HOW TO SUBMIT A PEPPERDINE | Human Resources

JOB POSTING REQUEST

This is the second step in the recruitment process. To complete the first step, see How to Edit and Submit Position Descriptions.

Click “Manage Position Descriptions” and enter search
A i e criteria to find the position you would like to post

Welcome Il this is your Dashboard where you will see all your 1

Please note: PageUp will remember any previous search history.
Click the “Clear” button and then the “Search” button to see all
position descriptions on your team.

Position descriptions

If you cannot find the position description you're looking for, you
may need to connect with an Employment Specialist, or create a
new position description using the link in the top-left corner.
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My position description
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Manage position descriptions

E PageLlp. — Jobs People Reports Settings Recent items Quick search Q e

Click “Job Posting
Request”

New position description

Position descriptions

Please note: If the link is

PD No Classification Title Position Number Employee Class Employee Name
grey and you are unable
Employee No. Supervisor Name Work Type Major area Department tO CliCk the link, this
- N LA means the position
Sub department Approval status Status cear | sihven deSCI'lptlon has not yet
All v All v Active v
been approved. Please
PD No. Classification Title Position Number Employee Class Employee Name Supervisor Name Date modified Approval status Click “edit” or “View” to
PD-67 Associate Director of 10000510 REG 15May 2017 Draft Edit | View | Job postinggfquest | Archive

Admiscion Records see who needs to provide
PD-68  Assistant Dean of 10001171 REG 28)un2018  Approved Edit | wevrch ve approva].

Finance and

Administration

PD-69 Director, Pool 10001310 REG 20Aug2015  Approved Edit \ View \ Job posting request \ Archive
Operations

New job

Postioninfo  Notes Documents Verify the information that has
pulled through from the position
description, and select a “Type” and
“Reason” for Posting

JOB POSTING REQUEST

Job title* Project Manager
Employee classification: Regular
Numper.REG . Please note: The blue box shows the current

information on file for a position, not the
intended information for the posting. If you
are reclassifying a position (e.g.
downgrading a manager position to a
specialist position) the information in the
blue box will appear out of date. Position

HEADCOUNT MANAGEMENT

If you are requesting a new position, please use the placeholder 00022609 (regular) or 00022447 (restricted). If you are unsure which
your major area budget manager or Human Resources at extension 4397.

ber to use, contact

Please note: The position title below and data in the blue box Is populated based on current information on file. Tl
ROSting request_Positions will be updated ance an offer Is made.

‘ormation may differ from this job

Positions:*
Position no Applicant  Application status Changes Wlll be OfﬁClally Changed once an
Project Manager Q& Select v - - Cancel Offer iS made
Position numbe 2
it ID New
Select v

nt Incumbent:

Replacement for Existing Position
Temporary/Special Project
Grant-Funded Position

News: New Regular Staff FTE
New Restricted Staff FTE

Reason: Select M Leave Coverage



https://community.pepperdine.edu/hr/content/page-up-training/position-descriptions.pdf

POSITION DETAILS

Major area:* Provost v
Department: Provosts Office

Department ID: 11405

Campus location: Malibu

FLSA status: Nonexempt

Hours per week: 40

POSTING DETAILS

Number of posting days desired: v
Post Internally for Pepperdine community only?: Yes MNa
Maximum budgeted amount:*

Desired salary listing: Select

Please describe the basic purpose of this position
and how it contributes to the University's mission
and strategic plan?:

Description:

B 7 UYs

Formats~ A . [A S B H- L o

Leave the “Description” field blank

@

Confirm the information in the
“Position Details” section and
complete the Posting Details section

Please note: Regular staff positions are
required to be posted for a minimum of 5
business days.

If you are only considering internal
candidates, please select “Yes” on “Post
internally for Pepperdine Community only?”

Most hiring managers at Pepperdine prefer
the Desired Salary Listing to be listed as
“Commensurate with experience,” but there
may be situations where you choose to list a
minimum salary (e.g. “Starting salary of
$48,000 per year), or a salary range
($39,000-$41,000 per year) to ensure you're
attracting the appropriate applicants.

This field will be filled in by Human Resources and will contain the content of

the advertisement for jobs.pepperdine.edu.

Approval process:* Staff - 4 Approvals + HR v

1. HR Initial Review: Human Resources Q=

employment@pepperdine.edu

2. Department Head: Q”
No user selected.
3. Major Area Budget Manager: Q-
No user selected.
K
Recruiter: Human Resources Q~

Email address: employmeni@pepperdine.edu ™~

Next page »

Please fill in all mandatory fields marked with an asterisk ().

Save a draft Save Save and submit Cancel

Select an Approval
Process, and click
“Save and Submit”

Select the approval process
that corresponds to your
major area, or customize
the approval process by
selecting 2, 3, or 4
approvals + HR. The
required approval process
should follow your
reporting line, up to the
Vice President of your
area, or the Provost. The
number of approvals
required will vary for this
reason. If you require
assistance determining
who needs to approve your
job posting request, contact
an Employment Specialist.

Please note: We understand that recruitment nearly always comes with urgency; please allow three to five
business days for the job posting request to receive all required approvals.

If you have questions, please call extension 4397 or email employment@pepperdine.edu



