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UNIVERSITY  por 86
think beyond the possible” Create a Job Requisition

Step | Action

22. | From the Look Up Degree screen, you can search for a Degree by
entering text into the search field(s) and clicking the Look Up button.

Look Up

Click on the Degree Description from the Search Results list to
populate the Degree block.

January 18, 2013 Hiring Manager Information Technology Services | 19



UNIVERSITY Lo s
think beyond the possible Create a Job Requisition

CASE WESTERN RESERVE

File Edit View Favorites Tools Help
% @Convert ~ [Select
5% [ help.case  Google || CWRU Links v [EJ Webmail

- v [ d v Pagev Safetyv Tooksv @+

WAl CASE WESTERN RESERVE!
AN UNIVERSITY g

Home | AddtoFavorites |  Sign out

Favorites | Man Menu > Recruiting > Create New Job Opening

(@Help Tnap «

Add Degrees

Details Find | View Al First &1 1 of

"Degree: @
Major Code: @
Country: @,
State: @
School Code: @

School Description: [

Major Description: ‘

Minor Code: Q
Minor Description: ‘
GPA:
[7l Graduated
Year Acquired:

[T Terminal Degree for Discipline

Educator:

OK Cancel | Apply and Add Another

no% S M o) 033AM

Step | Action

23. | After adding the Degree requirement information, you can choose
one of three options:

OK button: Saves the information and returns you to the main
Qualifications screen.

Cancel button: Deletes the information and returns you to the main
Qualifications screen.

Apply and Add Another button: Saves the information and opens a
new Add Degrees screen to create another degree requirement.

OK Cancel Apply and Add Another
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File Edit View Favorites Tools Help

% @jConvert ~ [Select
>

n- - [ @ ~ Pagev Safety~ Tools~ @~

‘Webmail

5% [ help.case * Google || CWRU Links ~

CASE WESTERN RESE
UNIVERSITY " g Add to Favorites

Favorites © Main Menu > Recuiting Create New Job Opening

Job Details Qualifications Recruiter Screen Post Description Hiring Team

Please complete the section for Work Experience & Education. Highest Education Level is the
minimum education level required to be successful in the position according to the job description. if a
specific degree is required, then complete the Degree section below. Minimum Years of Work
Experience is the minimum years of experience required according to the job description.

Additional Job Specifications Find | View All First Kl 1074 I3 Last

Indicate the education level and work experience, if any, that are required for this Job Opening. To add Work

“Highest Education Level Years of Work Experience

A-Not Indicated - o

[#] Add Work Experience and Education

m

To add Degrees fo the Job Opening, select the Add Dearees hyperiink below.

-

There are no items for the Degrees section. Please add one if required

[+] AddDearses

Job Details Q Recruiter Screen  Post Description  Hiring Team

Save & Submit | Save as Draft | Cancel Previous Step  Next Step

Step | Action
24. | Click the Post Description link (at the bottom of the Qualifications
screen) to continue.

Post Description
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File Edit View Favorites Tools Help

% @Convert ~ [Select

5% [ help.case  Google |, CWRU Links v Webmail

& hitps://hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_LAUNCH.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_RECRUIT_EMPLOYEE.HC |

_LAUNCH_GBL&sFolder: 0 ~ i@ € X IR IR e

- v (2 g v Pagev Safetyw Toolsw i@v

CASE WESTERN RESE
UNIVERSITY

Favgntes : Ma\n_Menu 2 Recrgitiﬂg > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: Department Assistant 1

Job Opening Status: 005 Draft

Job Title: Department Assistant 1 Job Code: 155021
Position Number:

Business Unit: CASE1 Case

Save & Submit | Save as Draft | Cancel Previous Step  Mext Step

Job Details Qualifications Recruiter Screen Post Description Hiring Team

Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the
posting you wish to delete.

Postings Primary Posting Title

[#] Add Job Postings

Job Details Qualifications Recruiter Screen  Post Description Hiring Team

Save & Submit | Save as Drait | Cancel

Previous Step _ Next Step

E
L Home | AddtoFavorites | out

.

H10% v

Step | Action

25. | Click the [+] Add Job Postings link.

(+] Add Job Postings
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ssit.o| (2 Create New Job Gpening

X

File Edit View Favorites Tools Help

% @ Convert ~ [ISelect
5 [ help.case * Google

|, CWRU Links ~ [ Webmail

W4 CASE WESTERN RESERVE

| s | ]

[=rET
L@ {-2)| & https:hem case.edu/psp/hcmprd/EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_LAUNCH.GBL?FolderPath=PORTAL ROOT_OBJECT.HC_RECRUIT_EMPLOVEEHC_HRS_JO_LAUNCH GBL&lsFolder: O ~ @ ¢ X IR 30 g =3
(2 Case Westem Reserve

S| UNTVERSTTY oo

Description ID: Internal and External

Description:

WG a4 B

: Fomat | | ~| Fortt |

W EBDESR O

Size | >

.
>
«

B I U |

o~ - [ feh v Pagew Safetyw Tools+ @v

> Home | Addto Favorfes |  Sign out
Fav:gmes H Ma\n_Menu > Recruiting > Create New Job Opening
Posting Title:  [Department Assistant 1
Job Descriptions @ Find First B 4.0F 1 1 | ast
Visible: Internal and External =
External Only
“Description Type: Internal Only

N B @ a0 937AM

Action

and External.

From the Job Descriptions section, select an entry from the Visible
drop down list to determine whether this position will be available to
candidates that are Internal Only, External Only or both Internal

January 18, 2013
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Fle Edit View Favortes Tools Help

% @jConvert ~ [Select

5% [ help.case * Google || CWRU Links ~ Webmail

n- ~ [ @ v Pagev Safety~ Tools~ @~
CASEWETERNRESE
Al UNTVERS I TY ror el

Favorites | Man Menu > Recuiting > Create New Job Opening

RVE]
Home | AddtoFavorites |  Sign out

Posting Title: \Deuanmem Assistant 1

*Visible: Internal and External - o

*Description Type: -

Description ID: az‘;ﬁ?ﬁ::::msm

L JRﬂeha?::;lrnl\pe"-:gcnmmndatmns —oDaa o ] @
Salary Grade

7]l B I W ==
Strong Internal Identified 4
Term Pasition

i

Step | Action

27. | Select the Job Description

item from the Description Type drop
down list.

*Description Type:
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RUIT_EMPLOYEE.HC_HRS_JO_FIND_JOB_GBL&IsFolde 0 ~ @ € X [IE I8 o3

File Edit View Favortes Tools Help
% @ Convert ~ [ Select

5% [ help.case  Google |, CWRU Links v Webmail

>

i - + [ @ v Pagev Safetyv Toolsv @~

CASE WESTERN RESERVE
NIVERSITY EST

Home | AddtoFavorites |
Favgntes £ Main _Menu 2 Recrgitiﬂg > Find Job Openings
(@Help DEhtp ~
Job Opening
Posting Information
Posting Title:  [Department Assistant 1
Job Descriptions @ Find First B 4 of 4 I | st =
*Visible: Internal and External - i)
+Description Type: Job Description -
Description ID: i
Description iBRaldBmB HEEEOEEL O [
¢ Format | =| Fort | | =] Size | B I U o=k =
= =T AT -
POSITION OBJECTIVE E
‘Working under occasional supenvision, perform a variety of clerical duties and typing 3
assignments requiring speed and accuracy with in the Office of Housing & Residence Life
The department assistant will support residential custodial team of 50 staff and daily [
custodial operation within 44 residence halls and Greek houses at Case Western Resarve
University. Responsibilities include maintaining quality assurance inspaction data,
maintaining processes for supply and equipment ordering, work order management and
securing outside senices; updating departmental and custodial databases; prioritizing
daily work schedules; and othar clerical duties
<

n

H10% v

il ) 942 AM

Step | Action

28. | Either cut and paste the Job Description information into the
Description field or type the information manually.
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@ https://hcm.case.edu/psp/hemprd/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_IOB.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_RECRUIT_EMPLOYEE.HC_HRS_JO_FIND_JOB_GBL&IsFolde O ~ @ € X [} * IF

/22 Find Job Openings x

File Edit View Favorites Tools Help
% @jConvert ~ [)Select
75 [ help.case *J Google || CWRU Links ~ B Webmail B - ~ [ @ v Page~v Safety~ Tools~ @~

(CASE WESTERN RESERVE]
UNIVERSITY o 5
Home | AddtoFavortes | Signout

Favorites . Main Menu > Recruiting > Find Job Openings
v T GUELWGIAT UPEIEUDN WITTIT 45 [ESICETICE NEI1S SN0 LI SEK NUUSES HLLESE WESIEN RESeve R
University. Responsibilities include maintaining quality assurance inspaction data,
maintaining processes for supply and equipment ordering, work order management and
securing outside senices; updating departmental and custodial databases; prioritizing
daily work schedules; and othar clerical duties

»

ESSENTIAL FUNCTIONS

1. Facilitate dealing with others in the university relative to depariment work.

2. Assistthe assistant director and custedial supervisors in planning and prioritizing
the daily custodial workload. Maintain work calendar for all full-time and student
employees.

Answer phone and communicate regularly with respective vendors and/or
contractors.

Maintain 3 weekly vehicle use log. Report vehicle concerns to the assistant

directors. o
it dota intath i ~

w

&

[+]Add Posting Descriptions

Relative Open o Remove Date
Date

Posting Duration
Day:

1

*Destination *Posting Type

* hd * 8| R i)

[¥] Add Posting Destinations

oK Cancel | Preview

“ (i n& 8 [ @ .l ) 943AM

Step | Action

29. | After entering the Job Description information, you can choose one
of three options:

OK button: Saves the Job Description information and returns you to
the main Post Description screen.

Cancel button: Deletes the information and returns you to the main
Post Description screen.

Preview button: Allows you to preview the information entered in
another window.

OK Cancel Preview

January 18, 2013 Hiring Manager Information Technology Services | 26



CASE WESTERN RESERVE
UNIVERSITY EST 1826

think beyond the possible”

Create a Job Requisition
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{22 Create New Job Opening
File Edit View Favorites Tools Help
x @Convert ~ [PSelect

5 [ help.case

Google || CWRU Links + [ Webmail

»

L v [ @b v Pagev Safety~ Tools~ @~

Favorites : Main Menu > Recruiting > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: Department Assistant 1

Job Opening Status: 005 Draft

Job Title: Department Assistant 1 Job Code: 155021
Position Number:

Business Unit: CASE1 Case

Save & Submit | Save as Draft | Cancel Previous Step  Mext Step

Job Details Qualifications Recruiter Screen Post Description Hiring Team

E):N[VERSIRFYRESE .
AT SRS ML me Add to Favorites Sign out

Select Add Job Postngs to add a new posting. To delete an existing posting selsct the delste icon against the
posting you wisn to delete.

Postings Primary Posting Title

[+] Add Job Postings

Job Details Qualifications Recruiter Screen  Post Description  Hiring Team
Save & Submit  Save as Draft  Cancel Previous Step  Next Step

n

£100% ~

Step | Action

30. | Click the Hiring Team link.

ng Team

Hiring Manager
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@ Case Western Reserve Universt. | @

X %(onvm - SE|E[[

5% [ help.case  Google || CWRU Links v [EJ Webmail

ASE WESTERN RESERVE]
UN[VERSI TY " bor il
Home | AddtoFavorites | Signout

Favgntes : Ma\n_Menu 2 Recrgltlng > Find Job Openings

- v [ d v Pagev Safetyv Tooksv @+

No Recruiters have been added to this Job Opening
[#] Add Recruiters [#] Add Recruiter Team

To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperink. To add a Hiring Manager Team containing
one or more hiring managers to the Job Opening select the Add Hiring Manager Team hyperlink

“Hame Manager ID Primary  Email Address Telephone

Manager Name @, 1111111 Manager Name@case edu  216/368-XXKX i}
[# add Hiring Managers [#]  add Hiring Manager Team

To assign an Interviewer to the Job Opening select the Add Interviewers hyperink. To add a team of
Interviewers select the Add Interviewer Team hyperink

No Interviewers have been added to this Job Opening

i

[+] Add Interviewers [#] Add interviewer Team

To add an interested party o the Job Opening select the Add Interested Parties hyperink. To add a group of

interested parties select the Add Interested Parties Team hyperlink.

No Interested Parties have been added to this Job Opening

[#] Add Interested Parties [#] Add interested Parties Team
Job Details Qualifications Recruiter Screen  Post Description _ Hiring Team e

ol N B B @ ol ) 945AM

Step | Action

31. The Assignments screen appears. This section will contain the
recruiter(s), hiring manager(s), interviewer(s) and any interested
parties to be involved in the hiring process for the new position. For
each of these categories, you can choose to enter either an
individual or a team by choosing the desired link.

To assign an individual Hiring Manager to the Job Description, click
the [+] Add Hiring Manager link.

i] Add Hiring Managers

32. Click the Look Up button (magnifying glass) next to the Name field
to search for a specific manager.

*Name
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x @ Convert ~ [ Select

<5 7 help.case 2 Google |, CWRU Links ~ [ Webmail % - v [ @ v Pagev Safety~ Tools~ @~

UNIVERSIH&S;;M

Favorites : Main Menu > Recruiting > Find Job Openings

Home | Addto Favortes | Sign out

Look Up Manager ID

Empl ID: begins with + |

Display Name: begins with ~ \

Only the first 300 results of a possible 5727 can be displayed

ﬁewmo First [q] 1-300 of 300 [3] Lasq

EmplID  Display Hame
1001005 Malcolm Kenney
1001008 |DovHazony
1001009 |lsaac Greber
1001011 |Jerome Liebman
1001012 |Simon Ostrach
1001013 |Morris Shanker
1001015 |Joe Cooper
1001016 |Charles Maier
Roland Moskowitz.

Step | Action

33. | From the Look Up Manager screen, you can search for a Hiring
Manager by entering text into the search field(s) and clicking the
Look Up button.

- LookUp

34. | Click on the Empl ID or the Display Name from the Search Results
list to populate the Hiring Manager fields.

|Ernpl ID Display Name |

Follow the preceding steps to add recruiters, interviewers and
interested parties by selecting the appropriate link:

[+] Add Recruiters | [+] Add Recruiter Team
[+] Add Interviewers | [+] Add Interviewer Team
[+] Add Interested Parties | [+] Add Interested Parties Team.

35. | Click the Save button from the main Hiring Team screen.
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2 Inbox (2) - j{92@case.edu - Ca... | (22 Find Job Openings
File Edit View Favortes Tools Help
% @jConvert ~ [)Select

= help.case *§ Google CWRU Links + Webmail

L(— {+2)| @ nttps://hcm case.edu/pspfhemprd/EMPLOYEE/HRMS/c/HRS_HRPIM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECT.HC_RECRUIT_EMPLOVEEHC_HRS_IO_FIND_JOB_GBL&IsFolde O ~ @ & X [RS8 g

B~ B - @ v Pagev Safety= Tookv @~

Favorites i Main Menu > Recrutting > Find Job Openings

Department Stage
< Job Opening:Approved
Two Level

Approved
Deidra Y Davis
« CW_DEPT_LVL_10

ot Approved
1210/12 - 1:50 P v Lohcao
Skipped CW_DEPT_LVL_20
o1 Sealine Ama R 121012 - 222 PH

= CW_DEPT_LVL_10
1211012 J11:38 AN

I Comment History
Central Admin Stage
= Job Opening:Pending

Central Admin Stage

Approved Approved Pending
Sabataitis. Paul » Shiplev.Gail » Multiple Approvers
v CW_UNN_BUDG_WKFLW v CW_COMPENSATION_WKFLW &) CW_EMPLOYMENT_WKFLW

12110112 - 5:02 PM 121112 -9:13 AW
I Comment History

Approve Pushback Deny

Comments Text:

SIUNIVERSITY gr g Home | AddtoFavortes |  Signout

(@ ViewHide Comments

G2 ViewHide Comments
@ Request Information

- =
" @ .l 4D 9:50AM

Step | Action

Admin Stages.

or Deny the Job Requisition.

36. | The Job Approvals screen appears. This screen depicts the Job
Requisition approval workflow at the Department and Central

Each person shown in the workflow display will automatically receive
an email from the Careers system when the Job Description is ready
for their review and approval. The workflow tree will update the
approval status as the Job Description moves through each member
of the workflow. Approvers have the option to Approve, Pushback
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Inbox (2) - jlj92@case.edu - Ca... I (22 Find Job Openings

»

File Edit View Favorites Tools Help
% @jConvert ~ [)Select

5% [ help.case *J Google || CWRU Links ~ Webmail
L CASE WESTERN RESERVE]
A UNIVERSITY o ud

= Home | AddtoFavortes | Signout

Favorites Main Menu > Recrutting > Find Job Openings

Aclivity & Attachments .'ld'h Opening Details

o~ ~ [0 @ ~ Pagev Safety~ Tools~ @~

Job Details Qualifications Recruiter Screen Post D Hiring Team
Approvals

Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the

posting you wish to delete.
Job Postings €
Postings Primary Posting Title

Department Assistant 1
[#] Add Job Postings

m

Post Description Hiring Team

Job Details Qualifications Recruiter Screen
Approvals

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details

Esave Wcione [EfcreateNew  Previous Job Opening INextJob Opening |Job Opening List

Staff Working Conditions

Step | Action
Click the Staff Working Conditions button (at the bottom of the

Job Approvals screen) to continue.

Staff Working Conditions

January 18, 2013 Hiring Manager

Information Technology Services | 31



UNIVERSITY Lo s
think beyond the possible” Create a Job Requisition

CASE WESTERN RESERVE

/|2 hitps: ¢ hcr case.edu/psprhemprd 1/EMPLOVEE/HRMS/c/CW_HR_MENU.CW_SWC.GBL?Page= CW_SWCAA ction=USEBUSINESS_UNIT=CASE] &DEPTID=251631 &HRS_JOB_OPENING 1D=3179¢ © ~ @ € X

& Inbox (2) - j92@case.edu - Ca... | € {22 Staff Working Conditions %

x @ Convert + [H)Select

55 [ help.case *J Google | CWRU Links + Webmail

G
SJUNIVERSITY  por g Home | AddtoFavortes |  Sign out

Favorites H Main Menu > Racrgit\ng 5 Pnsgngs > Staff Working Condtions

Job Opening ID 3179 Job Opening Type  Standard

B~ - [ feh v Pagew Sefetyv Took~w @v

ENew Window (DHelp [ ntp

Posting Title Department Assistant 1
[ Expand/Collapse All

} Job hazards (safety training required)

[* Job tasks

I* Ergonomic concerns.

P Travel requirements

[5) save | [h Returnto Search  |[=] Notify

#100% v

WO B % @ ol () 9S51AM |

Step | Action

38. | The Staff Working Conditions screen appears. To view the items
under each category, either click the Expand/Collapse All check
box or the Expand Section arrow to the left of each section name.

| [C] Expand/Collapse All |
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) (-#){ @ https:/hcm case.edu/psp/hcmprd_1/EMPLOYEE/HRMS/ </ CW_HR_MENU.CW_SWC.GBLPage=CW_SWC&Action=USBUSINESS_UNIT=CASEL &DEPTID=251631 &HRS_IOB_OPENING_ID=3179¢ 0 ~ @ € X .
Enl - jj92@case.edu - Ca... | 2 (2 staff Working Conditions %

File Edit View Favorites Tools Help

% @Convert ~ [HSelect

>

55 [ help.case *J Google || CWRU Links v [ Webmail [ v (2] @ v Pagev Safetyv Tools~ (@~

L CASE WESTERN RESERVE]

A UNIVERSTITY o 0d

=—— = Home | AddtoFavorites | Sign out
Favgrites | Main Menu > Recruiting > Postings > Staff Working Condttions

STAFF WORKING CONDITIONS

Job Opening ID 3178 Job Opening Type  Standard

Enew wingow (DHeip I nmp

n

Posting Title Department Assistant 1

~ Job hazards (safety training required)

Employee is directly exposed to the following hazards in the work environment:

[l Animals [CIconfined space entry [“IRadioactive Materials

[Z) Around Moving Machinery [E Excessive Noise Repetative Motion

[*] Baseline evaluation of Flem =] Access
hearing required

[T Baseline evaluation of vision [ Fumes, dust, others [C Powered Industrial Vehicle
required (forkireachibucket lift)

[T Blocdborne Pathogens [T infectious agent [[] select agents

[ cnemicals [ Laser EluvLight

[Tl commercial Products [Tl Pesticides or Herbicides X RAY

Other @

H100% v

W o mszam |

Step | Action

39. | Click to place a check mark next to any Job Hazard in the work
environment to which the employee will be directly exposed.

Use the Other field to enter comments or indicate additional Job
Hazards not listed.

w Job hazards (safety training required)

Employee is directly exposed to the following hazards in the work environment:
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—){+4)| & hitps:hem. case.edu/psp/hemprd_1/EMPLOYEE/HRMS/c/ CW_HR_MENU.CW_SWC.GBLTPage=CW_SWCEtAction=URBUSINESS_ UNIT=CASE] &DEPTID=251631&HRS_JOB_OPENING JD=3179¢ O ~ @ € X

(& Inbox (2) - Jl92@case.edu - Caw.. | 2 2 Staff Working Conditions
File Edit View Favorites Tools Help
% @jConvert ~ [Select

s [ help.case # Google || CWRU Links ~ [ Webmail B v B - @ - Pagev Safety= Took~w @~

CASEWE]TRNRESE 3
A UNIVERSITY ~ o ad

Favorites | Man Menu > Recuiting > Postings > Staff Working Conditions

Home | AddtoFavorites |  Sign out

“ Job tasks

Employee will have the following tasks:

Liftingupto 50+ - [T security [ Respirator Use

[ piant (racility maintenance) [T Physical exertion [Tl custodial B
oot of biological or materials [ Grounds {lawn maintenance)

other &

Explain if employee is responsible for individuals under the age of 18 years?

Employees will need the following equipment.

["] Appropriate gloves []1Lab coat ["|Respiratory protection

#100% -

il ) %52 AM

Step | Action

40. | Click to place a check mark next to any Job Tasks the employee will
be required to perform.

Use the Other field to enter comments and indicate additional Job
Tasks not listed.

If the employee is responsible for individuals under the age of
18 years provide an explanation in the field provided.

< Job tasks

Employee will have the following tasks:
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«—)i2)| @ hitps://hem case.edu/psp/hemprd_1/EMPLOYEE/HRMS/ </ CW_HR_MENU.CW_SWC GBLIPage=CW_SWC&Action=UBBUSINESS_UNIT=CASE1 &DEPTID=251631 &HRS_JOB_OPENING_ID=3179¢ O ~ @ & X
(2 Inbox (2) - jl92@case.edu - Ca... | 2 2 Staff Working Conditions

File Edit View Favortes Tools Help

% @Convert ~ [Select

5% [ help.case  Google || CWRU Links v [EJ Webmail
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WAl CASE WESTERN RESERVE!
A UNIVERSITY o a0

Home | AddtoFavorites |  Sign out
Favorites  Main Menu > Recruiting > Postings > Staff Working Conditions

Employees will need the following equipment.

[Tl Appropriate gloves [ Lab coat [“1Respiratory protection
[T Hard hat [[] Protective eyewear [C] safety shoes

[C1Hearing protection

Other g‘é

= Ergonomic concerns

Employee will need to perform the following activity(ies):

[ Balance [ Crouch [¥IReach

BendiStoop Keyboard/Type Reach above shoulder

[C] climb Ladders [ Kneel [¥] Repetative motion

[¥] Climb stairs Squat [¥]use computer mouse

- o =

H100% v

0o S M o) 953AM

Step | Action

41. | Click to place a check mark next to any Personal Protective

Equipment the employee will require to safely perform the assigned
job duties.

Use the Other field to enter comments and indicate additional
Personal Protective Equipment not listed.

w Personal protective equipment required

Employees will need the following equipment:
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File

% @jConvert ~ [Select

s [ help.case # Google || CWRU Links ~ [ Webmail B v B - @ - Pagev Safety= Took~w @~

(2 Inbox (2) - jlj92@case.edu - Ca... | (5 2 Staff Working Conditions

Edit View Favorites Tools Help

CASE WESTERN RESERVH

MUNIVERSITY ¢

Favorites © Main Menu > Recuiing > Postings > Staff Working Conditions

Home | AddtoFavorites |  Sign o

 Ergonomic concerns

Employee will need to perform the following activity(ies):

[[Balance @ Crouch [¥IReach

BendiStoop Keyboard Type Reach above shoulder
[CIciimb Ladders [@ Kneel [7] Repetative motion

[ Climb stairs Squat [¥luse computer mouse
[ craw Push/Pull

Explain €

v Travel requirements

[1Employee will be required to drive while on the job
[C] Employee will operate university vehicle

[C]valid Onio driver's license required

[Tl Chauffeur driver's license required (individuals will require pre-employment testing and

Step | Action

42. | Click to place a check mark next to any items under the Ergonomic

Concerns category to indicate activities the employee will be
required to perform.

Use the Explain field to enter comments and indicate additional
Ergonomic Concerns not listed.

< Ergonomic concerns

Employee will need to perform the following activity(ies):

January 18, 2013 Hiring Manager Information Technology Services | 36



CASE WESTERN RESERVE

UNIVERSITY Lo s
think beyond the possible Create a Job Requisition

e @ https://hcm case.edu/psp/hemprd_1/EMPLOYEE/HRMS/c/CW_HR_MENU.CW_SWC.GBL?Page=CW_SWC&Action=U&BUSINESS_UNIT=CASE1&DEPTID=251631&HRS_JOB_OPENING 1D=3179: O v @ & X I}

2 Inbox (2) - jlj92@case.edu - Ca... | (& (20 Staff Working Conditions %
File Edit View Favortes Tools Help
% @jConvert ~ [)Select

s [ help.cose #f Google || CWRU Links ~ [ Webmail B~ B v & v Pagev Safety~ Tools~ @~

W4 CASE WESTERN RESERVE
A UNIVERSITY o ud

= Home | AddtoFavortes | Signout
Favorites i Main Menu > Recrgltlng > Pn;gngs > Staff working Conditions

-
[ Employee will be required to drive while on the job
[C1Employee will operate university vehicle

[Z]valid Ohio driver's license required

[T chauffeur driver's license required i will require pre testing and
random drug testing)

[l Commercial driver's license required (individuals will require pre-employment testing and
random drug testing)

[C]Employee will transport hazardous materials (chemicals, contaminated equipment, lead, PCB, paints)
Other

[C] Transport Biohazardous Waste (clinical samples, human blood or tissue, animals,
contaminated equipment)

Other @
[C1Employee will transport universal i batteries, bulbs, =
insecticides, mercury products
Other @

Step | Action

43. | Click to place a check mark next to any Travel Requirements to
indicate activities the employee will be required to perform.

Use the Other fields to enter comments and indicate additional
Travel Requirements not listed.

w Travel requirements
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@ https://hcm case.edu/psp/hemprd_1/EMPLOYEE/HRMS/c/CW_HR_MENU.CW_SWC.GBL?Page=CW_SWC&Action=U&BUSINESS_UNIT=CASE1&DEPTID=251631&HRS_JOB_OPENING 1D=3179: O v @ & X I}

2 Inbo

- jlj92@case.edu - Ca... | (2 (20 Staff Working Conditions %

File Edit View Favorites Tools Help
% @jConvert ~ [)Select

5% [ help.case *J Google || CWRU Links ~ Webmail

»

o~ ~ [0 @ ~ Pagev Safety~ Tools~ @~

RN RESERVE]

CASEWESITE
A UNIVERSITY g g

Favorttes |

Main Menu > Recruiting > Postings > Staff working Conditions
ranuomn urug tesuny) v

[l commercial driver's license required (individuals will require pre-employment testing and
random drug testing)

[ClEmployee will transport hazardous materials (chemicals, contaminated equipment, lead, PCB, paints)

Other &

[Tl Transport Biohazardous Waste (clinical samples, human blood or tissue, animals,
contaminated equipment)

Other @
[Tl Employee will transport universal batteries, bulbs,
insecticides, mercury products
Other (‘é

[5) save | [GP Returnto Search | Notify |

Home | AddtoFavortes | Signout

m

9:54 AM

ep | Action

section.

5] save

Click the Save button to complete the Staff Working Conditions
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- A

File Edit View Favorites Tools Help

% @Convert ~ [jSelect

(2 Create New Job Opening %

5% [ help.case *§ Google ). CWRU Links v [E] Webmail

(=T

Ld a2 r | ] v [ =]

o,
6 &5 & hitps://hcm case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_LAUNCH.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_RECRUIT_EMPLOYEE.HC_HRS_JO_LAUNCH_GBL&IsFolder 2 ~ @ ¢ X [ 3R g e

- v (2 g v Pagev Sofetyw Tooksv @v

CASEWESTERN RESERVH
A UNIVERSITY o

Create New Job Opening

Favgrites : Main Menu > Recruiting > Create New Job Opening

Job Opening

Posting Title:

Job Opening Status:
Job Title:

Position Number:

Department Assistant 1
005 Draft

Department Assistant 1
Business Unit: CASE1 Case

Save & Submit | Save as Draft | Cancel

Job Details Qualifications

Recruiter Screen | (305 jon |

Job Code: 155021

Previous Step  Mext Step

Hiring Team

posting you wish o delete.
job Postings @

Postings

[#] Add Job Postings

Job Details Qualifications

Recruiter Screen  Post Dy

Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the

Primary Posting Title

J Hiring Team

Save & Submit | Save as Draft | Cancel

Previous Step  Next Step

Home | AddtoFavorites | Sign out

i

- r
AR R @ ) 1036AM

Action

45. | After completing the required Job Requisition

entries, you can

choose one of three options:

Save & Submit button: Saves the Job Description information and
submits it to the workflow approvers.

Save as Draft button: Saves the information in a draft state so you
can return and finish the requisition at a later time.

Cancel button: Cancels the current operation.

Save & Submit  Save as Draft  Cancel

46. End of Procedure.
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