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Creating a new faculty or administrator search
 
Create a New Faculty or Administrator Job Opening

Path:  Recruiting > Create New Job Opening
 

 


Start by selecting Job Family from the drop down list. The system uses the Job Family to display all job openings.  (Please note all Faculty use the Job Family of 200.)

Next, enter your Position Number or use the lookup (magnifying glass next to box) to give you a list of positions with this Job Family.

Click Continue to move to the next page.


Note:  You can collapse the menu on the left side by clicking the Minus button next to the Menu heading.  This will allow you to see the full screen.








Scroll down the page to review and complete the required fields.


The required fields are as follows:  

1) Recruiting Location - select a location that helps identify your department to an
      applicant (use lookup/magnifying glass)

2) Projected fill date – the date you hope to have someone hired



Continue to scroll down.  Do not enter the Employee being replaced.





Click Add Team to select the appropriate team.




Put checkmark in box for Team ID to select Affirmative Action/ HR Admin
for all Board of Trustees appointed Faculty and Administrator positions.
You must get prior approval from Affirmative Action.




Click the OK button.




On the next panel checkmark your Primary Recruiter.


You will always select Donna Ernst.





Continue by clicking on Add Job Posting.




You will now start creating your Job Opening Posting Information.


 (
1 – 
Search Committee
)


In the Visible Field, select Office Only.   In both the Description Type and Description ID, select Search Committee.

Follow directions in the box to assemble a diverse Search Committee.  Delete the text in the Description box and add your Search Committee.  Click Add Posting Descriptions.


Reminder: Affirmative Action monitors the Search Committee makeup before they approve the posting of the position.








 (
2 – 
Equal Opportunity Information
)


In the Visible Field, select Internal and External.  For Description Type and Description ID, select Equal Employment Opportunity. The system will automatically populate – DO NOT CHANGE the wording in this statement.  Click Add Posting Descriptions.







 (
3 – 
Position Description
)


This box shows up on ULink for current employees & on UofL Job Site for visitors.

In the Visible Field, select Internal and External.  In Description Type, select Postion Description.  Cut and paste your Ad into the Description box.  Because this is the information the applicant is viewing online you do not need to put the UofL Job Link or indicate to apply online in the body of your Position Description Listing.  


	TIP:  If you use MS Word to cut and paste your description into this box, you will need to verify the information.  There is a documented problem pasting documents into PeopleSoft.  The system will change an apostrophe mark to a question mark.  If you use Note Pad or paste it into GroupWise from MS Word – do a spell check and then you are ok to cut and paste it into PeopleSoft. 







Click Add Posting Descriptions to add external publication posting.




 (
4 – 
External Advertisement
  
)(e.g., Chronicle of Higher Education)


In the Visible Field, select Office Only.  For Description Type, select External Advertisement 1.  You will be putting your external ad in the description box below.  Be sure to include the following text as part of the external ad.

Always include in the text of this ad
“applicants must apply online at www.louisville.edu 
for Job Opening # __________.




Click Add Posting Descriptions.


 (
5 – 
How to 
Apply
 statement is shown as Faculty/Administrator in the drop-down
)
In the Visible Field, select Internal and External.  For Description Type and Description ID, select Faculty/Administrator.  A brief description should automatically populate to provide instructions to the applicant while they are applying for the job opening. 

























Now scroll down to Job Posting Destinations. 
Job Posting Destinations

Enter a Destination of Internal-Faculty and Posting Type of Internal with the Date to start the posting and a date to remove the advertisement.  This is the posting of the position that will be visible through ULink for current University of Louisville employees.

Click Add Posting Destinations.

Enter a Destination of External-Faculty and Posting Type of External with the Date to start the posting and a date to remove the advertisement (should always be the same as above).  This is the posting of the position that will be visible through the University of Louisville’s website for all visitors.

Both entries are required to allow internal and external candidates the opportunity to apply for the job.





Faculty vacancies “should” not posted longer than six (6) months. 

Click Preview and review work.










After reviewing the advertisement, you may need to make some corrections to certain areas of the Job Description.  Click Return to Previous Page link.  Make the necessary corrections, and click the OK button.  This will return you to the Job Opening page.


Click the SAVE & SUBMIT button to submit your advertisement to Affirmative Action for approval.  Scroll back to the top of the page to see the Job Opening ID# – be sure to write it down.  In your External advertisement information, you will need to add the Job Opening ID# to the text of the ACTUAL external advertisement. 








Go to Find Job Opening and enter your Job Opening ID#.  In the drop-down menu take out ‘Open’, select the blank field, and Search.








Click on Title under Job Opening.  Job Opening Status will say ‘Pending’, after approval it will say ‘Open’.
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