Creating Position Descriptions

1. From the Recruiter Dashboard, click Hamburger under the Job section, click Manage position descriptions.
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2. On the Position Description page, search and locate the relevant position description. Click New position
description.
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PD No Classification Title Position Number Role Number Employee Name Employee No.
Supervisor Name Work Type Company Department Sub department Approval status
All v All v All v All v All v
Status
Clear  Search
Active v
PD No. Classification Title Position Number ~ Role Number  Employee Name  Supervisor Name  Date modified  Approval status
PD-1 Research Assistant (Arts/Communications) Harry Hire Nov 2 Pending approva Edit | View | Recruit for position

2 Research Assistant - HRIS 44333 Aug 10, 2 Pending approva Edit | View sosition
PD-3 Human Resources A it Ronald Recruiter Pending approva Edit | View | Recruit for position | Archive
PD-4 Director of Communications Darlene Director Approved Edit | View | Recruit fc Archive
PD-5 Iteration 1 demo - Director - Office of Workforce E Darlene Director Approved Edit | View
PD-6 Special Agent (Investigator/Eastern Region/Multiple Positions) Oct 4, 202 Draft Edit | View
PD-7 CCW13094 Dec 6, 2022 Approved Edit | View
PD-8 321 Oct 6, 2022 Pending approval Edit | View
PD-9 User Support and Systems Security Specialist Oct 25, 2022 Approved Edit | View Archive
PD-10 Info Technology Specialist | Oct 24, 2022 Approved Edit | View | Recruit for position | Archive
PD-11 Sr. Talent Manaj ent Consultant Oct 24, 2022 Approved Edit | View

PAYROLL & BENEFITS ACCOUNTANT Approved Edit | View | Recruit for position | Archive
PD-13 Instructional Design Specialist Approved Edit | View it fo ion | Archive
PD-14 Par Museum Generalist Danville Science Center Approved Edit | View

3. Begin to populate the position description with as much detail as possible. Required fields will be notated with
an “*” for reference. Note the below fields:
a. Position Title and Number: Populates from Cardinal.




i. If the needed position number is not searchable in PageUp, users must wait until next business
day to complete the position description when the position number is imported into PageUp.
b. Team: Will auto populate based on user entering the position. If user has a drop-down field, select the
appropriate Department in the list selection.
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Position Info Notes Documents

POSITION DESCRIPTION INFORMATION

To edit an approved Position Description scroll to the bottom of the form and press Update PD
Click OK in the pop-up window that appears to reset the approval process

Regquisition Number:

System will automatically create a Requisition Numbel

Position Title and Number:* Qs
No position selected

Agency - Parent.* Select gl

Agency:*

Agency Number:*

Department:
Team: Unassigned Team

Work Location:* Qs

4. While some fields are not notated as a required field, the below fields will be required for HR users to complete.
a. Note on Working Title: This job title is candidate facing and can be different than the Position Number
title.

Working Title:*

SOC Title & Code: Q -

No soc titie & code

Is this a sensitive position?: O ves O No
Employee Level: Select v
Does employee supervise 2 or more employees v O N

) ves O No
(FTEs)?: e
FLSA Status:* Select
Reports to Supervisor:® Q -

No user selected

EEO:* Select ]

Hiring Range:*
Job Type:* Select e

Is this position eligible for telework?: O ves O No

Does this position have a bilingual or multilingual -
. . - Yes  No
skill requirement or preference?:

Is this position funded in whole or in part by the

O ves O nNo
federal government?:

Agency Website:®

Type of Recruitment:* Select




5. At the Users and Approvals section, complete the following areas:
a. Hiring Manager: Will default to the person completing the job card, update if different by clicking
“Eraser” then “Magnifying Glass” to select the hiring manager.
b. Approval Process: Select Approving New Position or Approving Backfill Position
i. Next Level Manager: Manager above the Hiring Manager.
ii. Budget Representative: Agency Representative who oversee position budget.
iii. Agency Director or Designee: Agency Director or designee that can approve in replace of an
Agency Director.
iv. HR Supervisor (not shown below): The agency HR Director or Supervisor (who needs to approve
within the agency HR department).
c. Recruiter: Agency Recruiter who will oversee the position description.

.
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Save a draft m Save and Exit Cancel

6. Save the position description using one of the below options:



a. Save as Draft: Save and return to a later time.

b. Save: Kicks off the approval process and remain on the PD page.

c. Save and Exit: Kicks off the approval process and takes you to the Manage Position Description search
page.
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