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Introduction

Welcome to the George Washington University PeopleAdmin 7 Faculty/Librarian Employment
System (PA7). Schools, academic departments and libraries will use the system to:

Create a position posting (Recruitment Plan)
Collect and review applications

Seek approval of the “shortlist” of candidates
Create a Hiring Proposal

vk e

Disposition Applicants (assign a selected or not selected status at the end of the
process)

The system is designed to benefit users by facilitating:

- Automatic solicitation of applicant demographic data

- Faster processing of employment information

- Up-to-date access to information regarding all Postings

- Detailed screening of applicant qualifications via posting-specific questions
- Collection and storage of applicant materials

Faculty Recruitment and Personnel Relations (FRPR) has provided this document to assist users
in understanding and using the PA7 system.

Your Web Browser

The PA7 System is designed to run in a web browser over the Internet. The system supports
browser versions of Internet Explorer (8 and above), Mozilla Firefox and Google Chrome. Since
older browser versions are less powerful than newer versions, the appearance of certain
screens and printed documents may be slightly askew.

The site also requires users to have Adobe Acrobat Reader installed. There is a free download
available at www.adobe.com.

We recommend that users do not use a browser’s “Back” or “Forward” button to navigate the
site. This may cause unexpected results, including loss of data or being logged out of the
system. Please use the navigational buttons within the site.

Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log you
out after 60 minutes of inactivity. Therefore, we strongly recommend saving any work in
progress and logging out of the system when it is not in use.
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User ID and Password

To gain access to the PA7 Faculty Librarian Employment System (PA7) you will need a User ID and
Password. To obtain a User ID and Password for PA7, you must complete the User Access Request Form
found on our website https://provost.gwu.edu/faculty-recruitment-personnel-relations and forward it
to FRPR. If you are already a PA7 Staff user, you will use the same username and password to log on to
the Faculty/Librarian Employment site.

To log in to the PA7 Faculty/Librarian Employment System please go
to https://www.gwu.jobs/hr/sessions/new

@ Piease login

GWU - Employment Site

Username

Password
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Finding Your Way: Common System Features

The PA7 System is organized in three modules (Applicant Tracking, Position Management and
Administrative) with several sections within each module (Postings, Hiring Proposal, etc.). Your system
privileges determine the modules you can access and the dropdown tabs available to you in each
module. There are common features on all pages:

Navigation Banner — the area at the top of the screen containing the tabs to major sections of the site —
Home, Postings, Applicants, Hiring Proposals, My Profile and Help.

Also located in the Navigation banner is a dropdown menu that allows individuals with multiple user
roles to change roles. If you are a Dean user and need to change your role to Department Fac/Lib user,
click on the drop down menu and select the desired role and click on the refresh button on the right.

Breadcrumb Navigation — appears horizontally in the grey area under the navigation banner and
provides links to each previous section the user visited prior to the current page. This provides a trail for
the user to follow back to any previous section. For example:

Postings/Faculty/Librarian/Assistant/Associate Professor (SMPA 11-01) (Internal Posting)/Edit: Recruitment
Plan

Sidebar Menus — appear on the left and right side of the main work area as appropriate. They provide
links to sections within the system or to helpful resources.

= Shortcuts — This section highlights a quick link to initiating a Faculty/Librarian or Staff (if
applicable) Posting (only available on the Home Page).

= Useful Links — This section highlights links to FAQs and other information that may be helpful in
understanding the recruitment process and navigating through PA7.

Work Area — The center portion of the screen that presents the main information and controls for
different modules within PA7. The information in the work area changes depending on the module the
user is working in.

Inbox — holds a list of Postings and Hiring Proposals requiring the user’s attention.

Watch List — A user will use their Watch List to pay special attention to a list of Postings or Hiring
Proposals selected by the user.

HR Information Systems 5|Page



Finding Your Way: Home Page Features

Department Fac/Lib, and Dean/ Library Director View

Once you have logged in, you will land on the Home screen. On the Home screen there are several
important features that users will draw on for guidance and to initiate actions. For Faculty/Librarian
recruitment purposes, you must be in the Applicant Tracking module.

0t cionce @ PeopleAdmin

WATMINGTON
J"-:\‘ ‘.JT.WF :‘.‘w Watch List APP

Postings Hiring Proposals

Albert Mojica, you have 1 message.  DepadmentHRCP + ¢ logout

\Welcome to your Online Recruitment System

¥ Inbox (125 items need your attention) Shortcuts

Create Mew Staff Posting
Ilfms for group "Department/Hrep”. Create Mew Faculty/Librarian Posting
Posings (25  Hiring Proposals (38)  Actions (51 f

Joh Title Type Current State Owner
Research Assistant Staff  Department Review Department/HRCP My Links
Research Assistant - TEST Staff  Department Review Department/HRCP
Research Assistant Staff  Department Review Department/HRCP Useful Links
Develoment Managet Staff  Department Review Department/HRCP
Project Manager, Office of Real Estate Staff Depatment Review Department/HRCP He“t
Yaur nt Paortal
[How Applicants access your
ﬂ Watch List (1 items) Feopleddmin systern)
‘ Wiarking Conditions and Physical Demands
Posti IniG RESREES () (A () G Background Screening Policy FAGS
Joh Title Type Current State State Owner Backgraund Scraening Hiring kar S0P
Senior Education Specialist Staff Posted Department/HRCP Peapleadmin 7 (PAT) FAQ's

Accessing the Appropriate Module

In the screenshot above, you can find the name of the module the user is working in listed at the top
right corner of the navigation banner. Clicking the small triangle next to the listed module will display a
drop down menu from which you can select and access the different modules (Position Management,
Administration). The main features in each module are:

Work Area

The work area of the home page presents a view of your watch list. You can also access your watch list
from any page in the system through the watch list link in the navigation banner at the top of the
screen.

Inbox

Your inbox presents your tasks within the system. These include items that are specifically assigned to
you in their current state and items that do not have individual owners but that you are authorized to
act on. Your inbox does not include items that are currently assigned to other people.

Watch List

Your watch list allows you to follow the progress of your postings or hiring proposals. By default, each
posting you create is placed on your watch list. When a posting is filled or canceled, it is automatically
removed from your watch list. You can also choose to stop watching a posting at any time.
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Getting Started: Creating a Posting

STEP 1: Department Fac/Lib initiates New Faculty/Librarian Posting

The process to fill a faculty or librarian position begins in the PA7 system with the creation of a Posting
(Recruitment Plan). There are two options to create a new Posting: on the Home Screen: click on the
Postings tab at the top of the screen, click Faculty/Librarian — OR — click on the “Create New Posting” link
located under the shortcut menu on the right hand column. Then click on “Create from Position Type.”

DEAN/LIBRARY DIRECTOR ROLE PeopleAdmin
USERS ONLY. You must click on the
refresh button when changing roles.

THE GEORGE
WASHINGTOMN
UNIVERSITY

| warmimeron pe

Postings F Help
Staff

Michael Stewart, you have 0 messages. | DeparnmentfHRCP - c | logout

FacultyfLibrarian

Postings [ Faculty/Librarian

Faculty/Librarian Postings

Open Saved Search v Searcll:| | Search l More search optﬁ

Active Posting (default) [ x ]

& Saved Search: "Active Posting (default)” (15 ltems Found)
GETIEITE Rank/Title: mﬁons Department g:):::“[gnte: ‘gt:{:ﬂow (Actions)
Faculty Test Position 0 499999 Test Org Cancelled Actionsv

Cancelled R
Draft Actions»
Cancelled Actions
Cancelled Actions»
Draft Actions»
Closed Actions
Cancelled Actions»
DeaniLib. Dir. Actions»
Review
Cancelled Actions»
Cancelled Actions»
| Create New x ‘ Cancelled Actionsw
Cancelled Actions»
What would you like to use to create this new posting? Cancelled Actionsy
Draft Actions

Create from Position Type
e information that applies across the entire Position Type. A
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On the New Posting screen, complete the required fields:
* Academic Title
* Vice President
* Department/School
* Banner Org Code/Department Name

After entering the required information, click “Create New Posting” and complete the Recruitment Plan
form as prompted.

= 5
ol Help
9 = C a = o] s Oy O RN v e = propieatenin comihripnsheguneaiposmon, type. st L pe— ]
4 MostVisied | 6Wo> Logln 85 oWt || yow | Eas- oWl B Human Bessurces Car.. BEB Banner - GWII gig Colonial Mall - GWLI | 6W Shorten B8 155 Help Desk - GWII_ Printliminstnr 131 Training with Trani 8. | | WU - Employment S || Hiaman Besousce Seni..

@ Dissble- L Cookier # €55 & Fornr B3 Imagess 0 Information= ) Miscelaneouse o Outline B Rasimes 3 Taolss  Veew Sowrces | Options v O
HRES System - = Posting New = Peopl. | -

New Posting Create Mew Posting | [IIRE

Academic Title: Posling: Associate Professor (PHY 2012-111)

Organizational Unit

Vice President * Academic Affairs

DepartmentiSchool * Eliistt Schaal

Banner Org Code/ Dept Name * I |-

180104 ESIA STUDENT SERVICES
180103 ESIA OFFICE OF THE ASSOCIATE DEAN

/ 180102 ESIA GRADUATE ADMISSIONS Cance

You will only see Banner Orgs you
have access to.

x Find:  elio & Hea & Beesoui &7 Highlight gl [ Matgh case

A. Recruitment Plan

The following fields in the Recruitment Plan are required:
Academic Title
Rank
Emergency Designation
Position Status
Position Type
Contract Type
Minimum Qualifications
Assigned Organizational Area
Work Address of Position
Campus Location
Division/Vice President
College/School

NOTE: Some fields on the following pages may not be applicable to faculty/librarian positions. The PA7

Faculty/Librarian system is built on the Staff Recruitment platform. As a result some fields are not
applicable to faculty/librarian positions and cannot be removed or hidden.
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THE GEORGE D | PeopleAdmin

WASHINGTON - — .
UNIVERSITY Watch List APPLICANT TR/

| wiiminoron o

Postings Hiring Proposals | My Profile Help

Michael Stewart, you have 0 messages. DepardmentyHRCP ~ &  logout

Postings | Faculty/Librarian | FacultyPosting2 test (Draft) / Edit: Recruitment Plan

Editing Posting Recruitment Plan Save

Recruitment Plan
"% Check spelling [+]

* Required Information

@ Documents

@ Guest User

. |. RECRUITMENT PLAN
& Applicant Documents

& Posting Specific Quest... Posting Number:
Summary Position Number:
“  Academic Title: FacultyPosting2 test

4\ Professar

Associate Professor

If you forget where you Assistant Professor
H Associate Research Professor
are in the system, you =
4 ! y Assistant Research Professor
may use the left side Research Professor
bar as a guide. Research Instructor

Instructor

Clinical Education Instructor (SOM)
Teaching Professor

Teaching Associate Professor
Teaching Assistant Professor
Teaching Instructor

Adjunct Professor (RPT)

Adjunct Instructor (RPT)

Librarian |

Librarian Il

Librarian Il

Librarian IV

Mon-standard academic ranking
Open Rank

Multiple Rank (Select ranks above)

Rank:

check all that apply

Administrative Title:

*  Discipline IPIease select v]can't be blank
Specialty:

. Emf?rgen_c]f No -
Designation:
Telework: -

Selection determines
where the posting .
appears

Preapproved - New
Preapproved - Replacement

Position Status:
Requires Approval

can't be blank

THE GEORGE Position Type: Faculty -
WASHINGTON
UNIVERSITY

WASHINGTON DC

With Tenure
Tenure Track
Non-Tenure Track
Special Semvice
Visiting

Search Jobs
Create Account
Lagin

Quick Posting Searches Contract Type: Research
+ Administrative/Professional Librarian
Jour interestin & career witt Regular Part Time

sed in 1821, GW is the largest instnution ¢
Include ten academic units, wih a fl-ime equ ¥

parttime employess ifaculy and st The Ge can't be blank

TRSPACE, SEMACE SN0 RSO AS i BIgest |

SUPPOT the L8BENIng, Fesaalch, &nd pudlic sevv Check all that apply

Contract Term Please select -

Appointment Period
Enter term start date mm/dd/yyyy through term end date mm/ddfyyyy

Proposed Start Date:
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This will not be visible to the public { | Recommended I
in the final posting. i

Is this search for
multiple, similar -
position?

If Yes, how many?

Full-Time/Part-Time: l Please select v]can't be blank
Employee Class - .
Code/Category: [Please select ]cant be blank
Enter Academic Title, Rank,
Tenure Status, Field, and other related Position Description
Summary:

information.

Enter examples of general
responsibilities for teaching, advising,

research, administration, etc. Specific Duties and
Responsibilities:

Required for faculty and librarians; Explicitly

Enter carefu”y worded basic describe what is required to minimally gualify
. . . for the position, i.e., the terminal degree
qualifications here. You will use them required, if you will consider ABD's the
|later to create ”Posting Specific appropriate language, teaching experience, etc.
. ” Once published, the basic gualifications, cannot
Questions. . Minimum be amended.

Qualifications:

y describe what is required to r T
| degree required, if you will co -ABD
1 shed, the basic

5

qualifications, cannot be amended.

This will not be
visible to the public in Desired Qualifications:
the final posting.

strative expenence (if appropriate), other.

Enter range or salary statement such as "Salary will be commensurate

This will be visible to the public in {
. . Advertised Salary:
the final posting.

Other Benefits:

able to support a new hire -
duced teaching load, etc, that
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|| HRIS System - :: Posting Edit :: People...| -+

In this section departments may request
additional required but difficult-to-
upload applicant materials such as hard
copy books, tapes, videos, art portfolios
etc.

In this section librarians will notify

applicants about background screening
requirements for the finalist.

This does not apply to

Faculty/Librarian Positions, | Posting Open Date:

which are open until filled.

Departments will include a
Quick Link in published

announcements to direct Quick Link http:figweu-sh. peopleadmin.comipostings/5151

applicants to a specific
position on the GWJobs
website.

|| HRIS System - == Posting Edit =: People...| -+

List search committee
member’s name, race,
gender and contact phone
number here. Please also

identify the chair and ———>* 4dd Ill. SEARCH COMMITTEE Entry

Diversity Advocate as
appropriate. Note that you
will be required to enter
their email addresses in the
“Guest Users” section.

HR Information Systems

Brief description of the department and school.

Other Information:

Frovide & brisf description of the department ahd school. Use this section to
promote the department ahd school and to encourage people o apply.

Special Instructions to Applicants

Special Instructions to
Applicants:

Department Link:

m

Posting Close Date:
Open Until Filled: [}
EEO Statement: The George Washington University is an Equal EmploymentiAffirmative Action

Employer.

Thank you for considering The George Washington University as your career choice,
Should your qualifications and experience place you among the best candidates for
the position you have applied for, & member of the GVW Recrutment team or the hiring
departmernt will cortact vou to arrange an interviesy . If you are not contacted, pleaze
understand that we earnestly appreciste your interest in GW, and encourage you to

continue visting our website to reviewy the listing of additional vacant positions. We
wniimh wan ek eeESS in i carssr search and thank o far cansidarine makine

Pass Message

Pass Message CE TSI T SO TR O TO S T e ST e TES Ty O E e IO COnTECIED | piesse -
understand that we earnestly appreciste your interest in GW and encourage you to
continue visting our website to reviewy the listing of additional vacant positions. Wi
weish you much success in your career search and thank you for considering making

The George YWazhington University your employer of choice!

Thank you for your interest in working st the George Washington University. t appears

that you do not meet the minimum job-related gqualifications as stated in the position

Fail Message descrlpthn relatet?l to this posting. Please feel frPTe to reviews other postings mare
clozely aligned with vour background and experiences

Cur best wishes to you as you explore other potential opportunities.

Il. DEFARTMENT INFORMATION

nos‘r’;ia?lri'::tional Area: University M

Work Address of 2130 H Street

Position: £.g. 2033 K Strest NW Suite 220 Washington, D0 20052

Campus Location: Foggy Bottorm =

Division\ice President: Provost and Executive Vice President far Academic Affairs (A4) -
College/School: Elliott School of International Affairs (ESI4) A

lIl. SEARCH COMMITTEE

m

Mote: Please promptly notify Faculty Recruitment and Personal Relations about any changes
in the search committee's compasition.

. ADWERTISING (For Staff Postings Only)

For ;!W?c)am':lilehs, [T wational Association forthe Advancement of Colored People
position{s) will be ) ) )

advertised at no cost in [C] Mational Congress of Ametican Indians

the following: [T office an Lating Affairs (bilingual newsletter)

Additinnalhe. for all
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|| HRIS System - :: Posting Edit :: People...

— Additionally, for all

\rac?trlci?s)in _I:I:Mand, [T maryland Workforce Exchange, Montgomers County
0SHIoN(s) wii e
gdvertised at no cost in = Maryland YWarkforce Exchange, Prince Gearge County
the following:
Additionally, for all
vacancies in firginia, [T1 virginia Employment Commission, Gity of Alexandria
position{s) will be [ virgi - . .
advertised at no cost in “irginia Employment Commission, City of Fairfax
the following:
[T The Chranicle of Higher Education
If you plan to advertise 0o InsideHigherEd inho casty
; externally, indicate the [C] HigherEdobs.com (no cost)
Not applicable to _ advertising sources: [T washington Post
Faculty/Librarians. [C] Mid-atiantic HERC (na cost)
Please list any other
external advertising
sources not listed
above:
Advertising cost{s) to
he charged to Banner
Index Humber: Ifyou dicd not chooae to advertiae exdernally, your account will not be charged.
J—
V. RECRUITMENT & OUTREACH ACTIVITIES (For Faculty
and Staff)
List print publications or websites where position announcements will appear. Special criteria apply when
using web-only venues for position announcements. Please see https://provost gwu.edu/sites
Iprovost gwu edu/files/downloads/Guidelines-for-Placement_Positions%20Announcements doc for guidelines
on placing position announcements.
At least one position announcement must appear in the Chronicle of Higher Education or a discipline-specific
professional journal, print or web-based. All position announcements must explicitly state the basic
. . . qualifications for the position, the application procedure and include the following statements: 1) “Review of
Applicable to Faculty/Librarians. applications will be on Month/Day/Year and will continue until the position is filled.” (The review date must be
Please note, to ensure as broad at least 30 days following the first day the announcement will appear in a primary, web-based professional
a search as possible journal or 30 days following the print publication date of the primary professional journal); 2) “Only complete
departments are stronel applications will be considered.” and 3) “The George Washington University is an Equal
p gly — Opportunity/Affirmative Action Employer.”

encouraged to place
announcements in venues likely
to generate the strongest, most
diverse applicant pool.

HR Information Systems

Print
Publication/Electronic
Announcements:

Posting Deadline Date:
Publication Date:

[7] Remave Entry?

Add V. RECRUITMENT & QUTREACH ACTIVITIES (For Faculty and Staff) Entry

Save MNext ==
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B. Documents

In this section, departments may create a document using the PA7 word processing feature or attach

drafts of external position announcements on this screen for FRPR approval.

MRS Spsbem - 5 Povtleg Lot s Pen |

Ll 6 .|

Wiing Propesats | My Proide

Documents

© Recnment Plan PP COMVBTIAcn Must B8 COMERtEn fof s GOCLTEnt 10 D VAIS When ApEacaDiN

Document Type Hame Sttus
Agvaruting Dral {Ladrman

Fatuty Meme |

Favuty Memo 7

Facuty Mum 3

Click here to attach drafts.

My The George ol | RIS System - = Dorument Mew i % |

icants  Hirlng Proposshs

ot | mgtage

-0 g

(Actions)
Acwones
Ui Hever

CD | Pecpleidmin

[T S

Upload a Advertising Draft (Exemal)

T uptoad your document, prvide 3 name and descripbon of the decument To chooss & Ml b upiaad, chiek the Choose File bulton and select th

Name advrieng Dest (Edn
Descnption

Filt to upioad | ey |

L)

Attach draft and click the
submit button.

HR Information Systems

e Bl frioe your computer When yod sre ready o submit your documerd, chck the Bubmit buttor
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C. Guest User/Search Committee Members

On this screen, enter the email addresses for each search committee member. Please note that access
will be activated by FRPR by the application review date.

|| HRIS System - : Posting Edit :: People... - -

Watch List

Home Postings Hiring Proposals | My Profile Help (

Albert Mojica, you have 1 meszage.  DepartmentHRCP v & logout

Postings ! FaculiyLibrarian / Posting: Associate Professor (PHY 2012-111) (Draft) / Edit: Guest User

Editing Posting Guest User

@ Recruitment Flan

Want to give guests access to view this posting?
@ Documents

m

Guest User | Create Guest User Account |

@ Applicant Documents

& Posting Specific Quest

Summary

@ User account for 'gu20608° was created.

Home Postings Hiring Proposals | My Profile Help

Albert Mojica, you have 1 mezsage.  DepartmentHRCP v & logout

Postings ! FaculiyLibrarian / Posting: Associate Professor (PHY 2012-111) (Draft) ! Edit: Guest User

Editing Posting Guest User

@ Recruitment Flan

m

Guest User Credentials
@ Documents

Guest users may view this posting by using these credentials.

Guest User
@ Applicant Documents Username
: — [quzn6s |
@ Fosting Specific Gluest...
Password

Summa
n b4aled Update Password

Email Addresses of Guest User Recipients

Ermail addresses (ane per line) I

Update Guest User Recipient List

Enter email
address(es) here.
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D. Applicant Documents

On the Applicant Documents screen, you will identify the documents you will require of applicants by
clicking “Included?” AND “Required?.” Once completed, click SAVE and NEXT. This will land you on the
“Posting Specific Questions” screen.

Please consider carefully what is actually required to evaluate an applicant at the initial stages of the
process and what additional materials might be reserved for requests from candidates invited to
campus for interviews. This will promote collecting information on an “as needed” basis, reduce the
volume of materials at the early stages and avoid applicants running into issues related to uploading
long lists of documents.

If a required uploadable document does not appear on the list below or is not already requested, check
“Other Documents Refer to Special Instructions to Applicants” below and click SAVE and return to the
“Special Instructions” field on the Recruitment Plan to add the required document. In addition, if
requesting multiple copies of a similar document (e.g., summaries), use the “Special Instructions”
section to request that applicants combine them in a single PDF or document.

To return to the “Special Instructions” field, click on the “Recruitment Plan” tab located on the left
sidebar. This will land you at the beginning of the Recruitment Plan. Then scroll down to find and
amend the “Special Instructions” field. Then click on “Posting Specific Questions” on the left sidebar to
move to the next section.

Home Postings Hiring Proposals | My Profile Help
Michael Stewart, you have 0 messages. DeparmentHRCP + € logout

Postings | FacultyiLibrarian /| FacultyPosting2 test (Draft) / Edit: Applicant Documents

Editing Posting Applicant Documents ["Save | [<<Prev |
Recruitment Plan @qumd documents, you must check both "Required” and "Included” >
© Documents Order Name Included?  Required?
@ Guest User
Applicant Documents 1 Curriculum Vitae ]
& Posting Specific Quest...
Summary 2 Resume 0 0
3 Cover Letter =] &
4 Transcript [ [
5 Statement Of Teaching Interest [ [
6 Statement Of Research O ]
Interest
7 Letter Of Recommendation 1 0 0
12 Assessment Of Skills Relevant ] ]
To Basic Qualifications
13 Names And Contact ] ]
Information For References
14 Other Documents Refer To a] ]
Special Instructions To
Applicants
15 Statement Of Teaching And [} 0
Research Interest
16 Course Evaluations Or ] |
Summaries

["save | or Cancel

| Save ‘ | << Prev ‘

HR Information Systems 15|Page



E. Posting Specific Questions

Create closed-ended qualifying questions based on minimum qualifications listed in the Recruitment
Plan and in published position announcements. Qualifying questions must be designed to automatically
disqualify job seekers who do not satisfy a basic qualification. Avoid compound questions such as,“Do
you have a record of scholarly publications and evidence of teaching excellence?” Consider instead, “Do
you have a record of scholarly publications, such as books or journal articles?” Libraries will need to

include a question related to an individual’s willingness to undergo a background screening if s/he is a
finalist.

D | Pec pladdmin

Home Postings Hiring Proposals | My Erofie Heip
Allsart Mojica, vou have 1 magsage.  DapatmentHRCP - & logout |
Trastings | Fatuity Postion | Assauciat Profisse (PHY 2000027 [aT)  Eit Postmg Speciic Qoo |
Editing Posting Posting Specific Questions [Eae | [ cree | TR |
© Recruiment Plan Included Suppl 1a Add 5 questio
Pasition Heguired  Category. . Duestion Sl
1 s Uncategonzed How did you leam of this vacancy? active
@ Applicant Documents 7 (] Uncategunzed I sslvctod 5,8, ur 7 abi, plispse speciy act
Posting Specific Quest. |a
Summany A & Qustion % =

Category Ay
S Cayon,

Uncalagnse

After adding

Once you have selected or

e questions you must
created questions you may Expanance click on Save.
rank them by renumbering ::i

the “Position” field or S

simply by dragging and Exganence

dropping the line. ) s
Expanence and

Expanence

Uncategerised D
Exphience
Enxparience

Exparieccs

Displapng 1 - 15 of 28 n tots)
# Provvous | Nest »
Can't find the ane you

‘ Add a Question

Questions defined here will be "pending” approval and will not be available for use in other areas of
the system until they have heen approved

Name * Add your guestion here. |
Status pending ~

Category FPlease selecta category
Question * Enter your gquastion hers

Possible Answers

) Open Ended Answers

@ Predefined Answers

Empty answers will be excluded.
Click and drag possible answers to reorder them.

Paossible Answer 1° ves

Passible Answer 2: Mo
Possible Answer 3

Fossible Answer 4: After submlttlng a
question, you must click
on SAVE above

x » = x

2

Subrmnit Cancel
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Posting Summary

After clicking NEXT you will land on the Posting Summary screen.

Carefully review Posting information to ensure accuracy. If no changes are required, forward the
Posting to Dean/Library Director for approval by hovering over the “Take Action on Posting” button and
clicking on “Dean/Lib. Dir. Review (move to Dean/Lib. Dir. Review).” A dialogue box will appear
prompting for any additional notes or comments to be included.

THE GEORGE @ PeopleAdmin

WASHINGTON

UNIVERSITY gy || APPLICANT TRACKING

BLE  Hiring Proposals | My Profile  Help

m

Michael Stewart, you have 0 messages. DeparmentyHRCP ~ ¢  logout

Postings [ Faculty/Librarian / FacultyPosting2 test (Draft) / Summary Search Results: Previous | Next

D Posting: FacultyPosting2 test (Faculty/Librarian) ‘
Edit

Current Status: [raft

Take Action On Posting v
WORKFLOW ACTIONS.

KasprWOTKing on this PUSting

Dean/Lib. Dir. Review (move to

Position Type: Faculty/Librarian Created by: Michael Stewart Dean/Lib.Dir Review)

Banner Org Code/ Dept Name: Owner: Michael Stewart ‘ [Aatar Review (move to nisetor
499999 Test Org Review)

Summary Histary Settings Hiring Proposals

© Recruitment Plan  Edit Toke Acten =

Move directly to "‘Dean/Lib. Dir.
Review

I RECRUITMENT PLAN

Fornimants [optians]
Posting Number:
Position Number:

Academic Title: Facultyl

Rank: Associat]

Administrative Title:
Discipline

Specialty:

When submitting the Posting or other actions you may
provide additional notes or comments in this box.

On the Posting Summary screen above, there are helpful special features you may want to use.
Edit: Allows you to go back to a specific section to make changes.

Current Status: Shows the current status of the posting or hiring proposal: Draft, Posted/Internally
Posted, etc.

History: Gives a detailed, chronological snapshot of actions taken on a posting or hiring proposal and
identifies the users that have “touched” the posting/hiring proposal.

Settings: Allows you to review and adjust the school/department/Banner information.
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STEP 2: “Dean/Lib. Dir. Review (move to Dean/Lib Dir. Review)”

When notified that the Posting is awaiting their attention, the Dean/Library Director reviews the
Posting.

From the Home screen:

If changes are necessary, the Dean/Library Director can either return the Posting to the Department
Fac/Lib through workflow by clicking on the tab “Take action on Posting” and selecting “Return to
Department (Move to Department Review) — OR — s/he may edit the Posting by clicking the “Edit”
button located under the Posting’s title. Once satisfied with the Posting Summary, the Dean/Library
Director submits it to FRPR for review and approval by clicking on the “Take action on Posting” and
selecting the appropriate action.

(@) HRIS System - : Posting Show :: PeopleAdmin - Mozilla Firefox E@g

File Edit Wiew History Online Bookmarks Bookmarks Tools Help

@ -c <o = = Ko

2 MostVisited | | GV > Log In Gl || MyGW | | EAS- GWU & Human Resources Car.. B Banner - Gy & Colonial kail - GWU | | GW Shorten
@ Disables & Cookiesw # €SS+ =] Farms- 2 Images- ﬁ Information= £4 Miscellaneous~ / Outline~ & Resize~ & Tools= = View Source= [A] Options= ¢ 6 &

__| HRIS System - :: Posting Show = Peop...l + -

@ vYou are now viewing the system as a member of the Dean/Lib. Director group

|'.-.—' = sahrina ellis p|

3

L AL R it s quon-shupeopleadmin.comhrfposting /5151 77 -

D |

m

Home Postings Hiring Proposals | My Profile Help

Albert Mojica, you have 1 mezsage.  DeanlLib. Director v & logout

Postings ! FaculiyLibrarian / Posting: Associate Professor (PHY 2012-111) {Dean Current Status field shows the
status of a posting in workflow.

= Posting: Posting: Associate Professor {PHY Take Action On Posting «
2012-111) (Faculty/Librarian) it WORKFLOW ATIONS

Current Status: Dean Review Dianne gne =
Submit to Faculty Recroitrment
{rnive to Facuity Recruitrment

Fosition Type: Faculty/Librarian Created hy: Albert Mojica

Banner Org Codef Dept Mame: Owner: Dean/Lib. Director Eview (With R

180104 ESIA STUDENT SERVICES Return to Deparment (move ta
Department Review)

Summary History Settings Applicants Reports Hiring Propaosals

@ Recruitment Plan  Edit Tako pcten T

Subwit te Facuty Recritment fmove
te Fasuty Racrutnant Raview (With
| =
I, RECRUITMENT PLAMN [f——

Posting HNumber:

Position Humber:

|
Fosting: Associate R

Academic Title:

STEP 3: “Submit to Faculty Recruitment (move to Faculty Recruitment Review (With
RP)” and “Post (move to Posted)”

Once the draft Posting has been submitted to and approved by FRPR for review, it will be posted

on https://www.gwu.jobs website. If the draft Posting needs additional work, FRPR will return it to the
department for necessary revisions. Once the Posting is approved and posted the GW jobs website, the
workflow status of the Posting will change to “Posted”.
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https://www.gwu.jobs/

Applying to a Faculty/Librarian Posting

Job Seeker applies to a Posting

Prospective jobseekers will visit the gwu.jobs site to apply for a position.

| HRIS Systern - 1 Posting Show i Pe..

* Skilled Crafts
# ColonialTemps

e Librarians

GWU Facehook Link

GWU Home

THE GEORGE
WASHINGTON
UNIVERSITY

w

Home
Eaarchiinhs Search Jobs \ L4
Create Account
hnlgln Toview open positions, please enter vour search criteria below. You may view all open positions by not specifving any search criteria and clicking
Elp the Search button
Quick Posting Searches
Heywords Posted Within H ; -
+ Administrative/Professional Any fime periad
« Senior Management
* Support Staff Posttion Type Posting Mumber
« Technical o Any ¢
» Research Pay Grace By v

HR Home

Employee Benefits Working Title Position Type Department

Campus Map

Living in DC Posting: Associate Professor (PHY 2012-‘D Faculty 180104 ESI& STUDENT SERVICES
Position Description Summary

Washington Metropolitan Area ) ) ) )

{Transit Authority) Wiew Details | Bookmad: | Email to a Friend

Student Employment test 011312 Facuty ggﬂ,ﬂgﬂ'}f‘“m CAMPUS

Contact Us

| George Washington Employment ... 3

The George Washington
University Employment
Portal

m,

ASHINGTON D C

Search Results « Previous 1 2 Mext »

Toview the position details and/or apply to an open position, click on the position title or the View Details link. Ifyou would like to bookmark a position for later
revigw, click on the Bookmark link. To ernail a position to a friend, click on the Email to a Friend link,

Wiew Details | Bookmark | Email to a Friend

Deans and department chairs will access www.gwu.jobs to the view the applicant pool as people begin
to apply. Itisimportant to carefully and frequently scrutinize the make-up and size of the applicant pool
to determine if additional, active outreach is necessary prior to the review date.

Depending on their responses to qualifying questions, jobseekers will become bonafide GW applicants
to a faculty/librarian position. Each person who completes an application will be notified of their status

by an email thanking them for their interest and indicating whether they have successfully applied for a
position (an applicant) or whether they have been disqualified because they do not satisfy all basic

qualifications.

HR Information Systems
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Viewing Applicants and Moving Applicants in Workflow

Department Fac/Lib Tasks

Once a pool of applicants is collected and the “review of applications date” arrives, the department,
search committee members and other users will be able to view the applicant pool, search for specific
applications, download and print applications, and generate applicant reports as appropriate.

Viewing the Applicant Pool

From the Postings tab you will be able to see all of your active Postings and the total number of
applicants for each one. To view applicants and print applications for a specific Posting, locate the
Posting in your "Watch List" on your Home screen --OR-- click on the "Postings" tab located on the
navigation banner. Once located, click on the Posting. This will take you to the Posting Summary
screen. On summary screen, click on the "Applicants" tab to view the list applicants.

Deans and department chairs will have access to the applicant pool as people begin to apply. This
allows careful and ongoing scrutiny of the make-up and size of the applicant pool to determine if
additional, active outreach is necessary prior to the review date.

Inbox | PeapleAdmin

F. THE GEORGE
P WASHINGTON A
UNIVERSITY Wateh List || APPLICANT TR

1

Postings

Guest User 62265, you have 0 messages. logout

Postings / Faculty/Librarian / Associate/Full Prefessor (IBU 11-01) (Posted) / S|

i Posting: Associate/Full Professor (IBU 11-01)
(Faculty/Librarian)

Current Status: Posted L See how Posting looks to Applicant

Print Preview (Applicant View)

Position Type: FacultylLibrarian Created by Bayram Abbasov =

Banner Org Code/ Dept Name: Owner. Department/HRCP = Print Preview
141701 ADMIN-INTERNATIONAL

BUSINESS

Summary History Applicants Reports

& Recruitment Plan

. RECRUITMENT PLAN

Posting Number: Faculty 000219- 20711

Position Number:
Associate/Full Professor (IBU 11-01)

Academic Title:

Rank: Professor, Associate Professar

Administrative Title:
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Searching for a Specific Applicant
To search for a particular applicant by name, from the Home screen, click on Applicants, then select
Applicant Search. Use the Search text box (below the “Applicants” heading) to enter the applicant’s
name. The “More Search Options” tab allows you to expand the search to include other specific

information.

() HRIS Systern - 2 Job applic:

€ C' & httpsy/wawawegwujobs/hr/postings/7008/job_applications
(@) Peopleddmin () FRPR (D) GWWEmail

Postings / Faculty/Librarian / Associate/Full Prefessor (IBU 11-01) (Pested) / Applicant Review

E Posting: Associate/Full Professor (IBU 11-01)
(Faculty/Librarian)

Current Status: Posted

Position Type: FacultyiLibrarian
Banner Org Code/ Dept Name

141701 ADMIN-INTERNATIONAL

BUSINESS
Surmmary Histary Applicants Reports
Open Saved Search v 553":":‘

Active Applicant {default s [x]

Created by. Bayram Abbasov
Owiner: DepartmenttHRCP

See how Posting looks to Applicant
Print Preview [Applicant View)

Print Preview

| Search | More search options

@ Saved Search: "Active Applicant (default search)” (15 |tems Found)

Full
o Name

O wilhelms, Ralf

[ Francis, Conrad

Ostapenka,
Mikalai
Miroshnik,
wictoria

[ Leung, Ricky

& Ding, Hui

Documents

Resume, Other Documents Refer to Special
Instructions to Applicants
Resume, Other Documents Refer to Special
Instructions to Applicants
Resume, Other Documents Refer to Special
Instructions to Applicants
Resume, Other Documents Refer to Special
Instructions to Applicants
Resume, Other Documents Refer to Special
Instructions to Applicants
Resume, Other Documents Refer to Special
Instructions to Applicants

Rranime Cither Nineniments Refer tn Snecial

HR Information Systems

Posting
Number

Faculty 00D218- 2011

Faculty 00DD218- 2011

Faculty DDD218- 2011

Faculty 000218- 2011

Faculty 000218- 2011

Faculty 000215- 2011

Workflow State
(External)

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

Workflow State
(Internal)

Under Review

Under Review

Under Review

Under Review

Under Review

Under Review

o
| A

[ Other bookmarks

m

| Actions \

(Actions)

Actions¥
Actions¥
Actions¥
Actions¥
Actions¥
Actions¥

Artinnew
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Downloading and Printing Applications

To download an application or group of applications, click on the box to the left of an applicant’s name.
A check mark (V) will appear by each name selected. Hover over the “Actions” tab to the right of the
“Active Applicants” heading and select “Download Applications as PDF” and follow the instructions. The
“Download Applications as PDF” combines all applicants into one file. The operation may take a few
moments. Once the PDF file is generated, you may save it to your desktop or print it.

Postings / Faculty/Librarian / Associate/Full Professor (IBU 11-01) (Pested) / Applicant Review

Posting: Associate/Full Professor (IBU 11-01)

(Faculty/Librarian) }

Current Status: Posted W See how Posting looks to Applicant

Position Type: FacultyiLibrarian Created by Bayram Abbasov = Print Preview (Applicant View)

Banner Org Code/ Dept Name: Owner. DepartmentHRCP & Print Preview

141701 ADMIN-INTERNATIONAL

BUSINESS

Summary History Applicants Reports

Open Saved Search v search: | | | Search Mare search options

Active Applicant {(default s, 0
@ Saved Search: "Active Applicant (default search)" (15 ltems Found) Actions
GENERAL
— Full Posting Workflow State Wo  Review Supplemental B
Name Documents Number {External) il e oA wars
Resume, Other Documents Refer to Special Download Supplemental

Wilhelms, Ralf Faculty 000212- 2011 In Praogress Un  Question Answers

Instructions to Applicants

Export results
. Resume, Other Documents Refer to Special
cis, Conrad Faculty 000219- 2011 In Progress Un  BuLk
Instructions to Applicants

Download Applications as
staperko,  Resume, Other Documents Refer to Special Bgﬁnload el o
Faculty 000219- 2011 In Progress Un ==t
Mikolai Instructions to Applicants Creat cument PDF per
Mirashnik, Resume, Other Documents Refer to Special
) ) Faculty 000219- 2011 In Progress Uni
Victoria Instructions to Applicants

Resume, Other Documents Refer to Special
Leung, Ricky ) _ Faculty 000218- 2011 In Progress Under Review
Instructions to Applicants

Actions ¥

. . Resume, Cther Documents Refer to Special . Actionsy
Ding, Hui ) _ Faculty 000218- 2011 In Progress Under Review
Instructions to Applicants
hittps:/ frmnns, queu jobsfhr/postings/T009/job_applications?dialog=select-document-type-menu

Wetinne -

Select the document type(s) to use.

Cl 1 and All D

+ Only These Document Types

5 Application Data
7 Resurme
[ Othar Docurments Rafer ta Special Instructions o Apphcants
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If you would like the system to generate a PDF per applicant, click on “Create Document PDF per
Applicant”. To use this feature, follow the steps below.

1. Select the applicants for which you would like to view documents by clicking on the box next to
the applicant’s name.

2. Hover over the “Actions” tab to the right of the “Active Applicants” heading and select "Create
Document PDF per Applicant".

3. Scroll up to the “Search” menu and click on “More search options”.

4. Select “Combined Document” from the “Add Column” field. The page will automatically refresh
and the applicants you selected in (Step 1) will have a link entitled “Combined Document”. This
is a compilation of all of the applicants’ documents. The advantage of this feature is that it
allows you to select specific applicants.

= L rreview -
Summary History Settings Applicants Reports Hiring Proposals Associated Position Description
Open Saved Search ¥ Search: ‘ | Search Hide search optic
Add Column: | Add Column
status: | Add F:olumn
Applicant ID

Applicant vO Unique ID
App Individual Workflow | Application Form
States: | Are you legally authorized to work in the United States for any employer?
Assessment Criteria - Disqualified?
Assessment Criteria - Rank
Assessment Criteria - Total Score
Assessment Criteria - Unique Rank
Branch of Servica:
Celluar Phone:

Ad hoc Search (10 ltems Found)  Save this se¢ City: (personal info tab)
City: (education tab
Combined Document
Contact Email Address
Contact Number:
Under | Country:

Date Discharged:

T Blood, Pet Under Revi Under f Lote Entered:
L ALy nder Review "% po you have any relatives working at GW?

Ad hoc Search [x_

Full
]
Name

Workflow

State (Internal) Status

I Pendse, Nachiket Under Review

Ad hoc Search [}
Ad hoc Search (10 Iltems Found)  Save this search? | Actions |
[l Full Workflow Workflow State Combined (Actions)
Name State (Internal) Status Application Date Entrance Reason Active/lnactive Document
Pend: October 24, 2011 at \cti
] IJEHh'EI':I Under Review Under Review 0; 100 * 2 Active Mot generated Actionsy
Nachike Z m H
D IDb 02,20M CIICk on Acti
: FEEIET LA, . : ctions¥
O Blood, Peter Under Review Under Review 02:53 pm ”Combmed »ﬁ— Combined Document
March 01, 2012 at ” Act
] Wensong. Yang  Under Review Under Review U:;CQ 2 Document Active Combined Document chensy
239 pm
March 10, 2012 at . Act
] QOBoyle, Sharon  Under Review Under Review are 2 Active Mot generated chensy
11:41 am
Note: If you add the field before you click on “Create Document PDF per Applicant” you will see the
following:
Ad hae Search L)
Ad hoc Search Save this search? Actions

Full Workflow State

Application Workflow State Entrance Combined
Name {Internal) Status Date Reason
Pand Under Review Under Review Oclober 24, 2011 at 0810 pn Actve Mot ganerated
g December 02, 2011 at 02.53
Blood, Peter Under Review Under Review o Aclve Mot generaled
o Under Review Under Review March 01, 2012 at 0639 pm Active Mot generated Actionsy
Under Review Under Review March 10, 2012 at 11:41 am Aclve Mot generated
Hindar Reviaw Hndar Rewview March 14 2012 at 1211 am Artow Mt nanaratad Artinnsy
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Generating Applicant Reports
To run applicant reports, click on the "More search options" link to the right of the search box. Then use
the drop down menu to select the information fields you would like to include. Once the page is
automatically refreshed, you may hover over the "Actions" tab and select "Export results." This will
export your results to a table in Microsoft Excel.

' ». THE GEORGE

oA

WASHINGTON
UNIVERSITY

WASHINGTON, D€

Postings

Applicants

Hiring Proposals

Watch List

il Help

Carissa Walter, you have 0 messages

PeopleAs

Faculty Recruitment [»| & logout

APPLICANT TRAC

Postings / Faculty/Librarian / Test Posting Associate Professor (MAE 2012-112) (Cancelled) / Applicant Review

2012-112) (Faculty/Librarian)

Current Status: Cancelled

Position Type: Faculty/Librarian

Edit

Created by: Albert Mejica

Posting: Test Posting Associate Professor (MAE

Take Action On Pasting »

I See how Posting I0oks to Applicant

Print Preview (Applicant ‘iew)

m

Banner Org Code/ De|
499999 Test Ory

Summary Histo

Open Saved Search »

Active Applicant (defau

pt Mame Oiwner: Omnipotent

=
-
=

Print Presiew

ry Settings Applicants Reports Hiring Froposals
Search:‘ ‘ [ Search ]
ks. @

Workflow State

& Saved Search: "Active Applicant (default search)” (1 liem Found)

Workflow State

More search options

Full Search Proposal {Actions)
Name Documents Number External Internal
ftions*
' ». THE GEORGE @
= WASHINGTON
UNIVERSITY S
BN wasiincron oc Watch List
Paostings Applicants Hiring Proposals | My Prafile Help
Carissa Walter, you have 0 messages Faculty Recruitment[~] & logout
Postings / Faculty/Librarian / Test Posting Associate Professor (MAE 2012-112) (Cancelled) / Applicant Review D
F lul =
- - I
‘ (Applicant Detail User Parent) Salutation i
Activellnactive 1
Posting: Test Posting A Applicart D i
' . Applicant ¥0 Unigue 1D g|
2012-112) (Faculty/Librari application Date
Current Status: Cancelled gpphcatiun !»;uémt i o & 5ee how Posting looks to Applicant L
ssessment Criteria - Disgualified?
' Position Type: Faculty/Librarian Assessrment Criteria - Rank = Print Preview (Applicant iew)
Banner Org Codel Dept Name Assessment Criteria - Total Score & print Preview
‘ 499999 Test Org Assessment Criteria - Unique Rank -
City: (personal info tab)
Comhined Document
summary Histary SEltings Contact Emnail Address: 0 Proposals
' Contact Mumber:
Country:
Diraft Application?
' Open Saved Search ¥ Searc Etrgg‘lgﬁyd?ress. Hide search aptions
First Name: @
| Add Column: | Add Calumn >
Status: ‘AEUVE
' Active Applicant (default s [x]
- . i f
' @ Saved Search: "Active Applicant (default search)" (1 ltem Found) |.
Full Search Proposal Workflow State Workflow State {Actions)
Name Documents Number (External) (Internal)
R d for Intervi At
Srmith, John Faculty 000239- 2011 Position Withdrawn eeemmensior inieniew ctianey
(Shortlist)
l h
< | . »
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'ﬁ, —— - — , — — = B g
/[ HRIS Systerm - 5 Job applic ‘ . . . — - ) | -
« C https:/fwwe.gwujobs/hr/postings/7939/job_applications 7N
[ Peoplefdrmin [ GWEmail @& FRPR [ Registration: Login (O Other bookrnarks
Postings / Faculty/Librarian / Test Posting Associate Professor (MAE 2012-112) (C lled) / Appli R
D Posting: Test Posting Associate Professor (MAE ake Action On Po
2012-112) (Faculty/Librarian)  Edit R
Current Status: Cancelled BE oW RRSING Inoks 1o Adplan r
Position Type: Faculty/Librarian Created by, Albert Mojica = Print Preview (Applicant view)
Banner Org Code/ Dept Name: Cwmer. Omnipotent 1
499989 Test Org = Print Preview
summary Histary Settings Applicants Reports Hiring Proposals
Open Saved Search ¥ Searl:h:| | { Search J Hide search options .
Add Column: [ Add Column [=]
Status: |Active EI
Active Applicant {(default 5. [ x] :
& Saved Search: "Active Applicant (default search)” (1 ltem Found) l Actions |
GENERAL
Full Search Proposal Workflow State Workflo]  Review Supplemental
Name Documents Number (External) (Interna  Ciuestion Answers
: ) Recomn]  Download Supplemental
O Smith, Jahn Faculty 0002339- 2011 Position Withdrawn hortl QUESHION ANSWErs
0rtlis!
Expaort Applicants without
Email
Export results
o
icants P
Applications as
Create Document POF per
Applicant
Reactivate Applications 2
4 LS L3
_———
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Required PA 7 Action Item: “Recommend for Interview (Shortlist)”

Once the search committee has reviewed and evaluated the applicant pool and generated a short list of
candidates to invite for campus interviews, the next step is the review and approval of the shortlist by
the Dean/Library Director.

To recommend candidates for interviews, the Department Chair/HRCP must change the candidates’
status in workflow to forward the list for review and approval. On the Home screen, click on the
Postings tab, select “Faculty/Librarians”. On the Postings screen, click on the specific Posting in the
“Active Postings” list. On the Postings screen, click on the “Applicants” tab located below the Posting’s
title.

Henng Propasals

Foatmgn | Facampl tsarist

Faculty/Librarian Postings [ Craace s Pontieg |
O Save Search
A e Seath Actwe Posting (detaus) o )
@ Saved Search “Active Posting (default)y™  1/° (1 ¥ o

192 3 4 5.6 7 8 9 213 Meds

Agphcations Deparmeat thctions)

171493 NECHANICAL § AERCSPACE ENGINEERING. Fileg
152901 ADUSNESTRATION PHITICE. g
V52301 ADUNESTRATION FVCHOLOGY Filed
w0 TA1L01 ADUSH COUNSELING, HULAN & ORG STUDL Fisa

109102 - Underprasuate Nursing

B16301 AN STHEDOLOGY-CUE-NSTRUCTION
ET2311 ENVIRONUENTAL OCCURKTIONAL HEALTH
144101 STAISTICS

1401w EDUCATIONAL LIEADERSHI®

B1311 MM TRY

TEI0F LANGUAGE CONTER

151401 ACUBRSTRATION-AHTHEOPOLOGY

14T80 ACUPASTRATION-ACCOLUNTANCY

180113 ST SECURITY & CONFLICT STUDES
BT OCHEMESTRY

PE2501 ADUEN SCHOOL OF MEDHA & PUBLIC AFFA
152501 ADUN-SCHOL OF MEDIA & PUBLIC AFFA,
EEDT ADMSN-AMRRETING. LOTIST & OFER MOMT
1E011Z INET INTL ECONOMNC POLICY

130429 METITUTE FOR INTRL ECONOMIC POUICY
130429 NSTITUTE FOR INTRL ECONOMIC POUCY.

AN

bie @ E =]

| HRIS Syutem <2 Jub application 1. | Gearge Wathingtan Frglayment Site = | =
D | Pecpiessnin
m APPUCANT TRACHIN

Postings  Applicants  Hiring Propasals | My Prafla Halp

ARiert Mca, i heven | i Facailly Recnatrman: )

Fastings | Facullyilibearien | Posting: PRIV iR |

= Posting: Posting: Associate Professor (PHY
20112411) (Facuty/Librarian)  Edo
Curreet Status: Posted

Posfion Type: Facultyd ibearian Createn by Albari Mofica
Baninir Grg Godel Dupd Name CrwTt, DAL HRCE
ABIIM ESIA STUDENT SERVICES

pen Saved Soarch v ‘Search: f Erarch More zesrch cppone

Aciwe Applicant (dafauk 5 o

{5 ||

@ Saved Search "Active Applicant (default search)” = o i Actlans
L Full Harme Ducinmcits Perding Shunher Morkfiow Shla (Extornel Werkfkim Sisle o mrral AActionm)
Tt M et Facuty (XA 2011 g Liater Bt
Mathorsrs e Fiacuty (00085 201  Prograss Urier Rmvierwe

g, m Faculty (U00SS. 2071 I Frogress Ureter Fvien Actny
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From the “Applicants” screen you can move applicants/candidates on the shortlist in workflow in bulk or
individually.

To move applicant(s)/candidate(s) individually or in bulk, check the box(es) to the left of the name of the
applicant(s)/candidate(s) you wish to move in workflow. Hover over the “Actions” tab to the right of the
“Active Applicants” heading and select “Move in Workflow”.

You can change the status of applicants individually or in bulk, please see example below. Once you
have changed their status in workflow, click on “Save Changes”. Depending on the number of applicants
you are moving in workflow, it may take up to 10 minutes for your changes to take effect.

| HRIS System - :: Job application L.. | | Gearge Washington Employrnent Site 2 | - -

@ You are now viewing the system as a member of the DepartmentHRCP group

Postings

Hiring Proposals

Fostings / ... / Posting: Associate Frofessor (PHY 2012-111) £ Applicant Review/ Bulk Workflow Status Changs

Postings Hiring Proposals
Albert Majica, you have 1 message.  Depatment/HRCP - ¢ logout
Fostings / FacultyiLibrarian / Posting: Associste Professor (PHY 2012-111) (Posted) / Applicant Review
=1 Posting: Posting: Associate Professor (PHY
2012111 (Faculty/Librarian)  Edit = how Pasiing laoks to Applcant
Current Status: Posted - &e how Fosting [ooks to Applea
B o . . .
Position Type: Faculty/Librarian Crested by: Albert Mojica = Print Previswy (Applcant Vigw)
Banner Ory Codes Dept Mame: Owner: Department/HRCP = Print Preview
180104 ESIA STUDENT SERVICES =
Summary History Setftings Applicants Reports Hiring Propossls
o Sy B & Search: | | [ search Mare search aptians
Active Applicant (default s o
@ Saved Search: “Active Applicant (default search)™ (5 lters Found) Actions >
GENERAL
\ Full Ham= Documents Posting Number “Wor kflow State [External | o kflowr State (Internal)  Review Supplemental

Question Ansvwers
Stewart, Michael Faculty 000085 2011 In Progress Under Rewiemn vl S
Mathews, Jane Fasulty 000085- 2011 In Progress Under Revien GQuestion Ansvvers

) Export results

Chung, Jim Faculty 000085 2011 In Progress Under Rewiemn B |

ULk

Move in Whiorkdlow

Dovvnload Applications as
FDFs

|| HRIS System - iz Job application E... % | | George Washington Employment Site < | =

| by Profile

People,

APF

Albert Mojica, you have 1 message.

Department/HRCP

- & logout

\_.-_' Editing: Workflow States for 3 Applicants

Applicant Current State Mew State

Michael Stewart Under Review Recommend for Interview [Shortlist] -

Jane Mathews Under Review Recommend for Interview [Shortlist] «

Under Review Mot Selected - Send Emai -

Jim Chung

ar Cancel

HR Information Systems

e
Change for all applicants Qﬁgummsnd for Interview [Shortlist] - >

Reason

Does Not Weet Minmum Qualfications |+ |
Please select...
Less Relevant Experience

Mo Responze from Applicant
Maore Qualified Candidate Chosen
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Dean/Library Director Tasks

Required PA 7 Action Item: “Shortlist Approved (move to Shortlist Approved- Schedule
Interview)”

Once a candidate is labeled in workflow as “Recommended for Interview,” the Dean/Library Director will
receive an email prompting him/her to approve an action. Dean/Library Director can choose one of the
following options for each applicant:

- Shortlist Approved (move to Shortlist Approved-Schedule Interview)

Pending Shortlist (move to Pending Shortlist): for those individuals on the shortlist awaiting the

Dean’s approval for interview

- Inthe pending status, the application goes back to the department. The applicant remains under
review and the department can recommend the applicant for an interview in the future if needed.

__| HRIS System - :: Job application L. < | | George ‘Washington Employment Site = | = -

PeopleAdmin
[ENIE) | APPLICANT TRACKING

Postings Hiring Proposals | My Profile Help

Albert Majica, you have 1 message.  Dean/Lib. Director - & logout

Fostings /Faculty/Librarian / Posting: Associste Frofessor [FHY 2012-111] (Fosted) / Applicant Review

7 Posting: Posting: Associate Professor (PHY

2012-111) (FacultyLibrarian) S e Prsting ke o Aomicart
Current Status: Posted ¢ sEE e RoEing ook o Appies
Pririt P Applicart Vi

Position Type: Faculty/Librarian Crested by: Albert Mojica vink Previews (&pplica iew)
Banner Org Code/ Dept Mame: Ovvner: DepartmentHRCP
180104 ESIA STUDENT SERVICES

&
&

Frint Presiesn

m

Sumimary History Applicants Reparts Hiring Proposals

Open Saved Search v Search: | | | Search More search options

Active Applicant (defaults..  ©

@ Saved Search: "Active Applicant (default search)” (2 [terms Found) Actions

GENERAL

] Ful Name Documerts Posting Humber war kflow State [External) Warkilovr State (Internal]| Review Supplemental

Guestion Answers
Stemart, Michael Faculty 000085- 2011 In Progress Recommend for Intendew| [l c o)
Mathews, Jans F aculty D0008S5- 2011 In Progress Recommend for Interview | SUESTION Ansyvers

Export results

g

|| HRIS System - :: Job application E... % | | | George Washington Ermployrment Site 32 &

PeopleAdmin
watch List TR

Postings Hiring Proposals |

#lbert Mojica, you have 1 message.  Dean/Lib. Director »* & logout

Fostings / .. / Posting: Associate Frofessor (PHY 2012-111] # Applicant Revievs ! Bulk Workilow Status Change

X._‘ Editing: Workflow States for 2 Applicants

Change for all applicants  ;Shortlist Approved - Schedule Interview ! »

Applicant Current State tstate Reason

Michael Stewart Recommend for Interview (Shortlist) Shartlist &pproved - Schedule Interview

Jane Mathews Recommend for Interview (Shortlist) Shartlist &pproved - Schedule Interview

or Cancel
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Creating a Hiring Proposal

Department Fac/Lib Tasks

STEP 1: “Finalist/Recommend for Hire (move to Finalist Recommend for Hire (Begin HP))”

The screen shot below shows how the department moves the candidate to “Finalist/Recommended for
hire” status after a successful interview. To move a candidate to “Finalist/Recommended for hire”
status, locate the Posting in your "Watch List" on your Home screen --OR-- click on the "Postings" tab
located on the navigation banner. Once located, click on the Posting. This will take you to the Posting

Summary screen.

A) On the Summary screen, click on the "Applicants" tab under the Posting title to view the list of
applicants. Locate the candidate, hover over the “Actions” link to the right of the candidate’s

name and select “View Application.”

On the selected application, hover over the “Take Action
on Job Application” tab and select “Finalist Recommended for Hire (move to

Finalist/Recommended for Hire (Begin HP); then click on Submit in the “Take Action” dialogue

box.

Postings

Hiring Proposals [

Albert Mojica, you have 1 message.

Postings ¢ FacultyfLibrarian / Posting: Associate Professar (PHY 2012-111) (Fosted)  Applicant Review

|| HRIS System - :: Job application I.. x | | George Washington Emplogrnent Site > | -

stch List

Department/HRCP

- & logout

[ mathews, Jane

Hiring Proposals

| ‘ Search

Faculty 000025- 2011

Postings /

=W Posting: Posting: Associate Professor (PHY
2012-111) (FacultylLibrarian)  Edit
Current Status: Posted
Posttion Type: Faculty/Librarian Created by: Albert Mojica
Banner Org Codel Dept Mame: Owyrer: DepartmentHRCP
180104 ESIA STUDEHT SERVICES
Summary History Settings Applicants Reports
Open Saved Search ¥ Search:
Active Applicant (defaults...  ©
W@ Saved Search: “Active Applicant (default search)™ (1 ltern Found)
[T Full Hame Documerts Posting Humbar

Workflow State (External)

In Frogress

Postings TR

Mare search options

& See how Posting looks to Applicant

= Print Preview (Applicant View)

= Print Preview

wior kflowe State (Internal |

Shorlist Approved - Schedule Intensien [Astionsy
VIEW Application

| MyProfle  Help

m

(Actions]

WWatch List

Albert Mojica, you have 1 message.  Department/HRCP

! Posting: Assooiate Professer [PHY 2012-111](Postad] 7 Applicant Review { Jane Mathews Shortlist Approved - Sohedule Interview.

v ¢ logout |

—1 Job application: Jane Mathews (Faculty/Librarian)

Current Status: Shortlist Approved - Schedule Intervisw

Application form: Faculty Profile

Full name: Jane Mathews
Address:

address

ashburn, VA

Usemame: testuserz

Emai: ezi@ezmail.ezmail.net
Phone (Primary):

Phone (Secondary):

Posilion Type: FacultyiLibrarian

Banner Org Codei Dept Name:
180104 ESIA STUDENT SERVICES

Summary  History

@ Personal Information

Personal Information
Salutation:
Salutation
First Hame:

Middle Initial:

Created by: Jane Mathews
Owner: Department HRCP

Take Action

Finalist/Recommend for Hire (move to
Finalist Recommended for Hire (Begin
HP))

| Submit | Cancel
]

applcation

- Send Email)

Threshol)

Begin HP

HIRKELOWACTIONS
Keep waorking on this Job

Hat Se\aded (mave to Not Selected
E

Bieyond Mumerical Threshold
(move to Beyond Numerical

Intervigwed, Mot Hired (mawe to
Intervigwed, hot Hired (send

FinalistRecommend for Hirs (move
b FinalisURecommended for Hire '
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Required PA 7 Action Item: “Start Faculty Hiring Proposal”

B)

Q)

T Application was successfully transitioned

| HRIS System - :: Job application ... x

Once the candidate is moved to “Finalist/Recommended for Hire” status, a green symbol will
appear under the “Take Action on Job Application” tab, prompting you to start a Hiring Proposal.
Click on “Start Faculty Hiring Proposal”; you will land on the Hiring Propasal screen.

| George Washington Employrnent Site = |+

Postings Hiring Proposals

Albert Mojica, you have 1 message.  Department/HRCP * & logout |

Fostings / ... / Posting: Associate Professor [FHY 2012-111) [Posted) / Applicant Review / Jane Mathews Finalist/Recommended for Hire [Begin HF)

Current

=7 Job application: Jane Mathews (Faculty/Librarian)

Application form: Faculty Profile

Status: FinalistiRecommended for Hire (Beain HF)

L Wiewr Posting Applied To

Preview Application

Full name: Jane Mathewes Crested by Jane Mathews

Address: Cwyrer: DepartmentHRCP 0 Start Faculty Hiring Proposal
address

ashburn, VA

Username: testuser2
Emzil: ezimezmail.ezmail.net
Phane (Primary )

® Find:  ellio

https://gueu-sh.peop|

H

Phaone [Secondary);

Pastion (@) HRIS System - & Action New i PeopleAdmin - Mozilla Firefox (e
Banner,

180104 | File Edit ‘iew History Online Bookmarks Bookmarks Tools Help

Summ g - c .4 ﬁ' 5 E ﬂ o)v https:f.fgwu-sb.peop\eadmin.c0mfhr,factionsfnew?action_definition_\d:!ifﬁ M m' sabrina ellis P‘

2| Mostvisited | GW > Logln Gl | MyGWY || EAS - GWU Human Resources Car... Bl Banner - G¥¥U é Colonial Mail - GWU | | GW Shorten IS5 Help Desk - GWU | Printliminator »
e Disabler & Cookiess # CS5- = Farmse Irnages~ 6 Information™ L4 Miscellanzous= / Outline~ [ Resizer ﬁ Toals =) View Sourcer (] Options= ¥ e 4

| Gearge Washington Employment Site 3|+ -

PeopleAdmin
watch List PPLICANT T

| HRIS System - = Action New = Pe... x

Home Postings

Albert Mojica, you have 1 message.  Department/HRCP - & logout

Postings / ... / Applicant Review / Jane Mathews [Finslist/Recommended for Hire (Begin HFJ) ¢ Hews Hiring Froposal

Starting Faculty Hiring Proposal
Applicant: Jane Mathews

Posting: Posting: Associate Professor (PHY 2012-111)

Start Faculy Hirng Propasal | 07 Cancel

m
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D) On the Hiring Proposal screen, complete the following required fields:

* Rationale for Selecting this Candidate Over Others Based on Basic/Preferred Qualifications

Please take the time to carefully and fully explain the rationale for selection.

Academic Rank
* Position Reports to
Contract Type

Editing Hiring Propozal

Hiring Proposal

¥ Check speling [+]

@ Documents

Hiring Proposal

* Raquired inform aton

Hiring Proposal Summary

( *The explanation should go \

beyond “satisfied the basic
qualifications” and should
compare/contrast the candidate
to others, including a statement of
what job-related attributes
“tipped the scales” in favor of the

\ proposed candidate. J

*Enter the position number of your

Hiring Froposal

fugto Tracking
Murnber :

Candidate First Mame:
Candidate Last Narme:

Fosting Number:

Bpproved Position
Murnber:

Rati onale for
Selecting this
Candidate Ouver
Others Based On
Basic/Preferred
Quals:

Beadernic Rank:

Beadernic Title:

Bdrnimistrative Title:

Proposed Salary:

Start Date:

Employes Class
CodesCategory:

Dean/Library Director. Contact
FRPR for assistance, if necessary

HR Information Systems

Fosition Reports to:

Jane
Wthews

Facutty 000025 2011

To Be compleded by ooty Perso e

Flease select

Pasting: Associate Professor [PHY 2012-1117

F2 - L% Facufty - 9 W0 - RFT

-

sve | [

To be completed by tve Ceparteent. & oo i, e to Bannern, depadsent dwdget, or condact

Raredbe Fhanrdteand
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Contract Type:

Contract Term

Appointment Period
Tenure Notification
Date:

Will the candidate
need Visa sponsorship?

[Z] with Tenure

[T] Tenure Track

[Z] Non-Tenure Track
[C] Special Senice
[C] visiting

[T Research

[T Librarian

[T] Regular Part Time

Please select -

Provide Starf and End Date
Positions. Format: mm/dd/yyyy

Time Limited or Renewable Appointment

Applies only to Tenure Track positions

=)

E) Once the Hiring Proposal is complete, a department/library will attach supporting documents
required by Deans/Library Directors, FRPR and Faculty Personnel to complete the appointment

process.

Actions | .. | Faculty/Librarian Hiring Proposal | | Edit

Editing Hiring Proposal Documents

©@ Hiring Proposal

Documents
Document Type
Reference Check 1 (Staff)

Hiring Proposal Summary

Faculty/Librarian - Dean/Chair Agreement
Librarian - Draft Appointment Letter

Faculty/Librarian - Degree verifications

Bayram Abbasov, you have 0 messages.  Faculty Recruitment » &

logout

‘ Save | | <<Prev |

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

HR Information Systems

Reference Check 2 (Staff)

Name Status {Actions)
Actionsw
Actionsw
Actionsw
Actions¥
Faculty/Librarian - Dated copy of print announcements Actions¥
Faculty/Librarian - Dated copy of electronic announcements Actions¥
Faculty/Librarian - Reference Letters and/or Summaries Actions¥
Faculty - Evaluation Criteria for NTT/Special Semvice Actions¥
Faculty/Librarian - Visual identification {gender and race) of interviewed candidates Actionsv
Actionsw
Faculty - Special instructions for Appointment Letter Upload New
Create New

Faculty/Librarian - Other

Save

Choose Existing

Add by URL
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F) Department Fac/Lib reviews Hiring Proposal summary and forwards it to the Dean/Library
Director for approval.

@) HRIS System - : Action Show = PeopleAdmin - Moxzilla Firefox EIEM

File Edit Miew History Online Bookmarks Bookrmarks Tools Help

@—.— - c A Q g E E o) ' hitpsffgueu-shpeapleadrmin.cam/ft ‘f} Y| ';l' Foogls P|
. || HRIS System - = Action Show = P... X | | George Washington Employment Site > - F

PeopleAdmin
[EealiEd | APPLICANT T

Home Postings Hiring Propo=als | by

Albert Mojica, vou hawe 1 message.  Department/HRCP * O logout

Faculty/Librarian ¢ ... ! Jane Mathews [Finalist/Recommended for Hire [Begin HP]) # Faculty Hiring Proposal & Summary

i§| Faculty Hiring Proposal: Jane Mathews Take Action On Hiring Pro |
—! (FacultyfLibrarian)  Edit VIR KF LO ACTIINS 3
Current Status: Draft Keep working on this Hiring
Fropozal
Position Type: Faculty/Librarian Created by Albert Mojica Cancel Hiring Proposal (move to
Branner Oy Codes Dept Matme: Ovvnier: Albert Mojica Canceh.ad) .
180104 ESIA STUDENT SERVICES DeandLib. Directar (move to

CeaniLib. Director)

Applicant: Jane Mathews
Posting: Posting: Associate
Professor (PHY 2012-111)

Summary History Settings

& Hiring Proposal  Edit

Hiring Proposal

Auto Tracking Humber:

Candidate First Harne: Jan

Candidate Last Hame: | Take Action

Posting Humber: Move directly to ‘Dean/Lib. Director*

Approved Position Humber Comments (optional)

Rationale for Selecting this Bazed On BasicPreferred

Candidate Over Others Base
On Basic/Preferred Quals:

Academic Rank: -
Add this hiring proposal to your watch
Academic Title: list? -
¥ Find: ellio ¥ Next Submit cancel
httpsi/{gwu-sh.peopleadmin.cam/hrfactions T41# 4 2o -
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Dean/Library Director Tasks

STEP 2: “Dean/Lib. Dir. (Move to Dean/Lib. Dir.”

Dean/Library Director will receive an email prompting the review and approval of the Hiring Proposal.
On the Home screen, the Dean/Library Director locates the Hiring Proposal from the “Inbox” or the
“Hiring Proposals” tab (see screenshot below). Click on the hiring proposal as appropriate. This will land
you on the Hiring Proposal Summary screen.

Review the hiring proposal to determine if changes are necessary. If no changes are needed, hover over
the “Take Action On Hiring Proposal” tab and select “Faculty Recruitment (move to Faculty Recruitment
for Candidate(s) Review)”. Click on “logout” in the right corner when finished.

{Inbox | PeopleAdmin
APPLICANT TR

Postings  Applicants Hiring Proposals

Maojica, you have 1 message.  DeanfLib. Director > ¢ logout
Hiring Proposals / FacultyLibrarian
Faculty/Librarian Hiring Proposals
Open Saved Search ¥ Sean:h:l | [ Search 1 Hide search options
Add Column: ‘Add Column |z|
HF Search o
@ Saved Search: "HP Search® (1 e Found) €@ Actions
N Candidate First Candidate Last Posting (Actions)

Elicecer onie Name: Name: Number: PRI Status

Aszsistant Professor of Honors and 101401 UNIVERSITY HONORS Actiong»

Thomas Hagood Faculty 000175- 2011 Draft
Histary PROGRAM

|| HRIS System - :: Action Show = P... x | | George ¥fashington Employment Site > - -

@ Youare now viewing the system as a member of the Dean/Lib. Director group

|

Wirsteh List APPLICANT TR.

Home Postings Hiring Proposals

Albert Mojica, wou hawe 1 message.  Dean/Lib. Director - c‘ Iogout’

Faculty/Librarian ! ... f Jane Mathews [Finalist/Recommended for Hire [Begin HF]) f Faculty Hiring Proposal { Summary

Take Action ©On Hiring Proposal +
WUDR KF LOIN ACTIING

=~| Faculty Hiring Proposal: Jane Mathews
(FacultyLibrarian) CEdit)

Current Status: DeaniLib. Director

m

Keep warking on this Hiring
Proposal

Position Type: Faculty/Librarian Crested by Albert Mojica Feturn ta Department (mave to
Banner Org Coded Dept Marme: Owwner: DeandLib. Director [ pettrmETT REVIET?
180104 ESIA STUDENT SERVICES

Applicart Jane Mathews

Posting: Posting: Associate

Professor (PHY 2012-111)

Faculty Recruitmert (move to

Faculty Recrutment far
Sandidates) Review]

Summary Histioty Seftings

@ Hiring Proposal  Edit
Hiring Propasal

Auto Tracking Humber: HP - 000031
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Faculty Recruitment and Faculty Personnel Tasks

STEP 3: “Faculty Recruitment (move to Faculty Recruitment for Candidates(s) Review)”

and “Faculty Personnel/Faculty Affairs (move to Faculty Personnel Review)”

Once Faculty Recruitment reviews and approves the Hiring Proposal, Faculty Personnel will receive an
email prompting the review of the Hiring Proposal and drafting of appointment letter for the Provost’s
review and approval. Once the Provost signs the appointment letter, Faculty Recruitment will send the

letter to the prospective faculty member/librarian.

Faculty/Librarian / ... / Bayram {Fi

B

Faculty/Librarian Hiring Proposal: Bayram Abbasov

(Faculty/Librarian)  Edit
Current Status: Faculty Recruitment for Candidate(s) Review

Fosition Type: Faculty/Librarian Created by: Michael Stewart

Banner Org Codef Dept Name: COwmer: Faculty Recruitment
499999 Test Org

Applicant: Bayram Abbasov

Posting: Assistant Professor of
Finance

Summary History Seftings

& Hiring Proposal Edit
Hiring Proposal

Auto Tracking Number: HP - 000017

STEP 4: “Offer Accepted/Hire Approved”

Faculty Personnel will indicate on the system when the offer is accepted and the hire is approved. You
may now disposition interviewed, not hired candidates.

Faculty/Librarian / ... | Bayram {Finali: ded for Hire (Begin HP)) [ F

B

John Personnel, you have 0 messages.

Bayram Abbasov, you have 0 messages.

ded for Hire {Begin HP)) / Faculty/Librarian Hiring Proposal / Summary

Take Action On Hiring Proposal v

WORKFLOW ACTIONS
Keep working on this Hiring
Proposa

Retumned to Dean {move to
Dean/Lib. Director)

Return to Department (move to
Department Review)

MOVE DIRECTLY TO...
Draft

Department Review
Dean/Lib. Director

Faculty Personnel/Faculty Affairs
Review

Offer Accepted/Hire Approved
Canceled
Mot Approved for Hire

Faculty/Librarian Hiring Proposal: Bayram Abbasov

(Faculty/Librarian)  Edit
Current Status: Faculty PersonnelFaculty Affairs Review

Position Type: Faculty/Librarian Created by: Michael Stewart
Banner Org Codef Dept Name: Owner: Faculty PersonneliFaculty
499989 Test Org Affairs

Applicant: Bayram Abbasov

Posting: Assistant Professor of
Finance

Summary History Settings

& Hiring Proposal Edit
Hiring Proposal

Auto Tracking Number: HP - 000017

This concludes the process.

HR Information Systems

Hiring F

p { Summary

Take Action On Hiring Proposal v

WORKFLOW ACTIONS

Keep working on this Hiring
Proposal

Return to Faculty Recruitment
{move to Faculty Recruitment for
Candidate(s) Beview

Offer AcceptedHire Approved
(move to Offer Accepted/Hire
Approved)

Faculty Recruitment -| ¢ logout

Facuity Personnel/Faculty Affairs|-| € logout
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Glossary

HOME PAGE - the landing screen after you log-in
= Inbox —actionable list of Postings and Hiring Proposals requiring the user’s attention
=  Watch list — a list of Postings or Hiring Proposals closely watched.

NAVIGATION BANNER —the top of the screen is the area containing the tabs to major sections of the
site — Home, Postings, Applicants, Hiring Proposals, My Profile and Help.

BREADCRUMB NAVIGATION - appears horizontally in the grey area under the navigation banner and
provides links to each previous section the user navigated through to get to the current page. This
provides a trail for the user to follow back to any previous section. For example:

Postings/Faculty/Librarian/Assistant Professor of Physics/Edit: Recruitment Plan

SIDEBAR MENUS - appear on the left and ride side of the main work area as appropriate. They provide
links to sections within the system or helpful resources.

WORKFLOW - sequence of steps in the faculty/librarian recruitment process, serving as a virtual
representation of actual work.

MOVING IN WORKFLOW - changing an applicant’s status on the system. All applicants are initially
“Under Review” status.

WORK AREA — The portion of the screen that presents controls for different tasks, and differs from
page to page.

POSTING - composite of items listed below that results in a position announcement on The George
Washington University Employment Portal.

= RECRUITMENT PLAN - an authorization to search and place position announcements.

= DOCUMENTS — users upload items such as drafts of external announcements in this section.

=  GUEST USER - search committee members’ access is requested in this section.

= APPLICANT DOCUMENTS - specify required documents from applicants.

= POSTING SPECIFIC QUESTIONS - close ended screening questions based on the actual basic
qualifications for the position.

=  SUMMARY - preview of entered information.

HIRING PROPOSAL — composite of items that result in a recommendation for hire. For instance
evidence of compliance with the approved Recruitment Plan and relevant University policies and
procedures, verification of academic degrees and the rationale for selecting the recommended
candidate, including but not limited to verifying the candidate’s credentials are consistent with the
Posting qualifications.
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User Roles

User Roles are system based permissions to perform certain actions assigned for specific job functions.

Department Role

PA7 User Role

Functions

Approver of Request

Department Chair,
Program Director and
Designated Staff

DEPARTMENT FAC/LIB

Create Postings and
Hiring Proposals; Move
to Dean/Library
Director Review

Department Chair,
Program Director or
Library Director

Search Committee
Members

GUEST USER

View Posting specific
applications

Faculty Recruitment

Deans, Library Directors
and Designated Staff

DEAN/LIBRARY
DIRECTOR

Create/review Postings
and Hiring Proposals;
Move to Faculty
Recruitment Review

Dean, Library Director
and Designees

Faculty Recruitment

FACULTY RECRUITMENT

Review Postings and
Hiring Proposals; Move
Hiring Proposals to
Faculty Personnel

Assistant Provost for
Faculty Recruitment
and Personnel
Relations, Recruitment
Partner

Faculty Personnel

FACULTY PERSONNEL

Draft appointment
letters

Director, Faculty
Personnel and
Designees

HR Information Systems
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