
 Creating an Adjunct Requisition in Taleo 

 This  guide  provides  instructions  on  creating  an  Adjunct  Faculty  requisition  in  Taleo  and  supports  the 
 bi-annual  Adjunct  Hiring  Guide  .  If  you  have  any  questions  regarding  the  hiring  process  submit  a  ticket 
 in the  HR Portal  under the recruitment catalog. 

 The College of New Jersey (TCNJ) 

 O�ce of Human Resources 

 hr@tcnj.edu 
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https://tcnj.taleo.net/
https://hr.tcnj.edu/office-of-human-resources-newsletters/
https://tcnj.teamdynamix.com/TDClient/3286/HRPortal/Home/
https://today.tcnj.edu/
https://hr.tcnj.edu/
mailto:hr@tcnj.edu


 1.  Go to  TCNJ Today  and log into  Taleo  listed in the scroll wheel. 

 2. Click on  Requisitions  in the Taleo toolbar. 

 3. Select  Create Requisition  on the right side of  the page. 

 4. Select  Use a template  , then click  Next. 
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 5. Select  Faculty and Adjuncts  ,  Faculty Req File,  then click  Next. 

 6. Click on the  magnifying glass  to pull up the list  of template options. 

 7.  To  �nd  a  template,  type  in  a  Keyword  (  Adjunct  and/or  Department  name)  then  click  on  Apply 
 Filters  .  This  will  bring  up  the  list  of  options.  Click  Select  under  the  Action  category  to  open  the 
 template you need. 
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 8. The  template  name will populate in the Select Template �eld. Click  Next. 

 9.  Type  in  the  Hiring  Manager  (Dean)  for  the  position  and  select  Next  (the  name  will  populate  as 
 you begin typing) 
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 10. Complete all of the  required �elds  within the requisition. 

 ➢  The requisition  title  should be:  Department - Adjunct  - Term and Year 
 ○  (EXAMPLE: Biomedical Engineering Adjunct - Spring 2023) 
 ○  Note:  all  requisition  titles  should  be  alphanumeric  and  no  more  than  64  characters.  Do 

 not use special characters such as:  !?&*(). 

 11. The  Structure  section will pre-populate other �elds based on the requisition template that was 
 selected. Check this section for accuracy. 
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 12.  Review  the  Owner  's  instructions,  and  complete  the  highlighted  �elds.  The  recruiter  should 
 always  be  the  HR  contact  (Fox  Parks).  The  hiring  manager  is  the  Dean  of  the  school  and  is 
 responsible  for  overseeing  the  process  and  providing  approvals.  The  hiring  manager  assistant  is 
 responsible for implementing the hiring process in Taleo and extending o�ers. 

 ➔  The  recruiter  assistant  does  not  receive  hiring  noti�cations  by  default  but  can  still  view 
 applicants and create and extend o�er letters. 

 13. Under  Process  , ensure Adjunct is listed. If not, you will need to cancel this requisition and start 
 over.  The magnifying glass does not allow you to change  work�ow types. 
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 14. Scroll down to the  Job Information  section and detail your hiring needs. If you have any new hires 
 or need to post the requisition, indicate that here. If the requisition is for Rehires and Direct Hires 
 please also indicate that. 

 15. Complete all of the required �elds in the  Pro�le  section. 

 Note:  The start date must line up with the beginning of the payroll cycle. For the contract 
 dates reference page 3 of the Adjunct Hiring Guide. 
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 16. Complete the  Job Description  section,  External Description  category. It is important to note 
 that all job postings must begin with The College of New Jersey’s EEO statement. 

 -  Complete the  Internal Description  category by copying  and pasting the information used in 
 the External Description category. 

 18. Click  Apply Mode  l  in the questionnaire section. 
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 19. Use the dropdown to �ll out the  budget  information. Answer  YES  to the costing question if the 
 budget information di�ers from the template shown. Reach out to the Payroll department to verify 
 those details. 

 20. Scroll to the top of the requisition, and click  Save  . 

 ➢  If you missed any of the required �elds, you must click on the  blue  links on the top of the 
 requisition and they will direct you to the areas that need to be completed. 
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 21. Once all required �elds have been completed, select  Save  and  Done  . 

 22. Under More Actions, select  Submit for Approval  . 

 23. Review all  approvers  and add/remove approvers if needed. Add requests for advertisements and/or 
 internal posting links in the comment section. 

 a.  The  Dean  is the Approver for adjunct requisitions. For sourcing, assign the process to 
 Fox Parks after the requisition has been fully approved. 

 If any issues arise when creating the requisition please  contact us  via the  HR Portal  . Refer to the most 
 recent version of the  Adjunct Hiring Guide  for more information and additional instructions. 
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