Jobs.messiah.edu >>>>>>> Step 1: Posting Decision Tree

IMPORTANT: Postings may be created from scratch or by cloning another posting. More than one applicant may be hired for a
single posting. Applicants from other postings may be moved to a different posting. A generic posting may be created to allow for
ongoing collection of applications, even if there are no current openings.

Create new posting via cloning
Is the posting identical
or similar to another
existing posting?

Create new posting from scratch

Create a posting (cloning or from scratch) in order to collect
applications. Then create second, specific posting when
opening arises or hire directly from generic posting. Follow
next item below if creating a second posting.

Is there a need to post
for purposes of
collecting applications
when no openings

NO action needed

Join postings and copy applicant(s) to new posting

Are applicants from
another posting to be
considered for this
posting?

ABARL

NO action needed

Source: Office of Human Resources & Compliance Last Revised: July 27, 2017



Jobs.messiah.edu >>>>>>> Step 2: Posting Workflow

IMPORTANT: Posting is required for internal and external postings as well as positions in which the posting is only to be

opened up to applicants chosen by the creator.

Dept Head
Can Create Posting
[FT/Adjunct]
Dept Head

Dean/Division
Can Create Posting
[FT/Adjunct, backup]
Dean/Division

@D

VP/Provost
Can Create Posting
[Backup only]
VP/Provost

Approve for Later

Posting

(Post on Future Date)

Review/Approve
Posting
Human Resources

Posted
(Post Now)

Posted/Not Visible
(Private Posting)

Source: Office of Human Resources & Compliance

Closed/Removed from
Web
(No new applicants)
[OPTIONAL]
Human Resources

Filled
Human Resources
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Jobs.messiah.edu >>>>>>> Step 3: Applicant Review/Workflow

IMPORTANT: Automatic notifications are not currently available when applicants are submitted. However, they are

available when transitioning between Dept Head and Dean/Division owned steps in this workflow.

@

Posted
(Post Now)

Posted/Not
Visible
Private Posting)

Application Submitted
Applicants

Under Review by
Department*

[Srch Comm, if appl]
Dept Head

-

Under Review by

On-campus

T
Dean* > Interview* DF'n::ISt J
Dean/Division Dept Head ept Hea
~N
Dean Approved 1
(Full-time)
R dfor Hi Dean/Division
ecommend for Hire
Dean/Division See Hiring Proposal
Workflow
Dean Approved
(Adjunct)
Dept Head 2

* INACTIVE STATES: Unselected applicants may be moved to the following inactive states indicating the applicant is not being considered for
the position. NOTE that the “Send Email” status will trigger an immediate e-mail to the applicant upon moving the applicant to that status.
The “No Email” status will require the academic department or school dean to communicate to these applicants.

Source: Office of Human Resources & Compliance

Not Selected — No
Email

Last Revised: July 27, 2017



Jobs.messiah.edu >>>>>>> Step 4: Hiring Proposal

IMPORTANT: A completed Hiring Proposal (i.e., status of “Hired”) is required in order to close the posting and to be able
to mark the posting as filled. Multiple hiring proposals (i.e., multiple hires) can be created from a single posting.

@ Start ;::Eﬁ:eo)posal Provost Approval Dean to Extend Offer Offer Accepted
Dean,/Division Provost Dean/Division Dean/Division
Offer Declined
Dean/Division
@ Start I?Ar(;?fnlz;)posal Dean Approval Dept to Extend Offer Offer Accepted
Dept Head Dean/Division Dept Head Dept Head
Notify Provost Oger tDZCIm;d
VP/Provost ept Hea
New Employee
Notify HR N| Hired s Onboarding Process Information Form or
Human Resources Human Resources (Off-Line from System) Payroll Change Form
VP/Provost

Source: Office of Human Resources & Compliance
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