Recruiting in VTHR Create New Job Opening

Quick Reference Guide

Step

Action

Begin by navigating to the Create New Job Opening
page. Navigation:

Main Menu -2 Recruiting = Create New Job
Opening

The default Job Opening Type is Standard
Requisition.
Do not change this setting.

Select your Business Unit (Agency or Department) by
clicking on the drop-down arrow.

Verify that this is correct — the Business Unit
ensures that the approval process and position
information are correct.

Select your Job Family by clicking on the drop-down
arrow. The choices are:
Classified/Competitive
Internship

o Non-Classified/Exempt

e Temporary

e Vermont State Police
The Job Family choice determines the template of your
job posting.

5. | Select the Position that will be filled.
Verify that both the Title and Position Number are
correct.

6. | The Job Code and Posting Title will populate from the

Position information. Do not change unless you and
the Recruiter have decided otherwise during Pre-
Recruitment Planning.

Click the Continue button.

Favovrites Main'Menu > Recruiting » Create Mew Job Opening

Create New Job Opening

Enter Primary Job Opening Information

Select a Job Opening Type, Job Family and any other information you require to create a Job Opening. Select
Continue once you have entered all required information.

TMcAfee - |

Home | Add to Favorites. | Sign out

(@Hetp B niip

Job Opening Type: Standard Requisition
Business Unit: The State of Vermont O
Job Family: A

Position:

Job Code: e

Posting Title:

Continue

Select your Department/Agency
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7. | Review the Job Opening details.
Use the vertical scrollbar to view the entire page. ORACLE
Fovorees  Man Menu : Recrufng > Create Mew Job Openng
If any changes are needed, contact your HR Create New Job Opening
Administrator. Do not submit the Job Opening until Job Opening
you are satisfied that the position information is — P Chamist
@ 99 . . Job Opening Stahes: 0 Duaft
correct. You can “Save as Draft” while any questions Py Pt Cremints ancoie awmo
are under review. aressiorimgl veolii
Jobs Faimity: 000003 ClassfiedCompetitve
Save & Submit  Save as Drafl  Cancel Previous Sep  Poext By
8. | Click the Hiring Team tab. F—
— Job Opaning Detals Hising Taam Pagtng infsemation Qualdicasons Screaning
Hiring Team
“Taenplabe I0: 10155, ClassifiedTompedive
Job Opening Type: Standard Requismsn
- - - i . @ Jim Smith
9. | Click the Add Recruiter Team link. crosnts sz B
“Openings 1o Fil Limitaad -
Add Recruiter Team Target Gpenings: i
Avrailable Openings: 1
Estabfishment I0c WT 4, State of Vermon
Click the Select option. pusiness it e
Coampany: W . Stale of Vermont
Dopammant: HZDOTIZ10 “, HSLab-Chemistry
Click the OK button. T e i
) A AN LOCTInE
Select the Primary Recruiter assigned to your Job Opening Details Posting Information || Qualifications | Screening
Department T ————————————————————
10. Click the Add Hiring Managers link. To a33ign & Recruter 1o the Job Dpaning selact the Add Recruters hyperink. To add & Recruter Team
| .. contaning one Or more recruters, to the Jod CDtﬂﬂQ select the Add Recruter Team hyperink
Add Hiring Managers , s G o S IO
No Recruiters have been added to this JatiOpening
11. | Enter the name of the Hiring Manager or click on the ] agd Recruiters

magnifying glass to search. (The name format is first
name then last name.)

If a proxy is completing the Job Opening, enter the
actual Hiring Manager’s name here.

Also on the Hiring Team tab, add your HR
Administrator as an Interested Party.

To assign a Mring Manager fo the Job Ogening select T <00 Hirng Managers hyperink. To add a Mring
Manager Team containing one or more hiring managers 1o the Job Opening select the Add Hiring Manager
Team hyperink

o s er to the Job Opening select the Add hterviewers hyperink. To 90d 8 team of
nterviewers selact the Adc intervewer Team hyperink
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12. | Toenter additional information about the job posting,
click on the Posting Information tab. Select “Not
Visible”, Description Type “Other Information” and Job Opening Details Hiring Team Posting Information Cualifications
Description ID “Hiring Manager Notes”.
Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the
In the text box include anything Field DHR or posting you wish o delete.
.
Recruitment needs to know, such as contact _ _ _ _
information and preferred qualifications. . e
13. | Click the OK button.
(] Add Job Postings
14. | Click the Save & Submit button. “Visible: Not Visible v i
| . Save & Submit | *Description Type: Other Information v
Description ID: £ Hiring Manager Notes ¥
peseripton: 2R @ @ Qb EMEe = Q i
15. | This (_:oncludes thg required steps to Create a Jpp Fomat || Fot  <|| see <||B I U S
Opening. For additional information, see the Hiring R — A -

Manager Manual.

Add Posting Descriptions

Important Note for first-time Hiring Managers

[Are you a new hiring manager? In order to expedite the recruitment process and
ensure the best possible resulis, please call Recruitment Services at 328-6700, option
1, then option 4. {Or, send an email to dhr.recruitment@vermont. gov and request to
schedule a phone appointment.) Your assigned Talent Acguisition team member will
review the following details with you and discuss next steps.

Flease indicate the employes being replaced {if not
entered in the Job Opening Details). If new,
indicate that.

ha should be listed as the person for applicants
to contact with questions? Please include the
phone number and/or email address.

lAre you requesting to recruit at multiple levels? If
a3, specify.
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