NEOGOV"

Requisitions 101

Training Guide



Access NeoGov

neogov.com

If you have already set up your password, you will not need to reset it.

If you need access, your account has not been activated, or you need to
reset your password, contact Shawna Holmquist
Shawna.Holmquist@csusb.edu

Please check your junk mail for an email directly from NeoGov.com and
reset your password within 24 hours.

The email will contain instructions similar to the following:
Passwords will need to meet the following requirements:
Length of 8 or more characters
Contain a number
Contain a special character, for example !, @,#,5,%,",&,*
Contain an upper and lowercase letter



Open a New Requisition

e When a hiring department has an open position, they’ll
submit a requisition as a request to fill the vacancy.

e Below is the first of two navigation paths to start up
the process of creating a requisition.

Navigation Path 1

e Onthe Add New menu [+], click Requisition. This can
be done from any page.

NEOGOV B

Requisition

My Tasks view aLL» \




Open a New Requisition (Part 2)

* Navigation Path 2
 On the Jobs menu, click Requisitions.

NEOGOV oHe

e Then click Add.

Requisitions

+ Add All

nh_“m - -
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Steps to Create a Requisition

* The first of three requisition form pages will

Requisition Details

.
I S p a y. Requisition # Department/Division *

Information Technology ()

Class Spec * (D Working Title

IT Proj: Man. r (11 ® IT Project Manager

Desired Start Date Hiring Manager *
11/01/2017 Find a hiring manager
Job Type List Type
. ~ A
Full Time > Regular 9

Number of Vacancies

1

Position Details

New Position?

® Yes No
Position # * Vacancy Date
000361 1/01/2017




Choose your Class Code

Select a Class Spec Cancel

e Please choose the class code based on
the position you are looking to fill or

the transaction you are placing. __ =

2016-FO032 Academic Advisor/ Talent Search Pr...
* If you are hiring for a pOSition Choose 2017-FOO10 Academic Advisor! Talent Search Pr...
the class code of the position the . —
incumbent will be placed into, B
otherwise chose the code that the o e
incumbent is currently serving in. e Accounar
e |f the class spec you need is not listed, o e
please send an email to Joseph 56 Accountant |
Ornelas (joseph.Ornelas@csusb.edu) 7334 Accounting Clerk
who will update the system for you. 730 Accountng Techmican|
7411 Accounting Technician Il
B: - > » temsperpage 10 -

Showing 1-10 of 449 items



Choose your Class Code

 Have you selected the correct class spec? There’s a way you can
check. From the Class Spec field, click the selected job title to have
a closer look. After your review, click Close.

Create Requisition X Class Spec Details Close

1. CREATE 2. APPROVALS Description Benefits

Description

Plan, initiate, and manage information technology (IT)

ReqUISItlon Detalls ] projects. Lead and guide the work of technical staff. Serve
Requisition # D as liaison between business and technical aspects of
’: projects. Plan project stages and assess business
[Assigned when requisition is saved] implications for each stage. Monitor progress to assure

deadlines, standards, and cost targets are met.

Class Spec * (O “

— Examples of Duties
IT Project Manager (1159) (%) Q

+« Manage project execution to ensure adherence to budget,

Nacivard CStavé Natas I hadula and ernne




Create New Requisition

* Each requisition should include all required fields as well as:

Desired Start date

Working Title: Transaction Reason and Employee Name (i.e. Emergency Hire for empl: John
Doe)

Number of Vacancies
Division and Department (if your department is not listed, please contact Shawna
Holmquist)

Hiring Managers (those who should be included from your department — committee
members)

Job Term: Full-time, Part-time, Hourly
Regular: Staff, Transfer: Faculty, Promotional: UEC
Position Type: New or Existing

Position Control: You = . o "~ for each requisition entered into
NeoGowv. pe S

Comments: Can be used to state the purpose for the requisition, list the committee for a
recruitment or include pay information.



Create New Requisition (cont.)

Proposed Salary: please include the hourly or monthly salary depending on type of
position

Annual Salary: should be used to include annual salary including benefits if
applicable

Source of Fund: State General Fund or Other Funding Source

New Funding: Yes or No option

Justification of Position: this field was adopted directly from the original PAR and
can be used to add justification for department or cabinet review
If completing any type of transaction other then a recruitment please complete
the:

— Employee Name

— Employee ID#

Temporary expiration date: to be used for any temporary requisition, can be the
temp end date for an extension or new temp position

Probationary end date: Please include if looking to hire for a permanent position

Funding Source: Dept ID, Fund, Account, Class, Program, Unit: This is a mandatory
field and should be completed along with the Position Control field.



Transaction Reasons

The transaction reasons should be used for the following types of requisitions:

Recruitment: A job posting (Regular or Pool)
Reassignment: Used to reassign employee (usually temporarily as voluntary reassignment)
Reclassification: Position-level job reclassification to change Job Code (used to begin the reclassification process)

Temporary Appointment: Assign any employee to new temporary appointment or reappoint an active employee to a
successive temporary appointment when no separation is posted. The length of the appointment period is limited by
an expiration date or other condition of employment.

Extend Temporary Appointment: To extend a temporary appointment/ emergency hire )Jthe appointment cannot be
longer then the designated time allowed by the Bargaining Agreement).

Temp to Prob./Perm Appt.: Used to appoint a current employee who is changing from a temporary appointment to an
appointment where the intent is that employment be regular and continuous.

Pay Plan Change: (e.g. 12/12 to 10/12, 11/12 or AY) with or without a change in department or class.

In-Range Progression: Used to process a salary progression within a grade. (Similarly to the reclassification reason this
can be used to begin the process for an IRP).

Salary Increase: equity adjustment or temporary salary increase.
Stipend: Usually a one time stipend allotted for a specific project and not to be used long term.

Conversion to Permanent: Used to appoint a current employee who is changing from a temporary appointment to a
permanent appointment where the intent is that employment be regular and continuous.

Reinstatement from Temporary Reassignment: Return to prior appointment upon expiration of temporary
reassignment.

Extend Temporary Reassignment: Used to extend the duration/expiration date of a temporary promotion, temporary
reassignment (not to be confused with Extend Temporary Appointment).

Time Base Change: Used to increase or decrease an employee's time base.

Casual Worker: Used to hire or extend the appointment of a Casual Worker. Be sure to have the employee submit an
application to the Casual Worker pool prior to approval of requisition. Also, please list employee name in the
requisition.

Special Consultant: Used to hire or extend the appointment of a Special Consultant. Be sure to have the employee
submit an application to the Casual Worker pool prior to approval of requisition. Also, please list employee’s name in
the requisition.

10



Hiring Process

Emergency Hire: an emergency appointment used to temporarily fill
a vacant position, departments should be considering the next step
for all emergency hire positions as they are short term

Long-term temporary: following a recruitment or as part of an
extension of current temporary position

Permanent Staff Appointment
MPP Appointment: Any transaction regarding an MPP position

Express Hire: the department chair/director (MPP Employee’s only)
will conduct one-on-one interviews with candidates as this type of
recruitment

Casual Worker: a temporary position, not to be used for long term
temporary assignments

Special Consultant: to be used for temporary appointments of
personnel (usually hired for a special project)

11



Approval Steps

Once you’ve completed the form, click Save & Continue to Next Step.

Skip the approval workflow and click Save & Continue to Next Step. The following steps
will detail the first option.

On the Approval Group pulldown, click the applicable approval group.

From the Approvers field, click the look up icon, select the applicable approvers, and
then click Done.

Click Add Approval Step.

Do you have another approval step to add? If so, click Add Approval Group and repeat
these steps for the remaining approval steps.

Are your approval steps in the proper order? If not, you can easily correct with a drag-
and-drop operation.

o Budget Z T
Richard Gonzales, + 1 more -

1

1

L-4 HR Z T
Simon Davies, + 1 more

o Lountmmwstrator

[
=

Maria Lee , + 1 more

12
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Approvals

Personnel Requests- NEOGOV

Discussion w/|
President's| President | VP Approval
Cabinet |One-On-One Only

New Positions

Permanent New Position

X

Recruitment for Vacated MPP Position (temporary or permanent)

X

Recruitment for Vacated Staff Position (temporary or permanent)

Emergency hires

Casual workers

Special consultants (6 months or less)

X |IX |X X

Special consultants (more than 6 months)

Hourly on-call hires
X

ary Changes

Temporary Fill of Vacated Position (50% part-time and full-time) X

Temporary New Position (50% part-time and full-time)

Conversion of Temporary to Permanent Positions X

Temporary increase (5% or under) X

Temporary increase (over 5%) X

Extension of Temporary reassignment with increase in pay (but not
renewal of temporary appointments)—not a stipend.

New temporary reassignments (5% or under)

New temporary reassignments (over 5%)

Extension of temporary reassignment at same pay rate

Renewal of temporary appointments X

Reclassifications and Increase in Pay

Reclassifications (over 5%) X

Reclassifications ( 5% or under) X

In-range progression (5% or under) X

In-range progressions (over 5%) X

MPP equity or salary increases of any amount

Stipend request (5% or under) X

Stipend request (over 5%) X

Effective: 04/29/19 db



HR Final Approval

* Please select the HR Manager assigned to
your Department/Division from the following
list.
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DEPARTMENT/DIVISION DISTRIBUTION FOR EMPLOYMENT AND RECRUITMENT TRANSACTIONS

Rebecca fCandace
DEAN: Dr. Peter Williams

CNS-College of Natural Sciences {including
Biology, Biochemistry, Chemistry,
Computer Science & Engineering,

Geological Sciences, Health Science &

Human Ecology, Kinesiology, Mathmatics,

Mursing, Physics)

Shawna/lasleen
DEAN: Dr. Chinaka DomMwachukwu

COE-College of Education (including Jim & ludy Watson COE Student
Services, Assessment & Research, Curriculum & Archives, Special
Education, Rehabilitation, & Counseling, Teacher Education &
Foundations, Educational Leadership & Technology)

Angela [/ Aimee
VICE PRESIDENT/CFO: Dr. Doug Freer
Administration & Finance {including Accounting
Services, Accounts Payable, Auxiliary Financial
Services, Budget, Capital Planning, Design &
Construction, Environmental Health & Safety, Facilities
Services, Human Resources, Parking & Transportation
Services, Payroll, Printing Services, Property
Management, Purchasing, Receiving & Mail Services,
Risk Management, University Enterprises Corporation,
University Police)

Alex/Danielle

DEAN: Dr. Lawrence Rose

College of Business and Public Administration
(CBPA)

VICE PRESIDENT: Dr. Sam Sudhakar

ITS-Information Technology Services
{including Academic Technologies &
Innovation, Administrative Computing &
Business Intelligence, Enterprise Cloud
Services, Information Security & Emerging
Technologies, Technology Support Center,
Telecommunications & Network Services)

DEAN: Dr. Rafik Mohammed

CSBS-College of Social & Behavioral Sciences (including
Anthropology, Criminal Justice, Economics, Environmental Studies,
Geography, History, ICDFR-Institute of Child Development and Family
Relations, Political Science, Psychology, Sociology, Social Science,
Social Work)

DEAN: Dr. Terry Ballman

CAL-College of Arts & Letters (including Art,
Communication Studies, English, Liberal Studies,
Music, Philosophy, Theatre Arts, World Languages &
Literature, RAFFMA-Robert And Frances Fullerton
Musuem of Art)

EXECUTIVE DIRECTOR: John Griffin

University Enterprises Corporation (including
UEC Accounting, Dining, Bookstore, UEC
Human Resources, UEC Payroll, UEC
Rideshare, Sponsored Programs)

INTERIM DEAN & ASSOCIATE VICE PRESDIENT: Dr. Craig Seal

Us-Undergraduate Studies (including Academic Advising & Services,
EOP-Educational Opportunity Program, SAIL-Student Assistance In
Learning, Honors Program, Testing & Tutoring, Writing Center)

EXECUTIVE DIRECTOR: Aaron Burgess (SMSU)
Auxiliaries (including Association Students
Incorporated, Santos Manual Student Union)

VICE PRESIDENT: Robert Nava

UA-University Advancement (including Development, Strategic
Communication, Alumni, Special Events and Guest Services)

DEAN: Cesar Caballero

John M. Pfau Library

DEAN: Dr. Tatiana Karmanova College of Extended and Global
Education (CEGE) Center for International Studies & Programs (CISP)
{including Visiting Scholars, Study Abroad)

VICE PRESIDENT: Paz Maya Oliverez,

Student Affairs

DEAN: Dr. Dorota Huizinga
Graduate Studies

DEAN: Dr. Jake Zhu

FDC-Palm Desert Campus

DIRECTOR: Dr. Diane Podolske

Community Engagement

DIRECTOR: Shawn Farrell

Athletics

DIRECTOR: Rachel Weiss
Research and Sponsored Programs Administration
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IRP Approvals

* Your designated Human Resources Manager will need to review the IRP
before forwarding it to the Provost/Vice President.

 For IRPs, the approval hierarchy should be as follows:

1.

Dean/AVP/Director (approves the process of HR reviewing the IRP
request)

Human Resources (approval means the recommendation is
complete)

Provost/Vice President (approval means in agreement with HR’s
recommendation)

Vice President’s Cabinet (VPC - approval means in agreement with
HR’s recommendation)

Human Resources (approval means to process the outcome of the
IRP request)

16



Attachments

 Drag any file attachments to the third requisition form page.

All positions require a Position Description be attached to the requisition.
For Recruitments, a Position Description and a job posting must be attached.

For reclassifications, complete the forms found in our forms section and
attach.

For In-Range Progressions, attach the In-Range Progression form found in our
forms section and attach.

Add Attachments

Drag and drop vour file here, or
browse

Supported file types are .doc, .docx, .gif, .jpg,
.pdf, .png, .ppt, .pptx, .rtf, .txt m
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https://www.csusb.edu/sites/csusb/files/Position_Description_Form_-2_29_2016_000_0.docx
https://www.csusb.edu/sites/csusb/files/Position_Description_Form_-2_29_2016_000_0.docx
https://www.csusb.edu/sites/csusb/files/CSUSB_Job_Posting_Template.docx
https://www.csusb.edu/human-resources/current-employees/compensation/position-classification-review
https://www.csusb.edu/sites/csusb/files/In-Range_Progression_Process_001.doc

Attachments (Part 2)

e |f you’'re not quite ready to submit the requisition,
click Save & Close. The requisition will display on
your dashboard page in the My Requisitions section
as a draft.

e Click Save & Submit to release to approvers.

18



Approving & Authorizing
Requisitions



Steps to Approve a Requisition

* |f you’'re not already viewing your dashboard page,
click Dashboard from the upper left.

NEOGOV [ -

Dashboard Jebs ~

Ma: Tarlrs e s

e From the My Tasks section, click the requisition
pending your review.

Requisition Approval




Steps to Approve a Requisition (Part 2)

e Click Approve, type any comments and click Submit.

Requisition Approval

Customer Service Representative (00005)

Comment (Optional)

| approve this requisition. Thank you!

Il Hold

[ |

Requisition Details

Requisition Number
00005

Title

Customer Service
Representative

Department
Information Technology
Division

N/A

APPROVAL TIMELINE
I Pending...
Budget
Richard Gonzales , +1 more

° Pending...
HR

Siman Daviac 41 mara
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Steps to Approve a Requisition (Part 3)

* Approvers have the option of denying or placing a requisition on hold. If
denied, the requisition record can be sent back to any one of the previous
approval groups, or all the way back to the creator. Depending on the
circumstances of the denial (e.g., additional justification), the requisition
approval process can be restarted.

Requisition Approval Cancel
IT Project Manager (00003)

Send Back to Step Comment (Optional)

Originator - Hanna Jason C The County Administrator's Office requires a new position justification

report (i.e., not a replacement of staff). Thank you in advance for

providing this report.

. . APPROVAL TIMELINE
Requisition Details

05/05/2017 by Cheryl Ward

Requisition Number Department Budget

Dicbhoed /2 | a1
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Steps to Approve a Requisition (Part 4)

* You may review details of the requisition by clicking on the job title. Select
the Approve/Deny link to the right of the requisition you are working on.
Actions you may take are “Approve,” “Deny,” “On Hold/Pending” and
“Cancel.”

If you “Approve” the requisition, it will go to the next approver or human
resources, depending on how the original approval chain was set up.

If placed “On Hold/Pending,” the req creator will see the status change to “On
Hold.” He/she may go in and edit the requisition, after which you can approve
as appropriate.

If Cancelled, the requisition status will change accordingly. The req is moved
to “Closed Requisitions.”

If Denied, the requisition will be returned as indicated in the “Return To” field
below. The requisition will no longer display on your “My Requisition
Approvals” screen, but you may click on “My Requisitions” >> “Show All Regs
in My Dept” >> “Show Approval Details” to see denial activity. Once denied,
the requisition creator may edit the requisition and return it to the approver,
who will have another opportunity to Approve/Deny.

23



OHC Menus

My Tasks
My Requisitions



OHC Menus

 Whenever you need to return back to the
dashboard, click Dashboard, from the upper
left.

NEOGOV ond
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OHC Menus — My Tasks

In the My Tasks section, you can have two different types of tasks
pending your review:

— Requisition Approval
— Committee Member Review (SME Review)

The default view displays all tasks pending your review. Click one of
the color-coded tabs to view a specific task type.

My Tasks view aLL> Q

Tot

al
Type : RElsiEdio : oee ASSignEd = Department : _

SME Review (9) m Sales Associate (000.. 04/28/2016 Sales and Marketing State and Large Agency Sales
Approval m Customer Service Re.. 04/28/2016 Operations Customer Success
Approval m Administrative Assist.. 04/29/2016 Operations Human Resources
Interview (1) m Administrative Assist... 04/29/2016 Operations Human Resources

Showing 1- 4 of 4 items |:| |:|




e To view all tasks, including completed ones,

OHC Menus

click VIEW ALL.

My Tasks vie

W ALL >

4
Total

N\
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OHC Menus — My Requisitions

In the My Requisitions section, four types of requisitions associated with you will display:
— Draft — Requisitions you have created and saved, but haven’t yet submitted.
— In-Progress — Requisitions you have submitted and are in progress of being approved.
— Approved — Requisitions you have submitted and have be approved by all groups.
— Open — Requisitions you have submitted and have been opened by HR for recruiting.

The default view displays all draft, in-progress and approved requisitions associated with you.
Click one of the color-coded tabs to view a specific requisition type.

My Requisitions view aLL> Q
Total
Requisition Title - Department 2 L-ivision Hiring Manager Approval Created On 2
00003 Accountant  Operations Finance Jason Hanna (® Draft 04/28/2016
00007 PTG MET Prog..  Development Production Applications  Jason Hanna Complete 04/28/2016
Q0008 Customer ...  Operations Customer Success Jason Hanna +1 D oofa 04/30/2016

Showing 1- 3 of 3 items |:| |:|
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OHC Menus — My Requisitions

* To view all requisitions, including filled and
cancelled ones, click VIEW ALL.

My Requisitions view aLL> .

3 N\
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		[bookmark: _GoBack]CALIFORNIA STATE UNIVERSITY, SAN BERNARDINO 
invites applications for the position of:

Position Title/ Hiring Department









		SALARY:  (information is pulled from class specs and requisition)

		$3,566.00 - $5,069.00 Monthly 
$42,792.00 - $60,828.00 Annually 



		OPENING DATE: 

		Date Posted



		CLOSING DATE: 

		Continuous 



		OVERVIEW: 



		Employment Status: Permanent / Probationary & Temporary "non-exempt" positions (with the possibility of the full-time positions converting to probationary) 

Work Schedule: To be arranged



		TYPICAL ACTIVITIES: 



		Under general supervision, Administrative Support Coordinator I's coordinate clerical and administrative support functions for an academic, special program or administrative office and/or performance of the full range of secretarial and administrative support functions for an individual administrative head or small to medium-sized group. Assignments and projects are varied and complex with longer work cycles. Administrative support projects often involve coordinating, prioritizing, and monitoring through their completion with accountability for end results and work performed by others. Incumbents may be involved in planning and coordinating work in the unit and/or providing lead work direction and/or training and assistance to others. Incumbents may coordinate and work with individuals at all levels within the organization, and may provide training to all levels in standard office procedures. 





		MINIMUM QUALIFICATIONS: 



		If typing/keystroke skill is required, a keystroke speed of 50 C.W.P.M. is necessary. The equivalent to three years of experience in general office clerical work is required along with a thorough knowledge of office methods, procedures and practices, and a thorough knowledge of correct English, grammar, spelling and punctuation. A working knowledge of budget policies and procedures is desired. A thorough, detailed knowledge of applicable university infrastructure, policies and procedures is required. A thorough knowledge of office systems and ability to use a broader range of technology, systems, and software packages is preferred. The ability to independently handle multiple work unit priorities and projects is required. The ability to apply independently a wide variety of policies and procedures where specific guidelines may not exist is required. The ability to perform standard business math such as calculate ratios and percentages, track financial data and make simple projections is required. The ability to draft and compose correspondence and standard reports is required. The ability to handle effectively a broader range of interpersonal contacts, including those at a higher level and those of sensitive nature is required along with the ability to work cooperatively with a diverse group of people.



		SUPPLEMENTAL INFORMATION: 



		Deadline: This position will remain open until filled.  Applications will be reviewed beginning (two weeks from posting date) ______ _, 2014.

The successful candidate is required to complete a background check prior to assuming this position.

The person holding this position is considered a `mandated reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.

California State University, San Bernardino is an Affirmative Action/Equal Opportunity Employer. We consider qualified applicants for employment without regard to race, religion, color, national origin, ancestry, age, sex, gender, gender identity, gender expression, sexual orientation, genetic information, medical condition, disability, marital status, or protected veteran status.








		



		



		APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.csusb.edu

5500 University Parkway
San Bernardino, CA 92407
(909) 537-3100

HRRecruits@csusb.edu

		Position #2014-003
ADMINISTRATIVE SUPPORT COORDINATOR I / CAMPUSWIDE (POOL)



		
Position Title/ Hiring Department







		 



		*

		1.

		Are you a current CSU San Bernardino employee?



		

		[image: Checkbox] Yes
[image: Checkbox] No



		*

		2.

		What is your current classification title at CSU San Bernardino? (This should be your classification rather than your working title.) If you are not affiliated with CSU San Bernardino, please write in Not Applicable.



		



		*

		3.

		Do you possess the equivalent to graduation from a four-year college or university degree?



		

		[image: Checkbox] Yes
[image: Checkbox] No



		*

		4.

		Do you possess the equivalent to two years of professional experience?



		

		[image: Checkbox] Yes
[image: Checkbox] No



		*

		6.

		How would you rate yourself with respect to multi-tasking in a very busy work environment?



		



		*

		7.

		Please describe your knowledge of Microsoft Office Programs, Adobe Acrobat and HRIS software. Please provide examples of work assignments you have completed using these programs.



		



		* Required Question
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Cesar/Stacey

FACULTY SENATE CHAIR: Dr. Karen
Kolehmainen

Department/Division Distribution for Employment and Recruitment Transactions

Rebecca /Candace

DEAN: Tatiana Karmanova
College of Extended Learning
(CEL)

(Revised 10/11/2017)
New Manager/New Processor

DEAN: Dr. Jay Fiene

COE-College of Education (including Jim & Judy Watson COE
Student Services, Assessment & Research, Curriculum & Archives,
Special Education, Rehabilitation, & Counseling, Teacher Education

& Foundations, Educational Leadership & Technology)

Angela / Aimee

VICE PRESIDENT/CFO: Dr. Doug Freer
Administration & Finance (including Accounting
Services, Accounts Payable, Auxiliary Financial
Services, Budget, Capital Planning, Design &
Construction, Environmental Health & Safety,
Facilities Services, Human Resources, Parking &
Transportation Services, Payroll, Printing Services,
Property Management, Purchasing, Receiving & Mail
Services, Risk Management, University Enterprises
Corporation, University Police)

Alex/Breanna

College of Business and Public
Administration (CBPA)

DEAN: Dr. Sharon Brown-Welty

PDC-Palm Desert Campus

DEAN: Dr. Peter Williams

CNS-College of Natural Sciences
(including Biology, Biochemistry,
Chemistry, Computer Science &
Engineering, Geological Sciences, Health
Science & Human Ecology, Kinesiology,
Mathmatics, Nursing, Physics)

DEAN: Dr. Rafik Mohammed

CSBS-College of Social & Behavioral Sciences (including

Anthropology, Criminal Justice, Economics, Environmental Studies,
Geography, History, ICDFR-Institute of Child Development and
Family Relations, Political Science, Psychology, Sociology, Social

Science, Social Work)

DEAN: Dr. Terry Ballman

CAL-College of Arts & Letters (including Art,
Communication Studies, English, Liberal Studies,
Music, Philosophy, Theatre Arts, World Languages &
Literature, RAFFMA-Robert And Frances Fullerton
Musuem of Art)

EXECUTIVE DIRECTOR: John Griffin
UEC-University Enterprises Corporation
(including UEC Accounting, Dining,
Bookstore, UEC Human Resources, UEC
Payroll, UEC Rideshare, Sponsored
Programs)

PRESIDENT: Dr. Tomas Morales

Office of the President

VICE PRESIDENT: Dr. Sam Sudhakar

ITS-Information Technology Services
(including Academic Technologies &
Innovation, Administrative Computing &
Business Intelligence, Enterprise Cloud
Services, Information Security & Emerging
Technologies, Technology Support Center,
Telecommunications & Network Services)

DIRECTOR: Dr. Diane Podolske

Community Engagement

EXECUTIVE DIRECTOR: Aaron Burgess
(SMSU), Auxiliaries (including Association
Students Incorporated, Santos Manual
Student Union)

PROVOST AND VICE PRESIDENT,
ACADEMIC AFFAIRS: Dr. Shari McMahan

Provost's Office

DIRECTOR: Anneli Adams

Center for International Studies &
Programs (including Visiting Scholars,
Study Abroad)

INTERIM DEAN & ASSOCIATE VICE PRESDIENT: Dr. Craig Seal

US-Undergraduate Studies (including Academic Advising &
Services, EOP-Educational Opportunity Program, SAIL-Student
Assistance In Learning, Honors Program, Testing & Tutoring,

Writing Center)

John M. Pfau Library

Academic Personnel

AVP: Cynthia Crawford
Research and Sponsored Programs
Administration

VICE PRESIDENT: Dr. Ron Fremont

UA-University Advancement (including Development, Strategic

Communication, Alumni)

Student Affairs

Dr. J. Paul Vicknair

Graduate Studies

Notes:

1) For faculty transactions, contact Academic Personnel or Aimee Salazar
2) For student employment transactions, contact Rodrigo Mercado
3) HR Manager Back-up: Rebecca for Alex, Alex for Rebecca; Angela for New MPP, New MPP for Angela

Q:/HR Managers
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Modified: 10/27/17

DeptID

Department

Division

Manager

AS0100 |President's Office President's Office César Portillo / Stacey Barnier
AS0101 |Institutional Research President's Office César Portillo / Stacey Barnier
AS0102 |Ombuds Services President's Office César Portillo / Stacey Barnier
AS0103 |Title IX & Gender Equity President's Office César Portillo / Stacey Barnier
AS0104 |University Diversity Office President's Office César Portillo / Stacey Barnier
AS0105 |Office of Govt & Comm Rel President's Office César Portillo / Stacey Barnier
AS0106 |Special Events & Guest Svcs President's Office César Portillo / Stacey Barnier
BS0100 |Student Affairs - VP Student Affairs Alex Cassadas

BS0120 |Veterans Success Center Student Affairs Alex Cassadas

BS0130 |Student Conduct & Ethical Dev Student Affairs Alex Cassadas

BS0300 |Student Health Center Student Affairs Alex Cassadas

BS0310 |Counseling & Psychological Svs Student Affairs Alex Cassadas

BS0400 |Enrollment Management Student Affairs Alex Cassadas

BS0410 |Admissions & Stu Recruitment Student Affairs Alex Cassadas

BS0430 |Registrar Student Affairs Alex Cassadas

BS0510 |Housing & Residential Life Student Affairs Alex Cassadas

BS0530 |Office of Student Engagement Student Affairs Alex Cassadas

BS0531 |Orientation & First Year Exp Student Affairs Alex Cassadas

BS0700 |Financial Aid & Scholarships Student Affairs Alex Cassadas

BS1000 |Career Center Student Affairs Alex Cassadas

BS1100 |Services to Stu W/Disabilities Student Affairs Alex Cassadas

BS1200 |Athletics Student Affairs Alex Cassadas

CS0100 [Academic Affairs - VP Academic Affairs César Portillo / Stacey Barnier
CS0120 |[Research & Sponsored Programs Academic Affairs Rebecca Christopher

CS0121 |Research-Academic Admin Academic Affairs Rebecca Christopher

CS0124 |Sponsored Program Admin Academic Affairs Rebecca Christopher

CS0126 |Water Research Institute Academic Affairs Rebecca Christopher

CS0200 |[Academic Personnel Academic Affairs César Portillo / Stacey Barnier
CS0230 |[Teaching Resource Center Academic Affairs César Portillo / Stacey Barnier
CS0300 |[Academic Resources Academic Affairs César Portillo / Stacey Barnier
CS0400 |Academic Programs Academic Affairs César Portillo / Stacey Barnier
CS0420 |[Academic Scheduling Academic Affairs César Portillo / Stacey Barnier
CS0500 |[Graduate Studies Academic Affairs Stacey Barnier

CS0600 |[CBPA - Dean's Office Academic Affairs Alex Cassadas

CS0603 |CBPA-Inland Emp Ctr for Entre Academic Affairs Alex Cassadas

CS0610 |CBPA - Acctg & Fin Academic Affairs Alex Cassadas

CS0620 |[CBPA - Management Academic Affairs Alex Cassadas

CS0630 |CBPA - Marketing Academic Affairs Alex Cassadas

CS0640 [CBPA - Pub Admin Academic Affairs Alex Cassadas

CS0650 |[CBPA - Info & Decision Sci Academic Affairs Alex Cassadas

CS0660 |CBPA-Business Graduate Program Academic Affairs Alex Cassadas

CS0670 |CBPA - Develop & Alumni Affrs Academic Affairs Alex Cassadas

CS0680 |CBPA - Computer Resources Academic Affairs Alex Cassadas

CS0700 |COE - Dean's Office Academic Affairs Stacey Barnier

CS0702 |[COE - Development Academic Affairs Stacey Barnier

CS0703 |[COE - Information Technology Academic Affairs Stacey Barnier

CS0704 |COE - Doctoral Studies Academic Affairs Stacey Barnier

CS0711 |COE - SpecEd Rehab&Counslg SRC Academic Affairs Stacey Barnier

CS0720 |COE - Student Services Academic Affairs Stacey Barnier

CS0761 |COE - TeacherEduc&Foundtn TEF Academic Affairs Stacey Barnier

CS0771 |[COE - Educ Leadership&Tech ELT Academic Affairs Stacey Barnier






DeptID Department Division Manager
CS0800 |[CAL - Dean's Office Academic Affairs Angela Rivera
CS0808 |[CAL-Coyote Radio & Advertising Academic Affairs Angela Rivera
CS0810 |CAL - Art Dept Academic Affairs Angela Rivera
CS0820 |[CAL - Communication Studies Academic Affairs Angela Rivera
CS0830 |[CAL - English Academic Affairs Angela Rivera
CS0840 |[CAL - World Lang & Lit Academic Affairs Angela Rivera
CS0850 |[CAL - Liberal Studies Academic Affairs Angela Rivera
CS0860 |[CAL - Music Academic Affairs Angela Rivera
CS0870 |[CAL - Philosophy Academic Affairs Angela Rivera
CS0880 |[CAL - Theatre Arts Academic Affairs Angela Rivera
CS0890 |[CAL - Fullerton Art Museum Academic Affairs Angela Rivera
CS0900 |[CNS - Dean's Office Academic Affairs Rebecca Christopher
CS0910 |[CNS - Biological Sciences Academic Affairs Rebecca Christopher
CS0915 |[CNS - Chemistry & Biochemistry Academic Affairs Rebecca Christopher
CS0920 |[CNS-Computer Sci & Engineering Academic Affairs Rebecca Christopher
CS0935 |[CNS-Health Sci & Human Ecology Academic Affairs Rebecca Christopher
CS0945 |[CNS - Mathematics Academic Affairs Rebecca Christopher
CS0950 |[CNS - Nursing Academic Affairs Rebecca Christopher
CS0955 |[CNS - Kinesiology Academic Affairs Rebecca Christopher
CS0960 |[CNS - Physics Academic Affairs Rebecca Christopher
CS0965 |CNS - Geological Sciences Academic Affairs Rebecca Christopher
CS0970 |[CNS - Animal House Academic Affairs Rebecca Christopher
CS1000 |[CSBS - Dean's Office Academic Affairs Stacey Barnier
CS1005 |CSBS - Anthropology Academic Affairs Stacey Barnier
CS1010 |CSBS - Criminal Justice Academic Affairs Stacey Barnier
CS1015 |CSBS - Economics Academic Affairs Stacey Barnier
CS1025 |CSBS - History Academic Affairs Stacey Barnier
CS1035 |CSBS - Political Science Academic Affairs Stacey Barnier
CS1040 |[CSBS - Psychology Academic Affairs Stacey Barnier
CS1045 |CSBS - Sociology Academic Affairs Stacey Barnier
CS1060 |[CSBS - Social Work Academic Affairs Stacey Barnier
CS1100 |CEL - Dean Academic Affairs Rebecca Christopher
CS1180 |International Education Academic Affairs Rebecca Christopher
CS1200 |Undergraduate Studies Academic Affairs Stacey Barnier
CS1202 |US - Stud Support Svcs Academic Affairs Stacey Barnier
CS1206 |US - Acad Svcs & Advising Academic Affairs Stacey Barnier
CS1210 |US - Testing & Tutoring Academic Affairs Stacey Barnier
CS1220 |US - Educ Opportunity Program Academic Affairs Stacey Barnier
CS1230 |US - Testing & Tutoring Academic Affairs Stacey Barnier
CS1300 |[Community Engagement Academic Affairs Stacey Barnier
CS1400 |[Palm Desert Campus Academic Affairs César Portillo / Stacey Barnier
CS1500 [Faculty Senate Academic Affairs César Portillo / Stacey Barnier
CS1800 [Library-Admin Academic Affairs Alex Cassadas
CS1821 [Library-Cataloging Academic Affairs Alex Cassadas
CS1822 |Library-Collection Devel/Recv Academic Affairs Alex Cassadas
CS1823 [Library-Elctrnic Res & Serials Academic Affairs Alex Cassadas
CS1824 |Library-InterLibrary Loans Academic Affairs Alex Cassadas
CS1825 |Library-Multimedia Center Academic Affairs Alex Cassadas
CS1826 |Library-Public Services Academic Affairs Alex Cassadas
CS1827 |Library-Special Collections Academic Affairs Alex Cassadas
CS1828 [Library-Info Technology Dept Academic Affairs Alex Cassadas
DS0100 [Administration & Finance Administration and Finance Angela Rivera






DeptID

Department

Division

Manager

DS0200 |[Accounting Office Administration and Finance Angela Rivera
DS0210 [Accounts Payable Office Administration and Finance Angela Rivera
DS0240 |[Acctg - Student Financial Svcs Administration and Finance Angela Rivera
DS0270 |Acctg - General Accounting Administration and Finance Angela Rivera
DS0280 |Acctg - Reporting & Tax Administration and Finance Angela Rivera
DS0300 |[AVP Finance & Admin Services Administration and Finance Angela Rivera
DS0400 [University Budget Office Administration and Finance Angela Rivera
DS0600 [Human Resources Administration and Finance Angela Rivera
DS0620 [HR - Payroll Administration and Finance Angela Rivera
DS0630 [HR - Staff Development Center Administration and Finance Angela Rivera
DS0700 [FM-Administration Administration and Finance Angela Rivera
DS0710 [Facilities Planning Administration and Finance Angela Rivera
DS0720 [Facilities - Planning & Mgmt Administration and Finance Angela Rivera
DS0722 [FM - Building Maintenance Administration and Finance Angela Rivera
DS0724 |FM - Grounds Administration and Finance Angela Rivera
DS0730 |FM - Custodial Services Administration and Finance Angela Rivera
DS0740 |FM - Heating & Air Administration and Finance Angela Rivera
DS0750 [FM - Automotive Administration and Finance Angela Rivera
DS0810 [SS - Printing Services Administration and Finance Angela Rivera
DS0820 |Procurement & Contracts Administration and Finance Angela Rivera
DS0830 |SS - Shipping & Receiving Administration and Finance Angela Rivera
DS0840 |SS - Mail Services Administration and Finance Angela Rivera
DS0850 |SS - Property Mgmt Administration and Finance Angela Rivera
DS0900 [Auxiliary Accounting Administration and Finance Angela Rivera
DS0940 |[UEC - Human Resources Administration and Finance Angela Rivera
DS1000 [Public Safety Administration and Finance Angela Rivera
DS1010 [UP-Parking Admn Administration and Finance Angela Rivera
DS1300 [Risk Management Administration and Finance Angela Rivera
DS1310 |RM-Environmental Hith & Safety Administration and Finance Angela Rivera
ES0100 |University Advancement University Advancement Stacey Barnier
ES0200 |Strategic Communication University Advancement Stacey Barnier
ES0400 |Alumni Relations & Annual Gvng University Advancement Stacey Barnier
ES0500 |University Development University Advancement Stacey Barnier
ES0700 |Advancement Services University Advancement Stacey Barnier
FS0100 |ITS-Vice President Office Information Technology Service Rebecca Christopher
FS0101 |ITS-Information Security Information Technology Service Rebecca Christopher
FS0300 |ITS-CreativeMediaServicesAdmin Information Technology Service Rebecca Christopher
FS0310 |ITS-Creative Media Services Information Technology Service Rebecca Christopher
FS0401 |ITS-AdministrativeComputingSys Information Technology Service Rebecca Christopher
FS0402 |ITS-Business Intelligence Information Technology Service Rebecca Christopher
FS0405 |ITS-Enterprise and Cloud Svcs Information Technology Service Rebecca Christopher
FS0410 |ITS-Telecommunications Information Technology Service Rebecca Christopher
FS0415 |ITS-AcadTechnologies&lnnovatn Information Technology Service Rebecca Christopher
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/‘-‘\__ Hiring Recommendation

CALIFORNIA STATE UNIVERSITY

Phone: 909-537-5138
SAN BERNARDINO Fax: 909-537-7019

Human Resources Office: Sierra Hall Room 110

To:
From:
Date:

RE:

Please List NeoGov Requisition Number and Working Title

The Search Committee completed interviews and would recommend to extend a conditional offer of
employment to:

Name (Full Name): For (Working Title):

Proposed Start Date: Proposed End Date:

(Please allow time for Background Check)

Salary: / Hourly: Salaried:
Monthly Annual

Position Number:
Position Reports to Name (MPP): Employee ID:

Work Schedule:

Approved By: Signature: Date:

*If the author of the memo is not an Administrator/MPP, or any deviations from the requisition initially approved, please
secure signature from department head, Dean, or Division Vice President.

For HR Office Use Only
1) Conditional Offer Accepted:  Yes___ No___ Other
2) Background Check Cleared: Yes  No___ /LliveScan Required:Yes_  No___
3) Class Specification Title: Code: _ Range: ___ FLSA Status:
4) Probationary Period: Yes  No___ Temporary Position: Yes_  No___
5) Performance Evaluation Type: Unit Number Interval: Temp:
6) Benefits Eligible: Yes_ No__
Approved By: Signature: Date:

Notes:

Updated 2/9/16





		Your Name, Job Title: 

		HR Manager Name: 

		Title of Position: 

		Full Name of Final Candidate: 

		Per Hour: Off

		Per Month: Off

		Employee Position Number: 

		Reports to Name: 

		Date: 

		Work Schedule: 

		Proposed Start Date: 

		Proposed End Date: 

		NEOGOV Requisition Number + Position Title: 

		Monthly Salary: 

		Annual  Salary: 

		Reports to ID Number: 
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CALIFORNIA STATE UNIVERSITY

SAN BERNARDINO

Position Description

Instructions: This form should be completed for all new and vacant staff positions. The form is also used to request
a classification review of a currently filled position, or to update a position description with no review requested. After
completion of the form, a signed copy should be given to the employee (if the position is filled), one copy placed in
the department files, and one copy forwarded to the Office of Human Resources.

Action Requested:

] Establish and Recruit for a new position

[1 Recruit for a vacant position

[ Initiate classification review of a current or vacant position
[] Update existing position description (no review requested)
[J Employee Requested Reclassification

Name of current incumbent (if filled position): Employee ID #

If vacant, name of previous incumbent:

Job (Classification) Title: Job Code: Position Number:

Working Title (optional):

Department Code: Department Name: Time Base:

Name of Manager: Job (Classification) Title:

Classification:
Complete this section only if you are requesting a classification review of the position.

This study is initiated by (name — please print or complete electronically):

Employee Name: or Manager’s Name:

Changes in Position:

If this is an existing position that you believe has changed, what specific duties or responsibilities along with
percentages (%) have been changed, added to, or removed since the position was reviewed previously or since the
incumbent was assigned?

Additional Comments:

(Completion by employee and/or supervisor is optional.) Clarify duties assigned and/or include any additional
information that you think would be helpful in the review of this position.

Rev. 2/29/2016





Description of your Work: List the specific tasks you perform. Explain your most important task first.
Describe each task in terms of what you do, why you perform the task and how the task is performed.

Description of Duties: (%) Change
Percent in Duties
of Time (%)

Total
=100%
If applicable, list the name and job title of those under this position’s supervision:

Name Job Title Name Job Title

Name Job Title Name Job Title

Name Job Title Name Job Title

Name Job Title Name Job Title

Rev. 2/29/2016 /‘-‘\CALIFORN]A STATE UNIVERSITY, SAN BERNARDINO 2






Credit Check: Credit checks will only be performed for new hires or current employees who are
voluntarily reassigned or reclassified into a position that requires a credit check. To determine if this
position requires a credit check, please consult with Human Resources and reference the CSU
Background Check Policy located at: http://www.calstate.edu/hrAdm/pdf2015/HR2015--08.pdf.

Does this position require a credit check? [ ]JYes [ ]No

Sensitive Position: For current employees who are voluntarily reassigned or reclassified to a sensitive
position, a background check is also required. To determine if this position is a sensitive position, please
consult with Human Resources and reference the CSU Background Check Policy located at:

http://www.calstate.edu/hrAdm/pdf2015/HR2015--08.pdf.

Consideration for designation as a sensitive position per HR Technical Letter 2015-08:

commercial vehicles, machinery or equipment that could
pose environmental hazards or cause injury, illness, or death?

1. Does this position have responsibility for the care, safety, and | []Yes []No | Sexual offender registry
security of people (including children and minors), animals, check for those who
and CSU property? perform work involving

regular or direct contact
with minor children and
those who are identified as
mandated reporters of child
abuse and neglect under
Executive Order 1083 and
California Penal Code
§11165.7(a).

2. Does this position have authority to commit financial Llves [InNo
resources of the university through contracts greater than
$10,000

3. Does this position have access to, or control over, cash, [Ives [INo
checks, credit cards, and/or credit card account information?

4. Does this position have responsibility or access/possession of Llves [INo
building master or sub-master keys for building access?

5. Does this position have access to controlled or hazardous [lves [INo
substances?

6. Does this position have access to and responsibility for [lves [INo
detailed personally identifiable information about students,
faculty, staff, or alumni that is protected, personal, or
sensitive?

7. Does this position have control over campus business [lves [InNo
processes, either through functional roles or system security
access?

8. Does this position have responsibilities that require the [lves [No | Professional licensing,
employee to possess a license, degree, credential or other certification, and/or
certification in order to meet minimum job qualifications Cred?ntial verification is
and/or to qualify for continued employment in a particular required
occupation or position?

9. Does this position have responsibility for operating [lves [INo | Motor Vehicle

Records/Licensing Check is
required

require additional background components.

If you answered yes to any of the questions above, this position shall be deemed a sensitive position which may

Rev. 2/29/2016 /‘-‘\\CAL[FORN]A STATE UNIVERSITY, SAN BERNARDINO




http://www.calstate.edu/hrAdm/pdf2015/HR2015-%E2%80%9008.pdf

http://www.calstate.edu/hrAdm/pdf2015/HR2015-%E2%80%9008.pdf



Essential Job Functions

State briefly what is done by the unit in which you work — explaining how your job fits in with the
others in the unit.

What percentage of your position description do you consider to be your essential job functions
and why?

What essential job functions do you perform that others do not? What percentage of your time
do you spend on these functions?

Describe the kind and degree of supervision or direction, which you receive. If different for your
various tasks, explain for each task.

What regulations, procedures, manuals, precedents, or other such guides do you use in your
work?

What aspects of your work requires an interpretation of regulations, procedures, manuals, etc.?

What skills, knowledge, abilities or special techniques are required in your work?

With whom in the College community and/or outside community, other than your supervisor or
those you supervise, are you required, in the course of your work, to give information to or
secure information from or interpret regulations, etc.?

What professional development, specialized skills or training have you completed that contribute
to perform the essential job functions?

Rev. 2/29/2016 /‘-‘\\CAL[FORN]A STATE UNIVERSITY, SAN BERNARDINO





Equipment:

Systems Specialist.

List any special machines, tools, and equipment that must be used on a regular basis. Note: This section must be
completed for any Information Technology (IT) positions. IT positions include Analyst/Programmer, Information
Technology Consultant, Operating Systems Analyst, Network Analyst, Operations Specialist, and Equipment

Computer/Systems Software/Applications

Purpose and Desired Results

functions.

Other positions on campus in which you have experience in relation to your essential job

Signatures (Acknowledgement that the information is accurate)

Name of Employee: Signature: Date: Extension:
Name of Supervisor(MPP)/Dept. Signature: Date: Extension:
Manager:

Name of Director/Dean(MPP): Signature: Date: Extension:
Name of Vice President/President: | Signature: Date: Extension:
Name of President (if applicable): Signature: Date: Extension:

Rev. 2/29/2016 /‘-‘\CAL[FORN]A STATE UNIVERSITY, SAN BERNARDINO






		Position Description

		Action Requested:

		Classification:

		Changes in Position:

		Additional Comments:



		Description of your Work:  List the specific tasks you perform.  Explain your most important task first.  Describe each task in terms of what you do, why you perform the task and how the task is performed.

		If applicable, list the name and job title of those under this position’s supervision:

		Credit Check: Credit checks will only be performed for new hires or current employees who are voluntarily reassigned or reclassified into a position that requires a credit check.  To determine if this position requires a credit check, please consult w...

		Does this position require a credit check?  Yes        No
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		Description of DutiesRow2: 

		 Percent of TimeRow2: 
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Print Applications

With the OHC role of Committee Member you can print applications.

Steps to Print Applications
1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV OHC Q Search O Jason Hanna v
Dashboard Jobs + @ @
Mir: Tacler e a0,

2. If you're assigned the OHC role of Committee Member, go to the listing of candidates.

My Tasks view aLL» Q

1

SME Review

-

Related To Date Assigned Department Division +

SME Review (8) [N Customer Service Representa... 05/05/2017 Information Technology

Showing 1-1of 1items | |

3. Select the candidates for which you need printed applications and click Print.

1 Print
Candidates = \Q
Unreviewed
B records are selected. Clear selection Select all 8 records
[ | PersonID = Candidate Name Assigned By < Last Reviewer = Last Reviewed =

er 31400915 Eva Varner Jason Hanna
,Q 31400910 Gordon Blackburn Jason Hanna
,Q 31400912 Julie Ortman Jason Hanna
2 31400917 Kelley Vaughan Jason Hanna
0 r&V.Fa¥alekie] |l imed FaPA | 1 e Ll

4. Select the candidates for which you need printed applications.
5. On the Actions menu, click Print Apps.





| @ Referred + 4 Actions . More = Q

Reject
B records are selec
Move to Skype Interview

Move to On-Site Interview Action Master -
MNotices i Status
Move to Offered Date rofile

Clear selection Select all 9 records

' g Move to Hire 05/08/2017 . 'Q Active
Send Notices
= ¢ print Apps 05/08/2017 - 2 Active
] Newman, C 05/08/2017 - 2 Referred ORI
L™\ reat Ac fno iama o A . .

6. The Print Applications window will display. You have three options from which to choose:
Print Applications Now: Limited to 25 applications and requires a direct print from your web browser.

Create PDF with Applications: Creates a PDF of applications without candidates’ uploaded attachments.

Create PDF with Applications and Attachments: Creates a PDF of applications with candidate’s uploaded
attachments (e.g., résumés, cover letters, college transcripts).

Select your preferred printing option and click Continue.

Print Applications  cancel

You've selected 5 applications to print.

Print Options

Print Applications Now
Limited to a maximum of 25 applications. Preview

and print applications directly from your browser.

Create PDF with Applications
A PDF will be generated and you will be notified
via email when it is ready to download.

. Create PDF with Applications and Attachments
A PDF will be generated and you will be notified
via email when it is ready to download.

7. If you selected either PDF download option, a confirmation window will display. You’ll receive an email from
support@neogov.com once your PDF is ready for download.

Print Applications | Close |

Preparing PDF...

Your applications are preparing for print.
If more than 100 applications are selected,
multiple PDFs will be generated.
You will receive an email with a link to download
the PDF when processing is complete.

Remember, you can always view, download, and
print your applications for up to 30 days here.






8. Go to your saved PDF. On the Profile menu, click Print Applications.
NEOGOV

Q Search

Dashboard Jobs

My Tasks view aLL>

O Your Name v

My Profile

Print Applications

Help

Sign Out

9. From the PDF column, click View for the saved PDF you want to download and/or print.

Print Applications

Job Title - Total Applications Report Type Start Time End Time
00002 Human Resources Analyst 5 Applications Resumes And At.. 05/08/2017 01:45 PM 05/08/2017 01:45 PM View
00002 Human Resources Analyst 5 Applications Only 05/08/2017 01:41 PM 05/08/2017 O1:41 PM View
Items per page 20 Showing 1- 2 of 2 items
Ly 811167_1720253_05082017_134530_772811.pdf - Adobe Acrobat Pro

File Edit View Window Help

TN
®

Eoen | Reate- @R @b BT

Customize - | IZI

@[ Joon | Ny |@@[ =50 Boad B

Tools | Fill & Sign

Comment

Julie Ortman SSN: NIA

EMPLOYMENT APPLICATION

MAJESTIC COUNTY
100 State Street
Grand City, California 90927
310-555-5309
https://www.majestic.gov

Ortman, Julie
00002 HUMAN RESOURCES ANALYST

Received: 4/21/17 6:21 PM

Received: 4/21/17 6:21
PM
For Official Use Only:
QUAL:
DNQ:

O Experience

oTraining

oOther:

PERSONAL INFORMATION

POSITION TITLE: EXAM ID#:

HUMAN RESOURCES ANALYST 00002

NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Ortman, Julie N/A

ADDRESS: (Street, City, State, Zip Code)
123 Main Street, Los Angeles, California 90001

HOME PHONE: ALTERNATE PHONE: EMAIL ADDRESS:

DRIVER'S LICENSE: DRIVER'S LICENSE:

[ =M\ State: Numhar: (=] (=LY}

LEGAL RIGHT TO WORK IN THE UNITED STATES?

~







Subject: Application Review Accounts and Interview Information

Hello Search Committee Members,
If you have already set up your password, you will not need to reset it.

If you do need to reset your password, please check your junk mail for an email directly from NeoGov.com and
reset your password within 24 hours.

The email will contain instructions similar to the following:
Passwords will need to meet the following requirements:

e Length of 8 or more characters

e Contain a number

e Contain a special character, for example |,@,#,5,%,,&,*
e Contain an upper and lowercase letter

You will receive an email when applications are available to review under Committee Member Review (My SME
Review).

Steps to Complete a Committee Member Review
1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV O Jason Hanna
Dashboard Jobs ~ + C) @
My Toarler siievae a0y

2. From the My Tasks section, click the SME review pending your review.

My Tasks viewaLL» Q
SME Review
Related To = Date Assigned - Department S m
SME Review (9) W[:ls8 Customer Service Representa.. 05/05/2017 Information Technology
Showing 1-1of 1items | ‘






3. Click the name of the first candidate to be reviewed
SME Review
Customer Service Representative (Job Number : 00005)

CURRENT STATUS

Exam Plan At Step Exam Plan Number P
. (1 Review In Progress
Customer Service T and E Review 00005

Representative

Evaluate On RELATED ITEMS

Pass / Fail =
- Job Posting

Candidates & Print Q

9

Unreviewed

PersoniD = Candidate Name Assigned By
2 31400911 Carla Newman Jason Hanna
2 31400915 Eva Vamer Jason Hanna
=2, 31400910 Gordon Blackburn Jasen Hanna
0 1A0NG17 i Firterian lacian Hanna

4. The application will display including contact information, work experience, education and other information.
Click the Questions tab to review the candidate’s answers to agency-wide and job-specific supplemental
questions.

5. Click Next to proceed to the next candidate pending your review.

Carla Newman Next — (= Print Cancel
Person ID: 31400911 [T \
Application Questions E-References
QUICK JUMP... |E| o .
2 General Information
L, General Information






6. Repeat these rating steps until Next no longer displays. Click Cancel or click anywhere to the left of the last
candidate’s application review page.

Phlllp Stern & Prev = Print Cancel

Person ID: 31400914 (253

Application Questions E-References
QUICK JUMP... [z:l .
— 2 General Information
2 General Information Bh 122 Main Steaat M netarn@mailnrauidar nat

7. Notice you have no unreviewed candidates and your SME review status is complete.

SME Review
00005

Customer Service Representative (Job Number :

CURRENT STATUS

Exam Plan Number
+ Review Complete
00005

Exam Plan At Step
Customer Service T and E Review
Representative

RELATED ITEMS

Evaluate On
Pass / Fail
/ Job Posting
Candidates & Print Q
0
Unreviewed

PersonID 2 Candidate Name = Assigned By Last Reviewer

No candidates found

8. For an update on your recruitment or applications sent for SME review, please contact the hiring manager

directly.





Steps to Initiate the Interview Process
1. Once you have selected applicants for interview please send an email to Jessica Orozco at
Jessica.orozco@csusb.edu and the Hiring Manger assigned to your division at least two
business days prior to the anticipated interview date.

Be sure to include the following information:

Location:

First Interview Start Time:

How much time needed for each interview:

How much time needed between each interview:
Date:

Search Committee names:

Candidate name(s):

Draft interview questions (attached for review).

S PO Q0 oTo

2. Jessica will contact you as soon as the interview packet is ready for pick-up from the Human
Resources Department at SH-110.

3. Afterinterviews are complete please return the full interview packet along with a Hiring Memo
to the Human Resources Department.







/‘-‘\__ Hiring Recommendation

CALIFORNIA STATE UNIVERSITY

Phone: 909-537-5138
SAN BERNARDINO Fax: 909-537-7019

Human Resources Office: Sierra Hall Room 110

To:
From:
Date:

RE:

Please List NeoGov Requisition Number and Working Title

The Search Committee completed interviews and would recommend to extend a conditional offer of
employment to:

Name (Full Name): For (Working Title):

Proposed Start Date: Proposed End Date:

(Please allow time for Background Check)

Salary: / Hourly: Salaried:
Monthly Annual

Position Number:
Position Reports to Name (MPP): Employee ID:

Work Schedule:

Approved By: Signature: Date:

*If the author of the memo is not an Administrator/MPP, or any deviations from the requisition initially approved, please
secure signature from department head, Dean, or Division Vice President.

For HR Office Use Only
1) Conditional Offer Accepted:  Yes___ No___ Other
2) Background Check Cleared: Yes  No___ /LliveScan Required:Yes_  No___
3) Class Specification Title: Code: _ Range: ___ FLSA Status:
4) Probationary Period: Yes  No___ Temporary Position: Yes_  No___
5) Performance Evaluation Type: Unit Number Interval: Temp:
6) Benefits Eligible: Yes_ No__
Approved By: Signature: Date:

Notes:

Updated 2/9/16







			Your Name, Job Title: 


			HR Manager Name: 


			Title of Position: 


			Full Name of Final Candidate: 


			Per Hour: Off


			Per Month: Off


			Employee Position Number: 


			Reports to Name: 


			Date: 


			Work Schedule: 


			Proposed Start Date: 


			Proposed End Date: 


			NEOGOV Requisition Number + Position Title: 


			Monthly Salary: 


			Annual  Salary: 


			Reports to ID Number: 










Print Applications

With the OHC role of Committee Member you can print applications.

Steps to Print Applications
1. If you're not already viewing your dashboard page, click Dashboard from the upper left.

NEOGOV OHC Q Search O Jason Hanna v
Dashboard Jobs + @ @
Mir: Tacler e a0,

2. If you're assigned the OHC role of Committee Member, go to the listing of candidates.

My Tasks view aLL» Q

1

SME Review

-

Related To Date Assigned Department Division +

SME Review (8) [N Customer Service Representa... 05/05/2017 Information Technology

Showing 1-1of 1items | |

3. Select the candidates for which you need printed applications and click Print.

1 Print
Candidates = \Q
Unreviewed
B records are selected. Clear selection Select all 8 records
[ | PersonID = Candidate Name Assigned By < Last Reviewer = Last Reviewed =

er 31400915 Eva Varner Jason Hanna
,Q 31400910 Gordon Blackburn Jason Hanna
,Q 31400912 Julie Ortman Jason Hanna
2 31400917 Kelley Vaughan Jason Hanna
0 r&V.Fa¥alekie] |l imed FaPA | 1 e Ll

4. Select the candidates for which you need printed applications.
5. On the Actions menu, click Print Apps.







| @ Referred + 4 Actions . More = Q

Reject
B records are selec
Move to Skype Interview

Move to On-Site Interview Action Master -
MNotices i Status
Move to Offered Date rofile

Clear selection Select all 9 records

' g Move to Hire 05/08/2017 . 'Q Active
Send Notices
= ¢ print Apps 05/08/2017 - 2 Active
] Newman, C 05/08/2017 - 2 Referred ORI
L™\ reat Ac fno iama o A . .

6. The Print Applications window will display. You have three options from which to choose:
Print Applications Now: Limited to 25 applications and requires a direct print from your web browser.

Create PDF with Applications: Creates a PDF of applications without candidates’ uploaded attachments.

Create PDF with Applications and Attachments: Creates a PDF of applications with candidate’s uploaded
attachments (e.g., résumés, cover letters, college transcripts).

Select your preferred printing option and click Continue.

Print Applications  cancel

You've selected 5 applications to print.

Print Options

Print Applications Now
Limited to a maximum of 25 applications. Preview

and print applications directly from your browser.

Create PDF with Applications
A PDF will be generated and you will be notified
via email when it is ready to download.

. Create PDF with Applications and Attachments
A PDF will be generated and you will be notified
via email when it is ready to download.

7. If you selected either PDF download option, a confirmation window will display. You’ll receive an email from
support@neogov.com once your PDF is ready for download.

Print Applications | Close |

Preparing PDF...

Your applications are preparing for print.
If more than 100 applications are selected,
multiple PDFs will be generated.
You will receive an email with a link to download
the PDF when processing is complete.

Remember, you can always view, download, and
print your applications for up to 30 days here.








8. Go to your saved PDF. On the Profile menu, click Print Applications.
NEOGOV

Q Search

Dashboard Jobs

My Tasks view aLL>

O Your Name v

My Profile

Print Applications

Help

Sign Out

9. From the PDF column, click View for the saved PDF you want to download and/or print.

Print Applications

Job Title - Total Applications Report Type Start Time End Time
00002 Human Resources Analyst 5 Applications Resumes And At.. 05/08/2017 01:45 PM 05/08/2017 01:45 PM View
00002 Human Resources Analyst 5 Applications Only 05/08/2017 01:41 PM 05/08/2017 O1:41 PM View
Items per page 20 Showing 1- 2 of 2 items
Ly 811167_1720253_05082017_134530_772811.pdf - Adobe Acrobat Pro

File Edit View Window Help

TN
®

Eoen | Reate- @R @b BT

Customize - | IZI

@[ Joon | Ny |@@[ =50 Boad B

Tools | Fill & Sign

Comment

Julie Ortman SSN: NIA

EMPLOYMENT APPLICATION

MAJESTIC COUNTY
100 State Street
Grand City, California 90927
310-555-5309
https://www.majestic.gov

Ortman, Julie
00002 HUMAN RESOURCES ANALYST

Received: 4/21/17 6:21 PM

Received: 4/21/17 6:21
PM
For Official Use Only:
QUAL:
DNQ:

O Experience

oTraining

oOther:

PERSONAL INFORMATION

POSITION TITLE: EXAM ID#:

HUMAN RESOURCES ANALYST 00002

NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER:
Ortman, Julie N/A

ADDRESS: (Street, City, State, Zip Code)
123 Main Street, Los Angeles, California 90001

HOME PHONE: ALTERNATE PHONE: EMAIL ADDRESS:

DRIVER'S LICENSE: DRIVER'S LICENSE:

[ =M\ State: Numhar: (=] (=LY}

LEGAL RIGHT TO WORK IN THE UNITED STATES?

~










