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Creating a Job Card
for Wage/Adjunct Positions- 

Posting from a Template

This job aid is designed to walk you through step-by-step how to launch a job card (posting) from a job template
for Pooled Positions (Wage/WG1GMU or Adjunct/PO1GMU). Please note that unlike the job cards populated from
Position Descriptions, these do NOT contain as much populated information.

Screenshots are in Initiator view. Please note that you may not have access to some of the features based on your
access

Initiator: Responsible for completing tasks outlined in the job aid
Search Coordinator: This job aid does not apply to this Permission Group
Department Approver: This job aid does not apply to this Permission Group
Basic User (Search Participant): This job aid does not apply to this Permission Group
Supervisor: This job aid does not apply to this Permission Group



STEP 1

On the dashboard, click on the hamburger menu in the top left of the screen
 and navigate to "Job Template".

STEP 2

This will open a new page called "Select a Job Template". Please enter
 "WG1GMU" for a wage position or "PO1GMU" for an adjunct faculty position
 in the “Position” Aeld. Then choose appropriate job template. Nfter making
 selections, click "xe3t".
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STEP R

The Arst section is labeled “qeIuisition (nformation”. Please update all
 editable Aelds LWorking Title, -2CE3ecutive -evel, -R C Ncademic )ollege,
 etc.4 within this section appropriately. 
Please note that the majority of the information is populated from the Job Template, 
however, there will be qelds that do reIuire attention as you go through. There may also 
be qelds that are not editable based on permissions in which you can go right by those 
qelds. Hf you qnd that there are any qelds that need to be updated, the Job Template itself 
must be updated. Please partner with R3 to update these.

STEP &

The ne3t section is labeled “)lassiAcation H )ompensation L5q Use Only4”.
 This information is auto populated from the template.
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STEP 6

The ne3t section is labeled "xumber of Openings". Please do not modify the
 position number entered in the Arst row. Ensure that the position number
 entered in the Arst row corresponds to the position number speciAed in the
 qeIuisition (nformation section. 

Use the ”Type  drop-down to select if this position is a new position or a replacement.4

STEP 7

(f a multiChire recruit, enter the additional number of positions in either the
 “xew” or “qeplacement” Aelds and click “Ndd more”.

Hf an additional position was added, it does NOT populate a position number and one needs 
to be added. Please enter the same position number as in the qrst row.
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STEP :

The following sections do not need to be Alled out for pooled positionsY Ux(T
 SUMMNqD H POS(T(Ox FETN(-S, ESSExT(N- /Ux)T(OxS, )OMPETEx)(ES
 Q XUN-(/()NT(OxS, EFU)NT(Ox Q EKPEq(Ex)E, )OxF(T(OxS O/
 EMP-ODMExT, WOq8 S)5EFU-E, P5DS()N- FEMNxFS.

Please note that background check information will be pulled from the job template as 
ANoA. To update, please reach out to Talent @cIuisition team at jobs5gmu.edu.
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STEP 9

The ne3t section is labeled “Ndvertising Fetails” which highlights all
 information that will be shared publicly on the jobs site. Job )ategory Aeld
 will be auto populated. 
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STEP 0

/or the “qeIuested Posting Fate” Aeld, you can enter any special
 instructions for the posting date. /or e3ample, list the desired posting date
 and then you could add “Please post for the standard 1G business days” Oq
 “Please post for & weeks”, etc. 

STEP 1G

Please add either a “/or /ull )onsideration, Npply by” date Oq a “Posting
 )lose Fate”. (f a full consideration date is selected, the posting will remain
 on the jobs site after the date passes. (f a close date is selected, the posting
 will be removed from the site on that day. 
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STEP 11

Please select if the position will be open until Alled.
Hf full consideration date is selected, please select AWesA for open until qlled.

STEP 12

Select the "Job Type", "Work -ocation", "Workplace Type", and
 "qecruitment Type".
Please do not choose a (orkplace Type )onsite, hybrid, or remote8 for the (ork Location. 
Hnstead use the Workplace Type drop-down list below. Hf the site location is not listed 
under A(ork LocationA, please enter the location in the AHf Other, please specifyA qeld.

STEP 1R

(nclude Ndvertising Summary Fetails. 
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STEP 1&

This is a short blurb that will populate on job boards as an "intro" to the
 actual job ad itself.

Due to character limit, this should only be 1-2 sentences.
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STEP 16

Take note of this indicator and doubleCcheck to make sure all Aelds are
 completed correctly above so that they generate into the ad appropriately.
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STEP 17

)lick on Generate Fescription. This should pull information from above Aelds
 into the Ndvertisement Te3t bo3. Please note that this bo3 is editable. 

Hf any changes are made in the qelds above, click the AFenerate DescriptionA button again 
to pull updated information. Please do not remove any bolded qelds even if they do not 
apply. These qelds will be removed by the Talent @cIuisition team.
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STEP 1:

Provide accurate job information here. (nformation regarding the following
 should be entered hereY Fepartment, Position, qesponsibilities, qeIuired
 XualiAcations, and Preferred XualiAcations.

Talent @cIuisition team will add the APosting Open DateA and AMull Consideration, @pply 
by DateA O3 APosting Close DateA.
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STEP 19

Select the "qeIuired FocumentLs4" applicants will upload to their
 application. (f a reIuired document is not listed, use the "Other qeIuired
 Focuments" Aeld to identify the document type. Nlso, indicate if there are
 any optional documentLs4 an applicant might upload. 

Please note that references will be provided within the application, so there is no need to 
reIuest a list of references.

1“ of 19



STEP 10

Please note that if you selected reIuiredQoptional documentLs4, you must go
 back to the "Ndvertisement te3tQGenerate Fescription section" and update
 "(nstructions to Npplicants" section appropriately to clearly deAne what
 documentLs4 are needed.

STEP 2G

(f you need to add additional Iuestions to the application, click the link
 to visit our website and And a list of e3amples. Then, list them in the bo3
 provided.
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STEP 21

The ne3t section is labeled "Search )ommittee Fetails". To add a Search
 )ommittee )hair, type their name in the bo3 Oq you can use the search
 feature by clicking on the magnifying glass. 

Once your Chair has been added, click on A@dd Search Committee xemberA to add the 
search members. Please note the helper te:tz @ll search participants must be added to this 
section to access the applicant pool, even when not utili'ing a search committee. Riring 
authority, if participating in the search, must be added in this section to gain access either 
as the Search Chair if acting as the Chair of the search, or as a Search xember.
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STEP 22

The last section is labeled “Users and Npprovals” which lists users associated
 with the job card and the approval process. 

The Hnitiator qeld will be auto populated with logged in user;s nameG however, Search 
Coordinator and R3 Liaison must be entered. Mor R3 liaison, please input T@ team 
)jobs5gmu.edu8. Please take note of the emphasi'ed language as well.
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STEP 2R

Select Wage Q Ndjunct for Npproval Process.

STEP 2&

Dou will need to add a Fepartment Npprover. Talent NcIuisition will always
 automatically populate for the TN Team. 
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STEP 26

Select “Pending approval” for the status Aeld. 

STEP 27

Dou can “Save as draft”, “Save”, or “Save and e3it”.

Save as Draft - (ill remove the approval process and place the Job Card in ADraftA so you 
can return later.
Save - (ill trigger the approval process and send you back to the top of the same screen 
you are on.
Save and e:it - (ill trigger the approval process and send you back to the xanage Jobs 
Page.
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