
02 - Job Card
Administration & Finance

Talent Acquisition – Human Resources

Last Revised: 12/10/2021



02 - Job Card DRAFT

Table of Contents

Initiating a Recruitment - Job Card 3

General Overview: 3

Pre-Job Card: Save the Position Description as a PDF 4

Create the Job Card (Requisition) 4

Welcome to the Job Card 4

Attach the Position Description 5

Requisition Information 6

Open Positions 7

Requisition Details 8

Job Details 8

Position Designation 10

Budget Details 11

Posting Details 11

Search Details 12

Users and Approvals 12

Approval Process 13

Last Revised: 12/01/21 Page 2
02 - Initiating a Recruitment - Job Card



02 - Job Card DRAFT

Initiating a Recruitment - Job Card

This section outlines how to complete the Job Card (or Job Requisition) in CSU Recruit.  Creating the job
requisition is the second step in initiating a recruitment.

All state-side staff and MPP recruitments must begin with a current, approved Position Description.

Fields that populate from the approved position description should not be revised on the Job Card without first
consulting with Classification & Compensation.

The Job Card is typically completed by the HR Liaison (department analyst, ASC, confidential) or Hiring
Manager

General Overview:

1. Create a Position Description (in CSU Recruit) and submit for approval
2. Receive Position Description approval from Class & Comp
3. Create a Job Requisition from the approved Position Description
4. Attach the approved Position Description to the documents tab
5. Complete the Job Card and submit for approval
6. Receive Job Requisition approvals
7. Recruitment Strategy Meeting with Talent Acquisition

Document Key:
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Pre-Job Card: Save the

Position Description as a

PDF

A. Locate the approved Position
Description and select “View”

B. Expand the “...’ ellipsis menu
C. Select “Print”
D. Set Destination = “Save as

PDF”

Save the document in a secure
and accessible location. You will
need to locate it again.

Next: Create the Job Requisition

Location: Position Description Library (pre-Job Card)

After saving, CSU Recruit will return to the Position Description.

Create the Job Card

(Requisition)

From the approved Position
Description, select Recruit for
Position

Location: the approved Position Description

*Important note: May take 30 seconds to load. Multiple clicks to
“Recruit for Position” may result in duplicate job requisitions.

Welcome to the Job Card

This section provides an
overview on three tabs available
on a job requisition (A-C).

Note: Some users may have
additional/less tabs available.

This is the Job Card (Requisition)

A. The Position Info tab contains all job requisition and position
description information

B. The Notes tab contains manually added notations throughout the
recruitment process (position number updates, approval notes).

C. The Documents tab contains recruitment documents manually
attached to the requisition (Budget Position Update/Request form,
recruitment documents, Position Description, etc.)
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Attach the Position

Description

Select the Documents Tab

Locate the drop-down menu

Choose Document from a file

A. Select upload file.
Locate the PDF Position
Description and attach.

B. Choose Position
Description from the
drop-down menu

C. Title the document

Sample Title:
ASAI Position Description

D. Save and Close

*You will return to the Job Card*

E. Verify the document
attached

Select the Position Info Tab to
continue.

Note: Please *allow* pop-ups from PageUp

Upload a New Document will appear. Note: turn off your pop-up blocker

Save and Close returns to the Job Card
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Requisition Information

Internal Team: Dept. ID
Recruitment Process: Must
begin with “SB”

Application: Select
SB-HR-Application Form
Job Card: Validate Only

Salary Range: Validate Only

Classification Title: Validate
Only
Working Title: Revise if needed

MPP Job Code: Validate Only

Campus: San Bernardino
Division: Select/Validate
College/Prog: Select/Validate
Department: Select/Validate

Requisition Number: Leave
blank. This is automatically
assigned when saved or
submitted.
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Open Positions

Add a Position Number

A. Input the number of open
positions

B. Select Add More

C. Type “SB-PositionNumber”
(no spaces)

D. Press Enter, Tab Out, or
Select the Looking Glass to
begin search

E. Expand the blue box and
verify for accuracy.

Reminder: Position Numbers
are managed through PeopleSoft

Note: This may take up to 30 seconds.

Reminder: Position numbers are managed through PeopleSoft

Requisition Details

Reason: Select
Justification: Validate Only

Prev/Curr. Incumbent: If
applicable

Work Type: Select Staff or MPP
Hiring Type: Validate Only

Job Status: Select
Time Basis: Select FT/PT
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FTE: Numeric Time Base

Hours Per Week: Per time base
FLSA Status: Validate Only
Position Location: San
Bernardino

Job Details

Job Summary:
Validate/Review Only

Minimum Qualifications:
Validate/Review Only

Required Qualifications:
Validate/Review Only

Preferred Qualifications:
Validate/Review Only

Special Conditions
Validate/Review Only

License/Certifications:
Validate/Review Only

Physical Requirements:
Validate/Review Only
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Job Duties
Validate/Review Only

Supervises Employees:
Select Yes/No
If yes, list the position titles
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Position Designation

Mandated Reporter:
Validate Only

Conflict of Interest:
Validate Only

NCAA: Select No
Is this a Sensitive position?

Validate Only

Sensitive Position Criteria:
Validate Only
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Budget Details

Benefit Eligible: Select Y/N
Anticipated Hiring Range:
Complete
BCA String: Complete with
funding source Chartfield String
and % Distribution.
Cost Center: Complete
Pay Plan: Complete
Months Off: Complete only for
10/12, 11/12 pay plans

Posting Details

Posting Type: Select
Review Begin Date: Blank
Anticipated Start Date:
Complete as an estimate only.
Anticipated End Date:
Complete if applicable

Posting Waiver: Y/N
Reason: Complete only if Yes

Posting Location: SB or PDC

Advertisement Sources:
Optional

Advertising Summary*:
Mandatory Field. This will display
directly on the position
advertisement (posting).

Advertisement Text*:
Mandatory Field. Complete
advertisement template prompts
prior to submission. This will
display directly on the position
advertisement (posting) and on
internal applicant portals.
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Search Details

Search Committee Chair (A):
Mandatory for recruitments
using committees.

Search Committee Member
(B): Add the name of each
search committee member.
*See B-E instructions*

Note:

Search Committee Chair and
Search Committee Member
name(s) must be named on the
Job Requisition to access the
search committee review
process.

Selection Criteria: Leave
blank. Not in use at this time.

(B) Select “Add a Committee Member”
(C) Type First Name and Last Name (legal)
(D) Locate the correct person and select “Add”

Repeat Steps (B) through (D) for all committee members

Select (E) “Done” to return to job requisition

Users and Approvals

A. This name transfers to the
Offer Card and is responsible
for Onboarding tasks.

B. The Admin Support named
in this field is the HR Liaison
for Human Resources and
must be named here to view
the Job Requisition.

C. Leave Blank.
D. This field is rarely used. User

can select a Final
Candidate in lieu of the
Hiring Manager
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E. The Hiring Administrator is
a required field. User can
move applicants when the
“shortlisting” feature is
turned on.

Approval Process

Option 1: Submit Requisition for
Approval.

To submit a requisition, select
the appropriate Approval
Process from the drop-down
menu. Input the user names for
each title. When you are ready
to submit, select Submit at the
bottom of the page.

A. The Approval Process (A)
controls the approval
workflow and communication

B. The HR/Faculty Affairs
Representative is a
required field and populates
based upon the selected
approval process.

Option 2: Save as a Draft

A. To save, select Draft
from the Recruitment
Status drop-down. This is
a required field.

B. Select Save a Draft

OPTION 1- Submit Requisition for Approval (no Job Card edits needed)

Select the approval process and complete the names per
department/division hierarchy.

Only set up an approval workflow if you are ready to submit the
requisition for approval.

OPTION 2 - Save Job Requisition as a Draft (Job Card edits needed)

Do not select or complete an approval process if the intent is to save the
draft document and return at a later time. The approval process will not
save on the draft document.
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