AppState Careers

Faculty Posting User Guide: Steps to Getting Started!

Start with creating an effective posting.

1. Start with the Faculty Search Committee Checklist and reference the Faculty
Recruitment and Selection Policies and Procedures Manual.

2. Search Chair or Department Head or Dean Director creates posting in AppState
Careers
(Applicant Tracking Module — Blue Ribbon Bar) > submit to next level for approval > HR
posts position once approved > Search Chair receives system email once position is
posted.

a. View Step-by-Step Guide listed below for posting (pages 4-10)

b. Addendum C (< fillable form) can be used as a working document to transfer
into AppState Career system.

c. Newly formed faculty search committees are requested to register for Faculty
Diversity Recruitment Training through the workshop scheduler and may also
contact searchsupport@appstate.edu to obtain ad hoc training and support in
the search process.

d. Search Committee Guidance and Strategies Training is offered but not required
to start a posting. Access the workshop scheduler for training here.

e. One-on-one search committee strategy sessions or system training can also be
scheduled with appropriate HR contact.

3. All postings are posted to the Chronicle/Vitae, HigherEd Jobs, Local Job Network, and
HERC

(HigherEducation Recruitment Consortium), and Indeed. Find more recruiting resources
here.

4. Refer to the Faculty User Guide for next steps after position is posted.



https://hr.appstate.edu/sites/hr.appstate.edu/files/revised_faculty_search_committee_checklist_2019_pre_position_module_0.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/faculty_recruitment_selection_policies_procedres_7-2019.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/faculty_recruitment_selection_policies_procedres_7-2019.pdf
https://appstate.peopleadmin.com/hr/
https://hr.appstate.edu/sites/hr.appstate.edu/files/faculty_posting_guide.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/formv2_-_template_for_faculty_job_descriptions_1.docx
https://workshops.appstate.edu/detail.aspx?key=1991
https://hr.appstate.edu/node/1005
https://hr.appstate.edu/sites/hr.appstate.edu/files/faculty_search_committee_chair_guide.pdf
mailto:leders@appstate.edu?subject=Faculty%20Posting%20Question
mailto:johnsonmr@appstate.edu?subject=Faculty%20Posting%20Question
mailto:crowellnd@appstate.edu?subject=Faculty%20Posting%20Question
mailto:silverch@appstate.edu?subject=Faculty%20Posting%20Question
https://workshops.appstate.edu/detail.aspx?key=2017

AppState Careers

Faculty Postings — User Guide

The purpose of this guide is to provide instruction and orientation to the AppState Careers
system (PeopleAdmin) for the department to post a Faculty position using the Applicant
Tracking Module.

Faculty Posting Workflow

Beginning August 1, 2019, Faculty Postings will be created in

the AppState Careers online system.
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1 Applicant Tracking Module

1.1 Select Applicant Tracking Module & User Group:

e Loginto the PeopleAdmin System using your AppState username and password
www.jobs.appstate.edu/hr
e Click === (top left) and choose Applicant Tracking

O Applicant Tracking System

e User group must be selected (top right).

User Group: Users that can create postings are Search
Search Committee Chair Chair, Department Head, Dean/Director, and

Vice Chancellor.

*If you receive a message at the top of the screen “Sorry, you don't have permission to access this object.”
Contact HR in order to obtain proper access to this posting.

1.2 Create Posting

1. Navigate to the blue menu bar, choose Postings dropdown, and choose Faculty

Welcome, Nancy Crowell My Profile  Help | logout

User Group:
Office of Huan Resgyutes Department Head v
SHRA Staff
Welcome to! EHRA Non Faculty Staff
InfoMart is Ap Faculty new background check provider. InfoMart provides a quicker turnaround time, unrivaled accuracy, trusted security, and global capability.
Temporary ’ N . .
« LookUp: ___ 1 Management and Applicant Tracking (Hire) by clicking on the 3 blue dots .- top left of screen.
« Look Up: Access the Performance Management Portal by clicking on the 3 blue dots -+ top left of screen.
2. Click the orange button to create a new posting
Office of Human Resources wl;op;r:;:_“ Haad -

Home Postings = Hiring Froposals ~

Postings / Faculty Tr

Faculty Postings

Click on B0
Pleaze check

HIGER below o view arher search oprions
& helpful Help section an Searching and Saving Searches

Search Chair should only Create an ERHA Non Faculty Posting once the Position Description Action is Approved.

Finca tha Sasrch Fhaic hae rarammandad 3 finslier tha hiring surharine adll aa fa tha naching snd anan in tha finaliere snnllzatian snd slel Srare Wirine Orannesl |


file://ustor.appstate.edu/hrs/Michelle%20Johnson/How%20To%20Tutorials/Search%20Committe%20Guides/www.jobs.appstate.edu/hr
https://appstate.peopleadmin.com/hr/hiring_proposals?search_id=543&position_type_id=5
https://appstate.peopleadmin.com/hr/hiring_proposals?search_id=543&position_type_id=5

3. On the pop-up screen, choose Create from Position Type

new posting?

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from Posting

Uses an existing posting as a template and automatically copies in most
information.

| R
What would you like to use to create this |

4. On the next screen, complete:
= Position Title
= Division
=  Department
You will also be required to select a Job Alerts Category. Job Alerts allow prospective employees
to receive automatic emails when a position is posted in a specific category. We have created
several Faculty Job Alerts, based on the college.

Hire Welcome, Nancy Crowell My Profile  Help  logout
User Group
Office of Human Resources Department Head -
Home Postings ~ Hiring Proposals ~ Shortcuts ~

Postings / Faculty / New Posting 1%

: New Postin;
R v

Required Informatio

Position Title

Organizational Unit

Location *

Location
i *
Department *

Interest Card
Interest Card Categories

[J Administrative Support

[J Academic/Faculty Affairs

5. Select the orange button Create New Posting. This will initiate an edit mode outlined in the next step.



6. Let’s review each tab on left hand side:
Editing Posting

Posting Details

© supplemental Questions Once in a section, you may click
© Applicant Documents Next, Prev, or Save to navigate
@ Search Committee Members between sections.

@ Evaluative Criteria
@ Guest User
@ Posting Documents

summary

e Posting Details: Complete all the information (similar to Addendum C template)

Welcome, Nancy Crowell My Profile  Help  logout

User Group:

Department Head v

Hiring Proposals ~ Shortcuts ~

1g if SC(Draft) / Edit: Posting Details

Posting Details

* Check spelling
To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu. Proceed through all sections completing all
necessary information. To submit the Posting to Human Resources, you must go to the Posting Summary Page by clicking on the Next button until you reach the Posting Summary Page or select

Posting Summary Page from the left navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.
* Required Information

Request to Recruit

Pasition Title [Test to Create Posting if SC |

Click Next to navigate to the next section.

e Supplemental Questions (Optional): Add or Create Open-Ended or Close-Ended questions for
each applicant and the responses will be included in the application profile.

Department Head v

Hiring Proposals » Shortcuts ~

g if SC(Draft) / Edit: Supplemental Questions

Supplemental Questions

Create/Select Supplemental Questions most applicable to the Posting to assist in identifying qualified applicants. Applicants will be asked the approved Supplemental Questions and their
responses will be included in their application. Note: Supplemental Questions can be assigned weights and points.

Included Supplemental Questions
pp Q Add a question

Pasition Required Category Question Status



Enter keyword to locate questions in library or create a new action.

Category: [an | Keyword: [teaching

Add Category Questlon

[ education Uid yeu graduate from a four year college or unbversity with a major in Rt Kindergarten
Education, Earty Childhood Education, of Early Childhood Special Education with
practicum intermehip xperience and related Teacher Cectification {e.g,, Rirth-Kindergarten
Certification]! i not, do you have a degree in a related field (Child Development, ecucation) ard
bwa years af auperianca taaching young children!

Pheise descrite the quaites you possess thit wondd partiadarty qualty you to be an efective
S0 Tor 8 §roup IBE pratary rEsporsaNy B 10 create afk and lsarming
ermironments for faculty and students,

Do you have teaching sxperiance?

List amy acttvities (sports, health/{itness, arts & crafts, fine arts, ete.) that you could teach or
asshit with taaching as a short course or warkshop.

Flenw dmube any horns and awards you have received: volunteer of community uqa-m.vl-uln
Spateed with and/er any special qualifications That you wish Lo be considered
|u|-|-_-r e participant, ete. )
Da you have a thorough knawkadge of practices and
techniques used In teaching preschoot children 0 to 5 years of age!
Please doscribe your teaching philusophy, your image of the yourg child and how you view
children, and your guidance and disciptine philasopiy.

Do you have 3 curment N teaching liconse?

How tmay years of instrisctional teaching experience do you have?

Do you have exparience teaching 3 business carser class?

10 you have experience teaching & Leading students in p(ogr.\nmll'g & management in a
colbaglate recreation program? {undergradiate axperience «

Do you have experience Leaching & beading students in programming & management in a
collegiate recreation program! (Undergraduate experianca counls)

Click Submit to add question

Ll Experience How many years of instructional teaching experience do you have?
Possible Answers:
year
2. 2-3 years

3. 4-6 years
4. Over 6 years

[J  Uncategorized Do you have experience teaching a business career class?
[0 Experience Do you have experience teacln‘ng & leading students in programming & management in a

i ion program? xperi unts)
] Experience Do you have experience teaching & leading students in programming & management in a

program? xperience counts)
[0 Experience Do you have expenenoe teaching, develnpmg & leading students in a programming &
does count)
[0 Experience Please indicate your related experi appmpnate practices
and educational techniques used in teachmg elemam.ary chvldren from grades K-57

Displaying all 14
Can't find the one you want? Add a new one

Submit Cancel

e Applicant Documents: Select Optional or Required Documents for applicants to attach when
applying.

H

g Proposals ~

g if SC (Draft) / Edit: Applicant Documents

Applicant Documents

Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used" cannot be attached to this item.

Order  Name Not Used Optional Required
Resume ® ] o]
Cover Letter ® O O

Transcripts 1 (Unofficial) @ O O




Search Committee Members: Add each Search Committee Member which will give each member
access to view the posting and the application materials. All AppState employees have the Search
Committee User Group so they can be added by clicking on Add Existing User. Search Committee
Members can also be added later if you do not know at the time of posting who will be on the Search
Committee.

Welcome, Nancy Crowell My Profile Help  logout

User Group:

Department Head v

Hiring Proposals Shortcuts ~

1g if SC (Draft) / Edit: Search Committee Members

Search Committee Members Save

Search Committee Members

No Search Committee Members have been assigned to this Posting yet.

Add Existing User Create New User Account

Once the employee is located, click Add Member. Continue adding other members in the same way.
When all members are added, click ‘Close’ to view your complete Search Committee list.

Search: |cmwel

Department: | Vl

¥ Display search committee user group members only

Last Name First Name Email Department Committee Chair (Actions)
Crowell Nancy emailaddress@zed.zed Appalachian State University ] Add Member

Displaying 1 User

Create New User Account

Close

Evaluative Criteria (Optional): The matrix/rubric can be built in the system by adding criterion
(similar to adding or creating Supplemental Questions). Evaluative Criteria can also be added at a later
time if you are not ready to add at the time of posting.

User Group

Departmant Head w

Hiring Proposals = Shortcurs =

g IFSC (Drafy) / Edic Evaluative Criteria

Evaluative Criteria
Save << Prev Next 2
Included Cvaluative Criteria
Category Drescriprion Weight Warkflow State Srarus
e



For more information on how to add Evaluative Criteria to your posting, please visit section 1.6 of our
Search Committee Guide on Evaluative Criteria or view our Video Tutorial.

Guest User (Optional): Non-AppState Employees who need access to view the posting and
applications will need a Guest User Account.

Welcome, Nancy Crowell My Profile  Help  logout
User Group:

Department Head ~

Hiring Proposals ~ Shortcuts ¥

gif SC (Draft) / Edit: Guest User

Guest User

Click on the Create Guest User Account button. The system will automatically generate a Guest Username. Guest Users will still need to contact the Hiring Manager or HR to receive the Guest
User Password. You may update the password if needed.

You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be on a separate line. Once you
have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users

When finished or to skip this section, click the Next button.

Want to give guests access to view this posting?

Create Guest User Account
=

Click Create Guest User Account:

Enter guest user(s) email address(es). HR will approve and guest user will receive email with
instructions.

When finished or to skip this section, click the Next button.
Guest User Credentials

Guest users may view this posting by using these credentials.
Username

Qu76607
Password

0b29DG | Upcate Password

Email Addresses of Guest User Recipients
Email addresses (one per line)



https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_jobs_pa7_user_guide_2019_-_search_committee_chair.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_jobs_pa7_user_guide_2019_-_search_committee_chair.pdf
https://drive.google.com/open?id=0B_ywJu_Vg5rxcHI2M2VQX3RsX0l0NWp4Q01jWjM2S2ZJUmdz

e Posting Documents: If placing a print advertisement in a publication or in other areas, attach print
ad in Additional Advertisement (EHRA and Faculty Postings Only). Sample Ad for Faculty Positions

Posting Documents
a

PDF conversion must be completed for the document to be valid when applicable.

Document Type Name Status (Actions)

Marketing Plan Actions v
Print Ad Text Actions v
Additional Advertisement (EHRA and Faculty Postings Only) Actions v
Interview Questions Actions v

Job Posting Listservs Actions w

You may choose to Upload a document, Create a New document or Choose and Existing document

W

e Upload New: Will allow you to upload an existing
document from your computer. PDF conversion

) process will occur.

. e Create New: Will allow you to create the document
using the Rich Text Editor on the next page.

e Choose Existing: Will allow you to choose an item from
your library. *Please note, the item would need to

e Summary: Postings remain in Draft status and can continue to be edited/reviewed prior to
submitting for approval. Take Action on Posting and submit to Academic Affairs. Once Academic
Affairs approves the posting, it will be submitted to Compliance/EEO for review and HR will post the
position. The Assigned Search Chair will receive an email that the position is posted with Search Chair
instructions.

Take Action On Posting w

* See how Posting looks to Applicant
g Print Preview (Applicant View)
& Print Preview

[ Add to Watch List

10


https://hr.appstate.edu/node/1005



