Student Hiring Guide

Step-by-Step Process for Completing a Requisition in Taleo




Before You Start

New hiring managers/Taleo administrators must request a Taleo log in ID. Email
stuempl@tcnj.edu in order to request access.

Before you begin your student requisition, visit:

Student Employment Website to view instructional content

Obtain verbal approval to fill a vacancy before you initiate a requisition

Prepare the job description



mailto:stuempl@tcnj.edu
https://studentemployment.tcnj.edu/cloud-training-updates/

Coordinating the Recruiting and Hiring Process

/‘
Requisition to be initiated

Requisition to complete the approval process
Requisition to be posted
Candidates to apply
Allow Time Interviews to be scheduled
Prior to the Offer to be extended
Job Start < Offer to be accepted
Date For: I-9 to be initiated and completed

Newly hired student’s information to be entered
into the HCM Cloud

Newly hired student to log onto HCM Cloud to
complete direct deposit account details and Form
W-4 withholding election




! Help to Ensure that We Keep Our Promise

Students Must Be Paid in a Timely Manner

Student employees are not permitted to begin working in your department until all hiring process steps
are complete.

To comply with labor laws, HR is not able to complete the hire process until we are in receipt of
the employee’s complete I-9.

To comply with labor laws, HR is not permitted to retroactively hire any employee, including a
student employee.

Student employees are not permitted to begin working until their name is viewable in the
hiring manager’s HCM Cloud portal under My Team.

> To comply with wage and hour laws, hourly paid employees must be paid on a bi-weekly basis.

) Employees paid via stipend must be paid as per the offer agreement, and on a timely basis.

Once the requisition is filled, it can take up to 10 days for the employee to be entered into the system.
Please plan your hiring cycle accordingly.




Initiating a Requisition

Sign into TCNJ Taleo
(Manager/Staff/Faculty site NOT the student site)

& nitps//today.tenjedu Search Vg @I =
TENJ w}F\E‘[{]ﬁ'E‘E}[{Eg\E APPLY VIST GIVE | ALUMNI PARENTS OFFICES TCNJTODAY =
A
Google Apps  Canvas PAWS YESS  Oracle Cloud Virtual Lab ~~ Account Roar Learning

TCN] Today

AZ  Directory

HOME  ABOUT v ACADEMICS ¥ ADMISSIONS ~ ATHLETICS  CAMPUSLIFE v LIBRARY  RESOURCES v EVENTS v




Taleo Home Screen: Click “RECRUITING”

-I-cbl ITHE EUI.I.EEE nF Marla Sucsur | Home | Resources ¥ | Sign Out

 aJ NI JERSEY

Welcome to your Talent Management suite!

Centers

Recruiting

Oracle Business Intelligence This is your Welcome Center. To navigate to an application, dick the correspending tab in the menu bar above or the corresponding link in the
Configuration Centers section on the left. ¥ou can also jump directly to related processes by clicking the Quick Access links on the left.

Quick Access Additional resources are available in the top right cormer of the screen.

Legacy Recruiting
A= you navigate through the Talent Management suite, remember that you can always dick "Home" at the top of the screen in order to retumn to

- ) -
Onboarding {Transitions
91 ! the Welcome Center.

Requisitions

Submissions

Social Sourcing

> TALED




OR - If you have
access to a prior
requisition, you
may also use the
“duplicate feature
(see separate
instructions, then
skip to page 15).

Taleo Recruiting page
Click “REQUISITIONS”

'I'EN LHIE‘\.EUII'I[EIE\EEQ\F & ook up a candidate 2 Marla Sucsuz ™

= RECRUITING TasH UBMISSIONS OFFERS CANDIDATE POOLS SEARCH

Welcome Marla Sucsuz!

Welcome to the Recruiting Center.

2t candidates Offers
- -
Active submissions 351 573 Approval In Progress (since Dec 1, 2020 0 12
New i = Approval Rejected (Since Dec 1, 2020) 0 12
Manually Matcned 1| s
Extended (since Dec 1, 2020) 0 12
B job Requisitions
Job Requisitions i~
Recruiting. =
oraft 4 a3
Assignedtome 63 83
pending o 8
Open o 79 Requisitions Ir
Canceled (since Dec 1, 2020) o 1 Complete requisition 15 35
Filed (Since Dec 1, 2020) o 39 Approve Requisition 1l 1
Candidates i~
B3 Onboarding New Hires confirm employee Pressnce 43 43
Offers =
nprogress 0 Approve ofer 33
Future Start Date (] Extend Offer 1 1
Past Start Date 0
Onboarding
Delayed 0
Due Today 0
Overdue 0
My Opened Tasks 0




Press the Create Requisition Button

THE COLLEGE OF

- -
EW JERSEY Look up a candidate = Marla Sucsuz

— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here > Requisition List

Show requisitions:

Show requisitions: | own @ Requisition Title: student © Recruiter: Marla Sucsuz @ Hire Type Student Workers and Work Study © Clear All

|Iuwn "

Oinclude inactive requisitions

0w @ Title 1D w Status Status Detail = * @ Recruiter Hiring Ma
~ Requisitions
Status m] Student MS Peer Tutor Returning 21000244 Draft = Sucsuz King Rita
Spring-2021 Marla
O Draft I
[rending m] Student College Ambassador Senior 21000235 Pending  To Be Approved Sucsuz Neinstedy
Leader Spring 2021 2/4/21 Marla
[Jopen pring { )
Con Hold 0 Student Rate 21000230 Draft = sucsuz Hargreave
Marla
Organization
E oy | 0 student Assistant for Alcohol & 21000227 Pending  To Be Approved sucsuz sargiss Cf|
Drug Education Program: Spring (2/4721) Marla
Primary Location 2021 ADEP 1
Q - ) )
0 Student Assistant for Alcohol & 21000225 Pending  To Be Approved sucsuz sargiss C|
Job Field Drug Education Program: Spring. (2/4721) Marla
2021 ADEP 2
=y
N O Student Social Media worker 21000223 Open Posted sucsuz Dodd Emj
Requisition Title Spring-2021 (Ongoing) Marla
student [x] ‘
O 2 Student Writer/Editorial Assistant 21000222  Open Posted sucsuz Dodd Emi
Requisition ID Spring 2021 (Ongoing) Marla
‘ 0 Student Peer Tutor - New (21-22) 21000210 Draft - sucsuz King Rita
Hiring Manager Marla
‘ |9 0 Student WIL Office Assistant 21000209 Pending  To Be Approved sucsuz Colbeth C
Spring-2021 (2/5721) Marla
Recruiter
Marla Sucsuz ‘ -l D i~ Student Bonner worker intern - 21000204 Draft - Sucsuz Muse Alth
Advanced Level 20-21 Marla
Hire Type
D Student Assistant - Sociology and 21000202 Pending  To Be Approved Sucsuz Dubrule K
Student Workers and Work. .~ ‘ s . Fzon ey PEVEUEEIN nanein




Choose: Use a Template
Click on the Radio button (it will turn blue)

TORIEE

— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here

> Requisition List > Create Requisition

£ Create New Requisition




Choose Hire Type and Style
Student Workers and Work Study

TCN LHE\EP}EEIEEE?‘(E :. Look up a candidate

2 Marla Sucsuz *

E RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here » Requisition List > Create Requisition | Back to Requisition List

) Create New Requisition - Find a template

Basic Information Find Template Specify Attributes Complete and Save

Please specify the hire type for the requisition you are creating. Note that this information cannot be cnanged once the requisition is

created.
Hire Type *
';' :\aczfltyandAdjuncts Once you ChOOSe
Step 1 ——=""" “Student Workers

© student Workers and Work Study

and Work Study”
the second options
(O Pipeline - General Wi” appea r-

© student Worker and Work Study Req File

Step 2 <

Step 3

Concel “




Find a Template

TCN LH]E\EPIJ-EEFR.‘EEU\E 3 100k up a candidate Marla Sucsuz ™

— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here > Requisition List » Create Requisition | = Back to Requisition List

5 Create New Requisition - Find a template

Basic Information Find Template Specify Attributes Complete and Save

Select Template *

X Step 1

/‘\ Step 2




Select “Student Rate” (there are 2 ways)

« ” e You may select the “Open Selector”
You may type “Student Rate” in the OR Search to locate the “Student Rate”
field text box before you search template.

Find Template

2 Requisition templates are available.  selec Step 3

Keyword: Student @ Clear All

¥ Organization
Language Name Job Code Job Field Action
¥ Location
- B, e = = English StudentRate  STUDNTRATE i:u:ent e ke Select
— —_ » Job Field WL
R Student student Worker / Work
" o s Banannae Fora 6 gt T \ English Stipend STUDNTSTIPEND Study Select
‘ Student Q ‘
[T . e e e F= T FIE ‘ ‘ Step 1
Step 1
Recruiter

Step 2

Clear All




Once Template is Populated: Click Next

TCN I\]H]E\EPIJ-}E,EFR}EEU\E ; Look up a candidate

Marla Sucsuz ™

— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here > Requisition List » Create Requisition | =

Back to Requisition List

5 Create New Requisition - Find a template

Basic Information Find Template Specify Attributes Complete and Save

Select Template *

STUDNTRATE-Student Rate | A




Choose Department and Location
(with Lookup)

TCN THE COLLEGE OF 3 100k up a candidate 2 Marla Sucsuz ™

NEW JERSEY

— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here > Requisition List » Create Requisition | Back to Requisition List

5 Create New Requisition - Find a template

Basic Information Find Template Specify Attributes Complete and Save

Please validate the information below according to the requisition you are creating. Once satisfied, click "Next"
Requisition Structure

Hire Type Department
Student Workers and Work Study | \
v

Requisition
Student Worker and Work Study Req File Organization

| TCN| |-

Template Used
STUDNTRATE-Student Rate
Location

Job Field | | -
‘ Student Worker / Work Study | - | Q)

0 Other Locations are selected

Coneel m




Choose Department Lookup Window

(Use Scrollbar)

Type Keyword in the Filters Box. Move the horizontal scrollbar to
Then Press “Apply Filters” the far right — Click on “Select”

Department Selector Department Selector

Filters + (~N 1 Departments are available  Select Department to proceed Filters + (~N 1 Departments are available  Szlect Department to procead

Keyward: tutor @ Clear All Keyword: tutor @ Clear All

* Organization

» Organization

Department Number Department Name a Hiring Manager Or; ng Manager Organization
* Location

* Location
Roscoe

West Hall -
Tutoring
Center

DEPTCOD- Keyword el

0000006420252 The Tutoring Center

‘ tutor

> Effective From

of 1 (10f 1items) .- L - ‘ page 1 of1 (1of1iems) ‘ n ‘
Step 3

Effective Till

Effective Til Ste p 1

Department Name Department Name

Department Number

Department Number

Hiring Manager Hiring Manager

Recruiter

Recruiter




Template Department Fields are Filled
Verity. If correct - Click Next

THE COLLEGE OF ° ) O i .
TEN NEW JERSEY o LOOk up a candidate = Marla Sucsuz
— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH
You are here > Requisition List » Create Requisition ‘ = Back to Requisition List

3 Create New Requisition - Find a template

Basic Information Find Template Specify Attributes Complete and Save

Qu are creating. ( atisfied, click "Next'

alidate the information below Ste p 1
Requisition Structure .
= Verify

Hire Type Department
Student Workers and Work Study

| DEPTCOD-0000006420252 - The Tutoring C . | v | Q]

Requisition Style
Student Worker and Work Study Req File Organization
| TCNJ | v | Q]
Template Used
STUDNTRATE-Student Rate
Location
Job Field | United States > New Jersey > Ewing Town ... | A | Q]

| Student Warker / Work Study ‘ M | Qg 0 Other Locations are selected

=l -




Taleo will Create a Student Template
Press “Collapse All” to see all 6 Sections. Then press “Expand All”

TEN THE COLLEGE OF 2. Look up a candidate

NEW JERSEY

You are here > Requisition List > Create Requisition

Requisition Sections & £ Create New Requisition - Find a template
REQUISITION STRUCTURE
Requisition Info

2 Marla Sucsuz ™

— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

Identification
Structure Show fields required to:*

Owners 0O Save (O Request Approval O Post

JOB DESCRIPTION

| Click to expand this section

External Description
» Job Description

PROCESS
» Process

Candidate Selection Workflow
» External Services

EXTERNAL SERVICES
» Job Information

Screening
P Questionnaire

JOB INFORMATION
» Budget

Abstract
Praofile

Additional Information
QUESTIONNAIRE
Questions

BUDGET

Compensation

Budget

g o
Expand All

FYI: Use to Expand
Or to Collapse sections

Start from Top to Bottom.



Structure

In the Identification Section Complete the 4 sections
(Don’t forget to correct the title)

Requisition Info |

N oo |

Show fields required to:*¥ O Save © RequestApproval O Post Language: | English {Base) |~

4 Requisition Structure

Identification

When new hire(s) are identified
please complete the following
New Hire Equipment Request
form. The request will go directly
to Information Technology for
processing

https://icnj teamdynamix.com
/MDClient/Requests
[TicketRequests
/NewForm?ID=38652

Note: The Requisition Title will
appear on the job posting.

Reguisition Tite *
‘ Student Rate —

on Tyge ¥

Not Specified

Number of Openings

Once Filled

0 Als

urs per Week

max - with 2 decimals

Structure

Collapse All  Save

~

e Title will start with “Student” and end with the
Term

* Positions are Always On Campus

* Openings are Never unlimited. Hours are =/{, 15
(or 35 if Summer)

asee
Requisition Info Prescreen Alerts

Attachments Sourcing History

Language

4 Requisition Structure s

Identification

When new hire(s) are identified
please complete the following
New Hire Equipment Request
form. The request will go directly
to Information Technology for
processing:
https://tcnj.teamdynamix.com
[TDClient/Requests
[TicketRequests
/NewForm?ID=38652

Note: The Requisition Title will
appear on the job posting.

Requisition Title
Student MS Peer Tutor Returning Spring-2021

Job Type

Campus Employment - On Campus

NumDber o
10

Hours per Week
6

Structure

Edit Al Expand All

~




Structure
Review details imported into template

Pay close attention that you have a template attached, Department is
correct, & that your location is City: ‘Ewing Township. ‘

Structure
Hire Type Requisition Template Used Department
Student Workers and Work Study STUDMNTRATE - Student Rate DEPTCOD-0000006420252 - The Tutoring
Center
Primary Location Organization Job Field
Country : Business Unit : Job Family -
United States TCNJ Student Worker / Work Study

State/Province :
New Jersey

City -

Ewing Township

Waork Location :
Roscoe West Hall - Tutoring Center

owners




Structure — Owners: Part 2

* Complete the Owners Section.

*  You will need to move your name from
Recruiter to Hiring Manager. Please try to
add a Hiring Manager Assistant.

E RECRUITING | TASKS

Youare here » Requisiion List » C
Requisition Sections 0
REQUISITION STRUCTURE

dentification

Srucure

Qwners

JOB DESCRIPTION

Bxternal Destription
PROCESS

Candidate Selection Workfow
EXTERNAL SERVICES
Saeening

JOB INFORMATION

Apsract
Prafile

Additional Information

QUESTIONMARE

REQUISITIONS  SUBMISSIONS ~ OFFERS  CANDIDATEPOOLS  SEARCH
£ Create New Requisition - Find a template
Redquisition Infa Cancel m
sowfedsrequred® O Sae O Requestpprowal O Past nusge: | EnglshBase) | v CollapseAll Sawe

Qviners

Instructions: : or Student Warkers - Hiring Manager = Supenvisor of Position; Hiring Manager Asst = Designee that helps track requisition updates
for records purposes (for example may be a Business Manager or Staff Assstant within areal; Recruiter: Detra Klokds. The College of New Jersey is
composed of peaple with diverse backgrounds, perspectives, and experiences. Qur g0al i to continually build upon our efforts to ensure that all
perspectives can be expressed. Please keep this in mind when selecting collsborators (search committee members) to help represent a diverse
group.

* Note: You may Click “Add Collaborators” if
you would like others to view your
requisition and applicants. Collaborators
are only permitted to view a requisition

XEX.

Hiring Manager Assistant

Collaborators

© Add Collaborators

First Name LastName Email Title

No Collaborators have been selected. Please cick "Add Collaborators”to add collzbarators.

4 Job Desrpton

o]

" Collapse All  Save

Requisition Info

Show feds required o O Save O RequestApproval O Post

Owners A

Instructions: : For Student Workers - Hiring Manager = Supervisor of Position; Hiring Manager Asst = Designee that helps track requisition updates
for records purposes (for example may be a Business Manager or Staff Assistant within area); Recruiter: Debra Klokis. The College of New Jersey is
composed of pecple with diverse backgrounds, perspectives, and experiences. Qur goal s te continually build upon eur efforts to ensure that all
perspectives can be expressed. Please keep this in mind when selecting collaborators (search committee members) to help represent a diverse

group.

Recrulter * Hiring Manager * Hiring Manager Assistant

Suesuz, Marla v 9 ‘ King, Rita Mary v qQ ‘ Simpson, Nina G | qQ
Collaborators
© Add Collaboratars

First Name Last Name Email Title

lvonne nz Imeruz@en] edu DIr Mgmntoce (1]




Job Description

THE COLLEGE OF

[EW JERSEY
=  recrumn | Tasks

Requisition Sections

EXTERNAL SERVICES.

108 INFORMATION

Adar

BUDGET

REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

) Create New Requisition - Find a template

requstionlo =3

Show fields requiredto* © Save O Request Approval Post ee- [ Englisn Base) | comapscan save
~

4 Job Description
External Description
Descrgtion - Extarnal *
@6 E - Qb IMmiE = g2 2200 m 32
BI/USxx L GME z|sues - nom fa .| ® A-B

The Ofica DEPARTAENT NAVE i $seting candidems for STATECLLEGE TITLE
00 BREF DESCRIPTION O THE POSITION
W Respansbitbies: Us1£7 main s o wning bute
ot e romenam
s —— sen a3 Uk
ML o pesame = 41 R 40U TSR AR A
R T 730 AT A S NP AP . won uingam .
T .
v vy T = 3wty awong ety

v . a3 370mgly wnc urnges o 3 mambars f nduowE e PSS 9

by p sn | e e

@ QUM e E e R
B I UGS XX 8 Syes - Fot - Sue - A




Job Description

TN X o e D O
S o s mSIos sasoe o Gl s

 There are 2 boxes. Only Complete the

- o p— Top "Description - External*" box

;”"‘ o  The Student template has the format
o e ready for you to edit the role, brief
— description, main responsibilities,

=~ . learning objectives, preferred

- qualifications & contact Information

sections.

DO NOT

* Please do not change the About TCNJ
& Diversity sections.

* Please do not remove any sections.




Process:
Verify that you are using the Student Candidate Selection Workflow

TONJ Newers 2 vl sucsuz

RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH
You are here > Requisition List > Create Reguisition

Requisition Sections (A £ Create New Requisition - Find a template

REQUISITION STRUCTURE
Requisition oo | Dore_

Identification

Structure Show fields required ¥ Langu

<7}
g
[1:]

: | English (Base) | v ‘

Owners O save () Request Approval ) Post Collapse All  Save

JOB DESCRIPTION
Click to expand this section

External Description

PROCESS . .
Candidate Selection Workflow

Candidate Selection Workflow
Candidate Selection Workflow *

EXTERNAL SERVICES Student Candidate Selection Workflow ‘ -

Screening




External Services
(Skip: Only TCN]J students are eligible)

TBN T\JH]E'\.EPIJ-I}EEFRSE}E]&E 2. lookup a candidate = Marla Sucsuz ¥

RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

¥ou are here » Requisition List > Create Reguisition

Requisition Sections (A £ Create New Requisition - Find a template
REQUISITION STRUCTURE
Requisition Info m

Identification
Structure Show fields required a-® Language: ‘ English (Base) | v
Owners O Ssave () Request Approval () Post

Collapse All  Save
JOB DESCRIPTION

4 External Services
External Description

There is no data to

PROCESS display.




ob Information

This Section must be filled We will take a closer look

pe— =3
English [Basc) Colapse All - Save

4 Jub Information A

& Lock up o cand ~ @

TASKS  REQUSMIONS  SUEMSHIONS  OFFER  CANDIDATEFCOLS  SEARCH howfichlsrequiedro® O Swe O Roquemapprovdl O Fost 12

] Creats New Requisition - Find a template
abstracy

o vt = Inctrugtian: Finors . speciie stad ot 1458 i, i3 e T35t 1 .2 Diroct e and pradds s rama 5o, The

Becruiter will then post the |ob on the Extoral Direct Hire Carcer Section and provide you with the URL to send ta the studsnt
Englen B Cotapse ail Save

owfeidzrenured o ® O Sne O Rogeshggrmal O Poxt v

e, Mo Seanch ¥
- A
P
2 abstract
- Direct Hire fidentified fidate; Mo Search *

Screening Plase include the direes hire emall

Direct Hire Emall No N

e prep——
Budger i How many days do you want this. poezed ¥

How many do you wane this job poszed. * Mo .
prE— - Haurty & *

prees

it N, If ot .

otal S Aot S0 1K) *

Do s peson warwih minars o ~
et populion ‘Do shis position veark with minars o
o

[oeitd ] spedal popt

No -

oo Deparemere Emal Ao

Sartman [wrgmaeneas |

o ®

Start Date *

Fob 27, 2021 &

125 imparace e e e s s
‘comespom 33 e Py pey pEnces win
a0 et y i v

15 Iperative T Tt Star a0 e RS
‘zomespond 10 the payroll pay pEriods wWhich
stz nfermaen ‘oan e toun by clicking




Job Information
Part 1 - Abstract

The Abstract Section Direct hire or Open Posting

— 23| Please post your positions as “Open”
show fields required to-* O Save O Request Approval O Post Language: Collapse All  Save
4 Job Information .
Abstract
e L You will choose Direct Hire if you have already chosen the
orec et crdr o+ Student (for rehires) and you have their information to send to
o ] Student Employment.
———
Direct Hire Email
| Please include the direct hire email ‘
If you Choose Direct Hire “Yes” then the position is still posted,
[e d however the entrance is only by a link which you will receive to
send to your pre-offered student.

IF Direct Hire is Yes, then Student names and emails must be
added to the requisition. NEW: IF the names will not fit in the
Field, you will ATTACH your name * email list to the requisition
Attachment tab (as NOT viewable to candidates).

Unless you are certain that the student is rehired (worked at
TCNJ with the last 365 days), then you would answer Rehire
IINOII



Job Information
Part 2a — Profile Position

Profile Position

You must choose a “Position” in all Student
Requisitions

The Position is your department which holds your
student employment budget costing information.
It will always begin with “Student Rate” followed
by your department.

(Candidate Selection Workfiow Rehire ¥
Screening
Profile
JOBINFORMATION
Pasition
Abstract g
Additonal Information Howmany days do you vent tis b posted *
on e Career Center?
Item Selector X
Gitems are available  Select z UDF
(e AR Description Tutor @ Cear A
Code & Destription Action
Description 50000341 Coord Math/Science Tutoring Selert
Tuor AL ) Asst Dir Hum/Soc Sc Tutaring Selet
R )] Tutering Support Specialit Selert
PSTUD1%5 Spudent Rare Tutoring Center < Selett S
PSTUO% Student Stpend Tutoring Center Selert
PSUPOO3E Pooled Temp Tutoring Center Selert
Pge 1 o1 (1fofremy)

Cancel

You may either type in your Student Rate Code or,
you may open the Selector and Search in
Department using your department, then Click the
“Select” Action. This will close the window and
your Profile — Position will be filled.

If you don’t see your department, please contact
Human Resources-Student Employment and we
will assist you in finding or creating your Taleo
Profile.



Job Information

Part 2b -

Profile

Requisition Info

Cancel m

showfields required o O Save O Request Approval

Position

PSTUO195 - Student Rat ..

ik

How many days do you want this job posted t
on the Career Center?

%0 Days

I

Hourly Rate (Enter $0 f this is not applicable) 1

$13.00

Stipend: Semester or Year (put N/A if not *

o

=

=
&
=
=

NIA v

Total Stipend Amount (Put $0 if NIA) ¢

50

>+

Does this position work with minars or
special populations?

No v

Contact Department (Email Address)

0 Post

Language: | English (Base) |' Collapse All - Save

A

How Many Days to Post? = 90

Hourly Rate Hourly Rate requisitions have
Stipend Semester or Year marked “N/A”

Hourly Rate requisitions have Total
Stipend Amount as “S0”

Does this position work with minors or
Special Populations?



Job Information
Part 2c — Contact Department & Start & End Dates

Dates MUST Match Payroll Calendar

Requisition Info

Cancel m

Show fields required ¥ O Save O Request Approval

Contact Department (Email Address)

max 50 chars

Feb 27, 2021
_————

End Date *

J

May 21, 2021

It is imperative nd end dates
corespond to the payroll pay periods which can
be found by clicking here.

Additional Information

O Post

Additional Information

Language: | English (Base) ‘v Collapse All -~ Save
A

Please
complete All 3
Fields: Use
Payroll
Student
Calendar for
dates

Contact and Calendar Note

Contact Department is requested for all
Requisitions, and Required for Direct Hire
Requisitions

Both the requisition Start Date AND the
requisition End Date MUST match the TCNJ
Student Payroll Calendar
https://payroll.tcnj.edu/payroll-schedules/



https://payroll.tcnj.edu/payroll-schedules/

Questionnaire
Skip (Preset for all Student Requisitions)

o] 23

. Show fields required to:* O Save O Request Approval O Post Language: | English (Base) v  EditAll Expand All Save
Questions “
l This requisition uses 5 of the 7 questions from the corresponding prescreening model. Apply Model
O Add (£ Create Duplicate & Copy from Library @ Remaove M Reorder
Question Answer Required Asset N/A
l Are you legally eligible to work in the United States? Yes o o] o

Single Answer

b @] o] o
O Will you require immigration-related sponsorship from TCN)? (*Please note that in Yes O o) o
compliance with federal law, all persons hired will be required to verify identity and
eligibility to work in the United States and to complete the required employment eligibility
verification document form upon hire.) No O O 0
Single Answer
O Do you have any relatives who presently work at The College of New Jersey? Yes o o] o
Single Answer
o 0] &} o]
l O If you answered "Yes" to the previous question, please provide their name and
relationship. If "No”, please say "N/A."
Text Answer
O Please review the job advertisement and familiarize yourself with the job duties. Are you Yes O 0 o
able to perform job duties of the position for which you are applying?
Single Answer
Ho 0] ¢ o

P Budget i




TCNJ B

Budget

Both Questions Must be Answered.

Is the position Grant Funded?

Is the costing different than the previous
incumbent and/or different from the default
position costing?




Budget Details

Confirm the budget details with your department budget
coordinator.

jew Requsit
fegis “ m
0 Repesziggrt s pedl St
RO (3
[F— tonpeen
OES i
EXTERNAL SEPVICES
FENFORMENON
ha 1 the rct
[ .
= For st




Save Your Work

Once you finish all the sections, give a quick double-check of
your information & Click on the green “Save” on the top right.

Taleo will not let you progress if all the required fields are not
completed. If thereis an error; a Pink Error message will
appear with a blue hyperlink to take you to the field missing
information.

Once “Saved” (With a Green Messages) your Requisition will
be in “Draft” status where you may make other changes or
corrections.




Error or Saved?

ERROR: If you miss any required field Taleo will open
a Pink error message. When you click on the blue
link; you will be moved to that section to make your
correction.

SAVED: If there are no required fields missing, Taleo
will save your requisition and you will see your
Requisition number and Title appear at the top
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Decision

Hold as Draft or Submit for Approval
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Once you “Save”, your requisition information is saved in Draft
status where you can see the requisition title and Number at
the top of your screen, and you are able to edit all
information.

You have a choice to hold your requisition; perhaps to add to
your job description , gather more information, or finalize
your dates. If you choose this, you are able to access your
requisition at a later time by signing into Taleo and clicking on
your Recruiting — Draft (a blue number).

Once you've completed your edits, you would continue.

If you are stopping: be sure to log out of Taleo from your
name in the upper Right corner.



Next: More Actions - Submit for Approval
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Add Approvers,

Use the “+ Add Approvers”

Comment, Submit

. In the Final Screen you will add your cabinet member
or their designated approver.

H & &

Approvals

— Click Add Approvers, then select your first
approver’s name (a Selection box will open for
you to choose & then click on “Select” (far
right side).

ndidates

You are modifying approval process of this requisition

— Repeat for Other Approvers. If you had
answered YES to Grants or Costing then

Finance/Grant Approvers will appear. (Do NOT
remove these names)Your Recruiter will also

© Add Approvers Reorder
Order Approver
1 Marla Sucsuz

......

Liza Rnes Grimm
s i

Uisa Spancer spencerbguony ecu

appear (it is helpful for you to be sure | am
your 15t approver so that | can return your
requisition with Notes in History if you have an
error.

— You MUST also add a required comment
“Please Approve” or your initials are sufficient.

.

Ermad Address

Employee IO

- — B

. Click “Submit For Approval”




Confirm & Track your Pending Requisition

View from the main ‘RECRUITING’ screen Tracking your Requisition

TON e - From Recruiting in the “Job Requisitions” box, click

- . next to “Pending” on the blue # to open your
=  RECRINTING ASKS  REQUASTIONS  SUBMISSIONS  OFFERS  CAMDIDATEPQOLS  SEARCH . L
pending requisition.
Welcome Marla Sucsuz! m
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—— 2 pre————— clicking on the Approval Tab.
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Approved Requisition

any student to apply, the
vacancy will be viewable on

the Student Employment
“Find a Job” site. Careers Site

If your position is posted for a

If your position is a direct hire
posting, you will be emailed your
position link.



https://tcnj.taleo.net/careersection/00_student+workers+and+work+study/jobsearch.ftl?lang=en
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Open Requisition
Next: View of Candidates (New & Active)

THE COLLEGE OF N -
TCN NEW JERSEY Look up a candidate - Marla Sucsuz
E RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH
You are here > Requisition List > Requisition View Back to Requisition List
Summary (~] £ Student HS Peer Tutor - New (20-21) (iD: 20000777)
All Candidates 32
Posted on: January 7, 2021 ] &
Latest Action: Requisition Unposted |
ion Info \ Prescreen Alerts Attachments Approvals Sourcing History

Hired Candidate(s): 28 out of 33

Active Candidates New candidates

STRUCTURE

* Organization
TCN)

Primary Location
Roscoe West Hall - Tutoring Center,
Ewing Township

® Job Field
student Worker / Work Study

* Hiring Manager
Cruz, lvonne

*® Recruiter
Sucsuz, Marla

* User Group
Main Group

JOB INFORMATION

® Hire Type
Student Workers and Work Study

4 Requisition Structure

Identification

When new hire(s) are identified
please complete the following
New Hire Equipment Request
form. The request will go directly
to Information Technology for
processing:
https://tcnj.teamdynamix.com
/TDClient/Requests
[TicketRequests
/NewForm?ID=38652

Note: The Requisition Title will
appear on the job posting.

Requisition Title
Student HS Peer Tutor - New (20-21)

Job Type
Campus Employment - On Campus

Number
33

Hours per Week
2

Structure

Language:

Edit All

Expand All

&£

CONGRATULATIONS!

You have completed the requisition initiation process!
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