Staff- Position Description

(FTE, Research Grant, and Time Limited Positions)

Create New Position Description

vy Y N

Initiator PR Dept. HR . |College/ Division| , .| HRClass & Review
- Contact = 7| HR Contact - Comp Pending
. A
Can Initiate Can Initiate Can Initiate
A\ 4
Budget
Modify Position Action
Initiator P Dept. HR . |College/ Division| , .| HRClass & Review
e Contact = "] HRContact | Comp Pending
Can Initiate Can Initiate Can Initiate

Review in
Process

Position Approved
*Site trigger Action email:
Initiator, Dept. HR Contact,
College/Division HR Contact

Review in
Process

Position Approved
*Site trigger Action email:
Initiator, Dept. HR Contact,

College/Division HR Contact
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Staff- Position Description
(FTE, Research Grant, and Time Limited Positions)

Update Supervisor/Vacate Position

N

Canceled
HR Service
L A .
Draft < ' Team
Update
Supervisor/

Vacate

Approved

Modify Position Details

College .
- Dept. HR s HR Service
d A . d » L A .
Initiator €—p» Contact P Division HR < ' Tea

Contact

Draft

Position Approved
*Site trigger Action email:
Initiator, Dept. HR
Contact, College/Division
HR Contact

Can Initiate Can Initiate Can Initiate

HR Class & | Review Review in
Comp Pending Process

Canceled
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Staff Posting
(FTE, Research Grant, and Time Limited Positions)

Auto-moves from Posted,
Reposted, or Internal statuses

|
|
| |
| If Closing Date is populated I
/ | Posted Return to / |
College | *Site trigger to: Posted Closed )
L Dept. HR . HR Approved- gger to: Designate _ |
Initiator ~ €— P <«—>» Division HR €« . €l APPIOY €Post¥ Initiator, Dept. HR < > Removed from ([« posting B Filled [
Contact I Recruitment | ~ Pending Pending Close/ As Filled

Contact Contact, College/Division | Remove Web s Hille |
: HR Contact From Web |
|

|
If multiple positions | I

|
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| |
|
! |
| Approval - Internal Post/ Return to Close/Remove Designate Posting I
4 I Approval Internal From Web As Filled |
|

| .
HR Class & Internal Postin |
Com Budget | A £ < |
p I ccess |
! |
A | Posting is not posted [
\ | Externally; HR must send |
4 I QuickLink for Posting to |
| invited applicants I
HR Service
| HR Recruitment owns some of these statuses l
Team | o __ - - __ I
Posting
Republished
P Canceled

Posting can be
canceled
At any point by HR
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Staff Applicant Process and Hiring Proposal
(FTE, Research Grant, and Time Limited Positions)

Applicant Workflow
ccial Hi Auto-moves when Offer
ﬁ \ Sp ir \ Accepted by Applicant
. Under Interview . Lo .
Under Review Considerati Approved/ Interviewed Finalist Recommend for Hire
by Department < -ON3!0€ratoON oo, ) <> *Applicant [ €—  *Applicant [ €—F  *Applicant Reviewer Hired
] ) *Applicant Pending ) ) * . .
*Applicant Reviewer i Reviewer Reviewer Submit to HR- email
W \/
. ot ot .
Did not meet . . . Interviewed,
min qual — interviewed, Interviewed, Not selected
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email now . . ) email at filled
— email now email at filled
System
Determined . Special
Withdrawn P . .
Does Not Meet Handling List
Min Quals
HR; applicant is screened Applicant owns: all HR: HR view only;
out by Posting Specific users can view Applicant moves to this
status automatically if on

Questions; HR View Only
Special Handling List

Hiring Proposal Workflow

Budget
Edit Completed:
\ 4
Offer Accepted/
Approved to Create Hire Approved
make offer Onboardi P (HR Ops)
(Dept. HR Contact) nboarding *Email to HR Recruitment
D (HR Ops)
ean
College/ HR Service
. Dept. HR L
Initiator € Ci)itact <« Division HR Team
Contact
Offer Declined
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vpP Approved to
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(College Division HR)

Edit Requested,
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Create New & Modify Position Description

—

Initiator

Can Initiate

)

Dept. HR
Contact

N

Can Initiate

College/

Faculty- Position Description
(Research Grant, and Time Limited Positions)

Division <
HR Contact

College/Division Can Initiate

Budget

HR Class &
Comp

Position Approved
*Site trigger Action email:

d Initiator, Dept. HR Contact,

College/Division HR Contact

Canceled
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Faculty- Posting
(FTE, Research Grant, and Time Limited Positions)

Auto- moves from Posted,
Posf Reposted, or Internal statuses.
if Closing Date is populated \
College/ Closed/
Dept. HR Division Academic HR Approved - P - 4 - .
Initiator <€E—» <—» Dean <€“—» <—)» Budget €«—p A P . <> <€ Posted Removed Filled
- Contact ” -7 HR - BEL P Affairs Recruitment| = | -Pending | = g from Web e
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Can Initiate Can Initiate \ Can Initiate J 7 7
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Post/ Return to Close/ Remove Posting as
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Approved- Internal Internal
Posting <€
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Posting
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Faculty Applicant Process and Hiring Proposal
(FTE, Research Grant, and Time Limited Positions)

Under Review Interview
Under ) - Recommend for
by Department/ | g - . . - w| Approved/ w| Interviewed - Finalist < - . » ired
Committee - » Consideration 4 > Pendin 7| *Applicant Reviewer 7| *Applicant Reviewer = Hire » Hire
*Applicant Reviewer g *Applicant Reviewer
*Applicant Reviewer *Applicant Reviewer
Auto-moves when Offer
Accepted by Applicant
. ot .
Did not meet Pre-Screened, Interviewed Interviewed,
min quals — Not Selected — ! Not Selected —
K R Not Selected — R .
email now email now . ) email at filled
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System .
¥ . Special
Determined Withdrawn Handlin
Does Not Meet List g
Min Quals
HR; applicant is screened Applicant owns: all HR: HR view only;
out by Posting Specific users can view Applicant moves to this
Questions; HR View Only status automatically if on
Special Handling List
. Edit Requested/ Completed:
Hiring Proposal Workflow
Approved to Offer Hire Approved
o | make offer | | Accepted/ - (HR Ops)
| (Dept.HR | ” Create 71 *Emailto HR
Contact) Onboarding Recruitment
K [ K & A
College/ Approved to
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Initiator <€— <> Budget I« Dean A < >
~ "l contact | © | HR get <€ Affairs "1 (College/
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Can Initiate Can Initiate c "
an Initiate v
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Adjunct Faculty/ Temporary Staff — Position Description
(Primarily only Exempt Temporaries)

. College
. P _ .| Academic Dept. HR oee / .| HR Class &
Initiator <€ Budget € . Division HR
Affairs Contact Comp
Contact
Can Initiate Can Ir;tiate Can I:itiate

Position Approved
*Site trigger Action email:
Initiator, Dept. HR Contact,
College/Division HR Contact

Canceled
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Adjunt Faculty and Temporary Postings

Auto-moves from
Approved-
Pending at
12:00am on

Posting Date

Auto-moves from Posted,
Reposted, or Internal
Statuses if Closing Date is populated

. College/ Closed/
. Academic Dept. HR L HR Approved- .
Initiator €¥» Dean € . <> P < Division HR <€» . <> PP . <> Posted <«—» Removed <€«—» Filled
Affairs Contact Recruitment Pending
Contact from Web
Can Initiate Can Initiate

Close/ Remove
Post/ Return to From web Designate Posting

Approved- Internal As Filled
Application Link Application Link Application Link /
\ - P

» Quick Hire €

Posting is not posted externally; HR

must send QuickLink for Posting to
invited applicants .
Posting
Reposted
P Canceled
Posting can be
. canceled at any point
HR Recruitment owns some of these statuses by HR
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Adjunct Faculty/ Temporary Staff — Applicant Review

Quick Hir
Auto-moves when Offer
Accepted by Applicant
Under Review b Interview
¥ Under . _ Recommend for
Department/ |g o Considerati <> Approved/ <> Interviewed <> Finalist <> Hi Hired
Committee ke N OI’1|SI eration ke Pending 7 *Applicant Reviewer ke *Applicant Reviewer g . | ire
Applicant Reviewer Applicant Reviewer
*Applicant Reviewer *Applicant Reviewer
A
\ 4
Not Not
Did not meet . . i
min quals Interviewed, Interviewed, ’\llntesrvllewe(cjl,
email now Not Selected — Not Selected — ot .F ec;ﬁ d_
Email now. email at filled email at fille
System
Determined Does . Special
) Withdrawn P .
Not Meet Min Handling List
Quals
HR; applicant is screened Applicant owns: all HR: HR view only;
out by Posting Specific users can view Applicant moves to this
Questions; HR View Only status automatically if on

Special Handling List
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Adjunct Faculty/Temporary Staff — Hiring Proposal

Offer
Declined
A
College/
. Dept. HR Academic Division
) D P ) )
Initiator € Contact € Budget <€» Dean &) Affairs [ € HR
Contact v
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Student
Initiator

Student Posting

/—Post

Auto-moves from
Approved-
Pending at
12:00am on

Posting Date

Auto-moves from Posted,
Reposted, or Internal
Statuses if Closing Date is populated

Can Initiate

College Closed
Dept. HR NI / P HR o| Approved - -« / -—> :
Division HR |« . » . Posted |€«—» Removed <€“—» Filled
Contact Recruitment Pending
Contact from Web
Can Initiate Can Initiate
Approved- Internal APOSt/ Return to Close/ Remove Designate Posting
pproved- Internal From Web as Filled
Internal
—> .
Posting
Posting
Canceled
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Student Applicant Process and Hiring Proposal

Applicant Workflow
Quick Hir Auto- moves when Offer
K \ x Accepted by Applicant
. Interview
Under Review Under _ o Approved/ Interviewed Finalist Recommend
. . . al . dl . H
by Dept.  [4% Consideration <€ Pendi @ ppplicant (€ *Applicant [ EP> for Hire Hired
*Applicant Reviewer *Applicant Reviewer ending Reviewer Reviewer *Applicant Reviewer
*Applicant Reviewer
. Not Not .
Did not meet . X Interviewed,

min qual - Interviewed, Interviewed, Not Selected —
g Not Selected — Not Selected — . .

email now R . R email at filled

email now email at filled
System
Determined Withdrawn Special
Does Not Meet Handling List
Min Quals
HR; applicant is screened Applicant owns: all HR: HR view only;

out by Posting Specific users can view Applicant moves to this
Questions; HR View Only status automatically if on
Special Handling List

Hiring Proposal Workflow

College/
Division HR
K / \ Contact
College/ Hi
Student |, | Dept.HR |, | .. .. . A Ire
D L A .
initiator | € Contact [€ | Division HR [« Financial Aid Approved
Contact
Can Initiate Can Initiate Can Initiate

Dept. HR
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USC User Types

Academic Affairs: College/Division Scope (Faculty only)

Budget: College/Division ScopeChancellor: College/Division Scope (View only)

College/Division HR Contact: College/Division Scope

Academic Affairs Coordinator: Department Scope (View only)
Dept. Head: Department Scope (View only)

Dean: Department Scope

Dept. HR Contact: Department Scope

Dept. HR Contact View Only: Department Scope (View only)

Applicant Reviewer: Personal Scope
Initiator: Personal Scope

Search Committee: Personal Scope
Student Initiator: Personal Scope

ATS View Only: Organizational Scope (Only Division of HR + Designees)
Hiring Proposal View Only: Organizational Scope

HR Administrator (SSCA): System Administrator

HR Class & Comp: Organizational Scope

HR Operations: Organizational Scope

HR Recruitment: Organizational Scope

Recruitment Partner: Organizational Scop
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