ |nerr test 202740 |Ext Applied ﬁgﬁm Select Action... -
Trusted Sites on your 7] |mememe test | 204511 | Ext Applied :“f‘z{lﬁﬁm“ Select Action... M
computer & Allow :
Popups. See page 2).
(=)
Last updated 10/23/13 Ctrl + Hometo return to Table of Contents
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@ Our system can only accommodate one resume attachment at this time. If applicants
wish to add a cover letter, they are instructed to combine it with their resume document.

@ Any applicant with “HOLD” status may indicate that that applicant has accepted another
position.

@ HELPFUL HINTF.you are having trouble getting the attachment to open, you may be able
to open it by holding your CONTROL key down and clicking the icon at the same time, until
it ask you if you want to view a document.

—
[N
w

| —
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2. Select server name: PSNTotherwise the report will not run correctly).

A Click OK

UserlD: 51415214

Process Scheduler Request

Run Control ID: JOB_APP_AND_RESUME

A Then, click Process

Server Name: PSNT

H Recurrence:
Monltor Time Zone: Q
Process List
A You may need to click Print Resumes Attachment

Refresha few times.

OK I Cancel

3. Once you see Succes® Posted- click on Details.
4. Click on View Log/Trace

5. Click on the link name that has the PDF extension
and you should be taken to a PDF file that has all
applications and resumes submitted for the Job ID
you entered.

Path in PeopleSoft
UofL CUSTOM MENSEE)

Select the process: Print Individual Applicant Res

Run Date:|04/02/2012 El
Run Time: |2 14:51PM Resetto Current Date/Time |

Select |Description Process Hame Process Type *Type *Format Distribution

L_PRTAPP SQR Report Web ~ PDF ~ Distribution

Process Detail

Instance: 2630958 Type: SQR Report
Name: L_PRTAPP Description: Print Resumes Aftachment
Run Status: Success Distribution Status: Posted

R e pracess

Run Control ID: JOB_APP_AND_RESUME Hold Request

Location: Server QuosalRequest
[EE— Cancel Request
©) Delete Request
Recurrence: Restart Request
RequestCreated On: 04/0212012 2:16:23PN EDT Parameters Transfer
Run Anytime After: 04102/2012 2:14:51PM EDT Message Log
Began Process At: 04102/2012 2:15:43PM EDT Batcn Timings
Ended Process At: 04/02/2012 2:16:12PM EDT View Log/Trace

UL HR GENEWAL ) UL JOB APPLICATES®) PRINT

INDIVIDUAL APPLICANT RES

In the next window, click on “Search” to find and select the “Run Control ID” (this will be the one you

created in the previous).

Input the job id number; in the applicant id box, either enter the applicant id, or click on the magnifying
glass to see the list of applicants that applied for that job id and select the one you desire to view/print.

Then follow steps 4 - 7 from the previous process.

]
15§

—
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Manage Interviews

Path in PeopleSoft:
RECRUITIN“ FIND JOB OPENINGS

Recording Interviews

Manage Interviews:
All applicants that were interviewed must be recorded in PeopleSoft.

1. Check each applicant that you interviewed (even your preferred candidate).

2. Use Group Action, Manage Interviewsven if you interviewed 1 or 20 candidates. We do not
use Interview Scheduling at all. Then click Go.

3. Enter EMPLID of the person who
did the interview (only the

search committee chair or Applicant Name:  test fxx 10: 203447
L. . , ["] Notify Interview Team || Hotify Applicant
main interviewer's e T e ™
information needs to be Generate Letter  Email Applicant Upload Letter
t d * Interview Schedule
entere ) Interview Date |Start Time |End Time | Time Zone :ﬁg‘ewﬁ :‘;i:w E? Location rrr
Deborah
4. Enter the date of the 03/268/2012 [+ | [ [ Q [1025688 Qoo Departme g m

interview.

5. Enter the type of interview.
Department is used most often for
staff interviews.

6. Continue Down the List - then Save & Submit.

@ Most of the time, this is all you need to do on applicants that you interviewed and who
are not your preferred candidate. Howevey sometimes your employment coordinator
may need you to give an additional reason for not selecting someone you interviewed. If
that is the case, you will need to do an interview evaluation.

16

—
| —
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Interview Evaluation:
You must do an interview evaluation for Display: | Al v

your preferred candidate. This is done after

you enter the interview dates, like all the

[ |ManowTest |198815 Ext nteniew B fﬂ’gzﬁm [ Select Action |
others interviewed.
1. Return to manage applicants, click on
Word InteNleW neXt tO the app|ica nt'S Interview Date: 0312812012 @ Interview Type: Depariment Level Inter =
name, then Create New Evaluation. T T T T
Education/Training Excellent - 0
. . L. Work Experience Excellent - 0 )
2. Rate Applicantrate education/training
and Work experlence Overall Rating: Excellent -
Recommendation: 020 Make Offer -
3. Overall Ratingrate your applicant
This candidate exceeded all of the minimum qualifications .. | @
4. Recommendationmake offer
5. General Commentsive clear job
relatedreasons why this applicant is Save | _SubmnEvaluation | _Cancel | Retum toPrevious Page

your preferred candidate, and why you
selected them above all others in the pool.

HELPFUL HINT: Use your browser copy (or right click > copy) command and copy the
statement you just typed in the comment box. You will need this statement again in the
job offer, and copying it now can save you time.

6. Click Submit Evaluation
7. Then, Return to Previous Page

8. Once there, click on the job title — that will take you back to your applicant list.

]
17

—
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Offer Approved by Employment Services

Once an offer has been submitted, your employment coordinator will review and update the status to
Extend 010approving the offer and the salary. Your coordinator will notify you via email when
completed.

Update Offer to Accept
Once the preferred candidate has accepted the contingent* offer, come back to the offer page from
Manage Applicants. Click on the disposition of Offer next to the preferred candidate’s name.

@ *The state of Kentucky requires criminal background checks (CBC) on all initial hires. A
CBC panel in PeopleSoft must be completed to initiate the CBC. PeopleSoft path: UL
Custom Menu > UL HR General > Background Check > CBC Data Entry. Instructions can be
found from CBC training on HR website.

1. Scroll down and click on the yellow Edit Offer button.

2. Scroll up the page and change the status
from EXtend 01&0 ACCGpt 020 If |t Job Opening: 27586 HR Internal Business Use Only
Business Unit:

does not say extend, your employment

Position Number: pgpog317 G Mgr Employ Sves

. , .
coordinator hasn’t approved it yet. e ot oty S
Offer Date: 04/02/2012 [
3. Scroll down to the comments box and Hiring Manager: Q
i Recruiter: 1415214
click Add a Comment(If you have Q  Paula Soder
Letter: PA_OFFER_LETTER - Date Printed:  [04/02/2012  [51
problems addlng anOther Comment, you Generate L etter  Email Applicant  Upload Letter
can also add this information with the :""‘“'“' —
eason. -

other comments). Enter the following:

A EMPLIGIf known)

A Date of Birth

A Paygroupli.e. P12, B24, B25)

A Hours to work(i.e. 37.5, 40)

A Start date(same day as they will attend orientation). Remember, the CBC must be

completed prior to starting.

A CBC sequence numbelf transfer or promotion that doesn’t need new CBC, note that.

Last updated 10/23/13 Ctrl + Hometo return to Table of Contents
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2009 Staff Utilization by Job Family

2009 Underutilization

Job Famil Job Family Description

Educational Administrators (graded staff) NOME
105 Administrators {grade staff) NOME
200 Faculty See Affirm Action
301 Financial NOMNE
302 Management & Other Analysts NOMNE
303 Buying & Purchasing Prof MONE
304 Personnel & Training NOMNE
305 Higher Education Prof NOMNE
306 Archiitect, Eng & Sunyeyor NOMNE
307 Computer Prof NOMNE
308 MNatural & Math Sci. Prof NOMNE
309 Physician & Health Diag Prof NOMNE
310 MNurse NOMNE
311 Iisc Health Workers NOMNE
312 Counselors & Advisors NOMNE
313 Librarians Archivists & Curators NOMNE
314 Psychalogist & Social YWorkers NOMNE
315 Sports Professional NOMNE
316 Writers & Editors NOMNE
317 Public Relations Spec NOMNE
318 Clinical Lab Technolagist NOMNE
319 Electronic & Science Technologists NOMNE
320 Wisc Professionals NOMNE
321 Academic Advisors NOMNE
322 Research Scholar Professionals NOME

Color Key

Yellow=PA
Positions

20

—
| —
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Prepare for Hire C hecklist (page 2)

|:| Salary - hourly rate (for classified) or annual rate (for P&A).
[ ] Offers greater than the mid-point of the grade require HR review and Dean/VP approval
|:| Start date |:| Pay group (i.e. P12, B24, B25) |:| Hours to work (i.e. 37.5 hrs)

If the position is underutilized and the selected candidate does not address the underutilized area your
employment coordinator or Affirmative Action may request additional evaluation on other candidates
in your pool.

[ ] Prepare and submit the Job Offer. Include comments from Interview Evaluation.

[ ] Get HR approval to Extend Offer for the requested offer amount. You will receive an email from
your Employment coordinator when the job offer is approved.

[ ] Discuss contingent offer with the selected candidate.

@ Remember, offer is contingent on the completion of a criminal background check (CBC) and/or physical
exam (if required) and proof of US Citizenship or authorization to work in the US.

[ ] Once accepted, have selected candidate complete the CBC authorization form.
[ ] Initiate CBC in PeopleSoft.

[ ] Fax CBC authorization form with fax cover sheet to HR @ 852-5665. Include the sequence number
on the form and cover letter.

@ For background checks on all initial hires, allow 5 business days for the CBC results. Employment
Services processes the CBC with the vendor. The department will be notified via email when the CBC is
completed and can proceed with the hire. If there are any issues, the department will be contacted via

phone.

[ ] Return to Job Opening and change your candidate’s offer disposition from Extend to Accepted.
[ ] In the comments box, add a note to the top of your previous statement with the following:
[ ] EMPLID (if known) [ ] Date of birth [ ] cBC sequence number

[ ] Update offer panel to “ACCEPTED” and notify employment coordinator of acceptance and
desired start date.
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