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	Quick Reference Guide
Creating a Job Requisition for Faculty



[bookmark: _GoBack]This QRG outlines the steps to create a job requisition for a vacant position and route for approval. This process will be executed by the Initiator (Dean and/or Administrative Assistant).

	Access SuccessFactors

	Visit OneCampus and select Employee Launchpad.
	https://one.purdue.edu/ 



	Log in using Purdue Career Account ID and BoilerKey passcode.
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	Identify Vacant Position 

	From the Success Factors home page, click the Home drop-down menu and select Company Info.
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	Click Position Org Chart.
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	All direct report positions are displayed.
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	If the position to fill is not displayed, search for it by entering the position number in the Search field.
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	Create Requisition 

	Click the To be hired icon on vacant position. 
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	[bookmark: _Heading_2]Click the Show Menu icon (3 horizontal lines).

Select Create Job Requisition.
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NOTE: Both of these fields have default settings based on the position selected. 

Click Create.
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	Click the Job Requisition – Status pre-approved icon to complete requisition details.
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	Click the Open Job Requisition icon.
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Scroll to view and complete the Job Requisition filling in all required fields.

NOTE: Required fields are marked with a red asterisk (*).  Most of these boxes will already be prepopulated with information from Success Factors.

Input the Targeted Monthly
Salary for your position

Faculty Limited Search/Waiver = Select Standard Posting from the dropdown box 


Internal Job Title = PNW Job Title, Department

Example:  PNW Clinical Instructor, Management

Including “PNW” in Internal Job Title will ensure internal applicants easily locate PNW vacancies on SuccessFactors Career Page.


External Job Title = Job Title, Department

Example:  Clinical Instructor, Managerial Studies

This title will be reflected on our PNW Careers Faculty website.





Funding End Date = Open 

FTE = 1.0

Select State from dropdown

City = Hammond and Westville 

Travel Required = Yes (in between campuses)

Select appropriate Physical Requirements

Select appropriate Sponsorship Immigration Authorization
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	Complete Recruiting Roles Section 

Initiator = Autopoulates with your name.

Recruiter = Melissa Ramos

Recruitment Coordinator = Leave Blank

Search Committee Team = Input the names of the search committee

Department Recruiter = Deans Administrator Assistant or Department Chair Support Staff

Budget Approver = Elizabeth Depew
	[image: ]Search committee members
Leave Blank
Marty Denkhoff
Deans Admin Asst or Dept Chair Support Staff
Melissa Ramos 
Auto populates with your name


	Completing Job Posting Details Section 

Input background check information:

HireRight Acct = Northwest

Package ID = PNW Basic Widescreen Plus

Brand = PNW

Category Page = PNW Faculty 
	[image: ]

	Input your Recruitment Strategy You must input something into the Recruitment Strategy box to move forward.  
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	Scroll back up to the top of the page and click Save icon 
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	Click on Job Profile to input your advertisement. 
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	Input information into the following sections:
· Job Summary
· Education
· Experience

Do not change information in the following sections as they are already prepopulated with system information.  

· Job Family
· Job Sub Family
· Employee Class
· Career Stream
· Benefit Eligibility
· FLSA Status  
	[image: ]
[image: ]

	Click Save at the bottom of screen.
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	You can preview your posting by clicking External Posting Preview in the upper right corner.
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	To go back to the details of the job requisition, go back to the top of the page and click Job Requisition Details
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	Route for Approval

	Scroll down to the bottom of the Job Requisition Details page and click Send to Next Step.
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	The requisition path is displayed.

The first approver in the path is identified.

Enter any additional information or notes in the Email Notification Comments.
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	The job requisition moves through the approval workflow. Once approved, the job requisition is posted and ready to receive applications.

	You can set up your Job Requisition view to see who the requisitions is currently with to locate where the requisition is during the approval routing.  
Click on Job Requisitions

Click on Display Options
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	Then click on Currently with 
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S Internal Posting Preview & External Posting Preview

Job Requisition Detail - Job Profile
Requisition Instructions

**Please review and complete the requisition form below in order to initiate the hiring process for your position.

**All fields marked with an * are required.

Requisition Status field will be changed to "Open" and posted (if applicable) by the Recruiter/Department Recruiter once a requisition has successfully completed the approval workflow.

*If you need any other assistance please contact your Recruiter/Department Recruiter.
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Job Summary #Edit) AV

Responsibiliies include teaching undergraduate and graduate courses in any accounting area (with managerial and for tax are preferred), scholarly research leading to refereed publication, and service to the profession, the university and the community.

The University:
Purdue University Northwest (PNW) is an academically comprehensive, student.centered university located in northwest Indiana, just southeast of Chicago. As an independent university within the Purdue University system, PNW fosters a vibrant academic community for its
more than 10,000 students through high quality and engaging undergraduate and graduate education. Offering nearly 70 academic areas of study at the bachelor’s, master's and doctoral levels, PNW's colleges, schools and centers are distinguished through prestigious
accreditations, national recognitions and competitive rankings. The university is widely respected for its faculty’s dedication to student success through experiential leaming and collaborative research across s two culturally diverse campuses in Hammond and Westville,
Indiana

The College of Business:
‘The College of Business is dedicated to influencing the lives of its students with experiential leaming activities instiling in them critical thinking skills, an understanding of business functions, and an ethical, inclusive, and global mindset. The college embraces professional
development experiences for its faculty, including the ability to provide service and produce relevant scholarly work that impacts the classroom, the surrounding community, the business world, and disciplinary professions.

The college is organized into the Department of Managerial Studies, the Department of Quantitative Business Studies, and the White Lodging School of Hospitality and Tourism Management. Business programs in the college are accredited by the Association to Advance
Collegiate Schools of Business, International (AACSB). Hospitality and Tourism Management programs are accredited by the Accreditation Commission for Programs in Hospitality Administration (ACPHA). The College of Business also houses several centers, including the
Center for Business and Economic Development Solutions; Center for Career Management; and Northwest Indiana Small Business Development Center (NW-ISBDC). The college serves more than 1,300 undergraduate students and 200 graduate students across a range of
programs

Purdue University Northwest is committed to advancing diversity in all areas of faculty effort, including scholarship, instruction, and engagement. Candidates should address at least one of these areas in their cover letter, indicating their experiences, current interests or
activities, andor future goals to promote a climate that values diversity and inclusion.

Job Family Edi) AV
Faculty and Instruction

Job Sub Family =Edi) AV

Faculty - Tenure/Tenure Track

Employee Class +Edit) AV
Faculty

Career Stream #Edit) AV
Faculty 2

Benefits Eligibility +Edit) AV
YES
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Ph.D. in Accounting or Ph.D. in management (business) with concentration in Accounting from an AACSB accredited institution is required. ABD status is acceptable if the degree is in hand prior to the start of the appointment, August 12, 2019. Proficiency in Engiish, written and spoken, is required.

T experience zEdiy AV
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The applicants should demonstrate evidence of effective teaching and student management. Professional certifications are desired but not required.

~
Additional Information:

Visit our web site htto://www pnw edul for additional information about the University. For information regarding our excellent benefits package, visit www purdue edulbenefits. Employment s contingent upon completion of successful background check.

Purdue University is an EEO/AA employer. Allindividuals, including minorities, women, individuals with disabilties, and protected veterans are encouraged to apply. v

body p
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PNW Clinical Instructor, Management, Department of Managerial Studies (2ss1)

JOB REQUISITION DETAILS JOB PROFILE CANDIDATES (9) JOB POSTINGS (2) CANDIDATE SEARCH MARKET JOB
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‘The Department of Managerial Studies is seeking applications for  non-tenure eligible Ciinical Instructor of Management position. The expected start is August 12, 2012,

Responsibilities:

“This position wil teach business introduction and general management classes at the undergraduate level at both PNW campuses (Hammond and Westvile). Successful candidates will Gemon
contribute to College and University service and engagement.
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