OFFICE OF FINANCIAL AID

Overview

- Departmental HR Representative (with the appropriate security role
FSU_SS_MANAGER ) should create the job opening (see steps below) and complete
the advertised criminal history background check questionnaire (input needed from
supervisor on job duties/requirements)

- On completion of the job opening, it will be routed to Office of Financial Aid Work
StudyRecruiter

- Office of Financial Aid Work Study (OFAWS) Recruiter will review and, once HR has

communicated to the department and OFAWS the determination on the background
check requirement, OFAWS will approve the job listing and make it live for viewing

- Hiring department will receive an email indicating approval has beencompleted

- OFAWS will send a link to students who have accepted work study offers advising
them about the online application process

- Hiring department will be able to review their job opening for students who have
submitted an application and uploaded their work study authorization form

- Departments should contact students to arrange interviews. If possible, once the
position is filled, contact remaining students to inform them that the position has

been filled

- Contact OFAWS to close job once all positions have been filled.
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Complete the Background Check Questionnaire and Create Job listing

These 2 steps should be done at the same time — the Job listing cannot be approved without
a determination on the Criminal Background Check Questionnaire, and the Criminal
Background Check Questionnaire needs to have the same job description as the job listing, as
well as reference to the Job Listing ID. If an update needs to be made to the Job listing after
HR’s determination of the requirements for a background check, that can be updated prior to
approval.

1. Complete Criminal History Background Check Questionnaire (in OMNI HR)

Complete the Criminal History Background Check Questionnaire using the Background Check Forms
Portal. Have the supervisor of the position review and approve the Questionnaire by signing at the
bottom and then send the approved Questionnaire to the Office of Human Resources to determine
if a background check is required, and if so, at what level.

OFAWS cannot approve a job listing until the Background Check Questionnaire has been reviewed
by HR and HR has provided the department and OFAWS with the determination.

2. Create Job Opening (in OMNI HR)

Access is available to users with FSU_SS_MANAGER role: Go to https://my.fsu.edu and sign into
OMNI HR with your FSUID and password. Click the HR icon.

myFSU Links
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Click Main Menu > Recruiting > Create Job Opening
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Complete fields on the Job Information tab as demonstrated below, selecting the
appropriate Federal Work Study Job Family and appropriate Job Code. Enter the
Department Number and Recruiting Location. (Leave the Position Number blank.)

The Job Posting Title should be updated to something more specific and meaningful for FWS
applicants while keeping “FWS” or “CSL” in the title (e.g., FWS-Office Assistant for

Psychology).

Click Continue once complete.

Favorites » Main Menu =

Primary Job Opening Information
3} Recruiting Home

Job Details (2

» Recruiting* > Create Job Opening

Job Opening Type | Standard Requisition Type in FW and hit Look-up (Magnifying Glass)
* - to see ONLY the FWS Job Families;
Ble U Q ||)Fc Select appropriate value
Eht kit ) & | Look Up Job Family
Department Q
Position Number Q Search by begins with
Job Code [}
g e Q Look Up Cancel | Advanced Lookup
=Job Posting Title
Search Results
View 100 First ‘4" 1sofs b Last
Job Family Description
FWSADM  Administrative (FWS)
FWSCRE Creative Services (FWS)
FWSCUS CustomerS & Hospitality(FWs)
FWSEDU Education Teaching (FWS)
FWSFIN  Financial Services (FWS)
FWSPR  Comm, Marketing, PubRel (FWS)
FWSRES Research (FWS)
FWSSCI  Scientific or Laboratory (FWS)
FWSTEC Technology (FWS)
£} Recriting Home
Job Details (%
Job Opening Type [Standard Requisition v|

*Business Unit FSU01
*Job Family FWSADM
Department 083000

Position Number
Job Code AFWS1

*Recruiting Location

Q FsU Business Unit
Q. Administrative (FWS)
Q Psychology

Q

@ Fws-Adminisiration @

a

*Job Posting Title F\WS-Administration
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Continue

Look Up Job Code

Search by: |Job Code v /|begins with

Look Up Cancel

Search Results
View 100 First
Job Code

ACSL1  CSL-Administrative

AFWP1 FL Work Exp Prog-Adminisiratio

AFWS1 FWS-Administration

1-30f3

Description

Help

Advanced Lookup

b Last

4/8/2019*



OFFICE OF FINANCIAL AID

Job Information Tab — If the same Job Posting will be used to fill more than one opening, the
“Target Openings” and “Available Openings” can be adjusted to reflect the need; however, the
jobs must be identical to use this feature. If the duties differ, create another job opening.
Otherwise, the only entry needed on this page is “Location”. Enter the “Location ID” for the office
location of where the work will be performed.

Opening Information

Job {Jllmﬂll Type Standard Redguisiion

Business Unit FSUD

Position Mumbssr

Company FSU

Job Code AFWS1 -
Department 0890600
Status Code 005 Drar

Status Reason|

Status Date GO72017

Dasined Start Dato [
Encumbrance Dﬂll.":
Projacted Fill Date I

Date Authorized [

Referral Program 1D/
Recruitment Contact |
Locations
*| o @bies ¥ astecn [hescfigie
i o]

Add Location

Croeabed 000018211 6]
By
Created 06072017 W
*Ohpsriing s 1o FIlIII.II’III'IL'l.'l Mumber of Openings Vﬂ
Targat Openings 1
Avallable Openings 1
Establishment I} 00001 G, FSU Main Campus

F&U Business Unil

Flonida State Unhversity

FWS-Adminiziration

Py chalodgy

~|

Primary Location
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Posting Tab — This is all the information about the job, as it will display to the applicants on the FWS
Job Site.

Select and enter information for each “Description Type” that you want displayed to the
applicant. At a minimum, the following fields should be used: Department, Responsibilities,
Qualifications, Schedule, *Criminal Background Check (if required), *How to Apply (Federal
Work Study Application Instructions), *Tobacco Free Campus, and *Equal Employment
Opportunity. (The descriptions marked with an asterisk indicates a template must be chosen
from the drop down menu to populate standard language. Do not alter the standard language.)

Pasting Information

Job Postings (7

*Posting Title FWS-Offce Assistant

Job Deseriptons (7 First 4 101 1 Last

*Description Type\Depanment v\ Template v|

*Visibility | Internal O v
Spell-check can be
T e Fusedmcheckfo'

types

*Description Type\Respansi:iHﬂes v| Template v\

“iste| teml Oy v

answering the phone, making copies, running an-campus errands (when needed) fiing, complefing maik-outs.

Federal Work Study-Administration: This person will be a first point of contact in the Diean's offce for the College of Educafion. Jab respansiilties wil be qeneral clerical dufies, toinclude f

*Description Type\Oua\iﬂcatians v‘ Template v‘

“Visitk e Oy |

Basic skills for the computer and office

/ 4
K

Add Posting Description Delete Posting Description

Note -- the job description should match the job description provided in the HR Criminal
Background Check Questionnaire.The Visibility must be set to Internal Only for each
description of a FWS posting. This allows students who have been awarded funds to view and
apply for openings.
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Once all Posting Information is entered, complete the Job Posting Destination Information
section, at the bottom of this same tab.

FSU Web Site defaults in, but we DO NOT want to post FWS Job Openings to that site. It must
be changed to Federal Work Study Site. Delete both of the defaulted rows by clicking on the
trashcan icons.

Favores > MainMenu~ > Recnuifing~ > Create Jub Opening
answering the phane, making capies, running on-campus errands (when needed), filing, completing mail-outs,

Add Posting Description Delete Posting Description
*Description Type \ Qualfiications v | Template v \
“Visibenternal Only V]
\Easmskxl\sfmthecnmputmandmﬂce. @
| ﬁ
Add Posting Description Delete Posting Description

Job Posting Destinations (?

*Destination Relative Open Date Post Date Remave Date [PDD:;SQ LIERT
ara " A Click trasheans to
|FSU Web Site v| \ImemaIPostmg v‘ 07 Approval Date v| 1 T
) delete the
’ " defaufted rows for
|FSUWebS\te v| \Externa\Foslmg v\ \UMApproua\ Date v| 1 4 Sl Veh Site’

Add Posting Destination

's Canral Praview

After deletion of rows, it will be blank as shown.

Job Posting Destinations (7

Posting Duration

*Destination *Posting Type Relative Open Date Post Date Remove Date (Days|

v | /] | v El A i

Add Posting Destination
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From the Destination dropdown, select “Federal Work Study Site.” For Posting Type,
select “Internal Posting.” Relative Open Date can be left at “0-On Approval Date.”
Positions should be advertised for a minimum of 7 days, but can be advertised longer or
listed as open until filled (by entering remove date of 01/02/9999).

Add Posting Description Delete Posting Description

Job Posting Destinations ?

“Destination *Posting Type Relafive Open Date Post Date Remove Date :’;ﬂ?;?g Durstion
W | W || v @ Eﬂ m
FSU Web Sie Exemal Posing '” D“‘ Date |
Federal Work Study Site Intemal Posfing - Une day afer approva
— 10-Ten days after approval
0K Cancel Preview 2-Twa days afler appraval

An example of a completed entry looks like this:
Add Posting Description Delete Posting Description

Job Posting Destinations |7

*Destination *Posting Type Relative Open Date Post Date Remove Date :)[::"; :;g Durafion

Federal Work Siudy Sie v| [inemal Posiing v [0 -On Approval Date v| oanemot7 A 150
Add Posting Destination

K Cancel Praview

Click “OK”.
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Hiring Team Tab — Under “Recruiters” Select “Add Recruiting Team” and check the box next
to FWS Recruiters (OFA Staff). Check Primary recruiter (Sherron Sloan; Jennifer Hall).

Add the appropriate employees to the Interview Panel (Departments can add supervisors

who need to view applications here), Hiring Process Representatives (optional), and
Hiring Authority fields.

. = UMNI Human Resources T
Job Opening
Favorites ManMenu + > Recritng= > Cn
Save and Submit | | SaveasDrait | | [=|Nolification | Start Qver g
Job Opening ID NEW Status 005 Draft Add T
Job Posting Title FWS-Adminisiration Business Unit FSUO1 (FSU Busines am
Job Code AFWS1 (FWS-Administration) Department 089000 (Psychology)
Job Family FWSADM (Administrative (FWS)) Primary Recruiting Location 571 (Tallahassee, FL | ' #3M
Select Team ID Description
Job Information | Postings | Hiring Team | Screening
O 1 Recruiters
Assignments (? 1001 FWS Recruiters (OFA Staff)
Recruiters (7
0K Cancel

Mo Recruiters have been added to this Job Opening

Add Recruiter Team @
Interview Panel (2

No Interview Panel members have been added fo this Job Opening
Add Interview Panel
Hiring Process Representatives (7
Mo Hiring Process Representatives have been added fo this Job Opening
Add Hiring Process Representatives
Hiring Authority (2
No Hiring Authorities have been added to this Job Opening
Add Hiring Authority
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Manage Job Opening

Applicants Applicant Soreening Addivity & Attachments Details
Job Information | Postings | Hiring Team | Soreening | Approvals
Assignments (7
Recruiters (7
*Hame Recruiter |0 Primary
Shemon Sloan B | ooooozBEE i
Sue Andres Q. | 000003464 | o
Kimberly Grant Q| 000019582 [l o
Lomie Harvey Q. | 000087518 | o
Ashlee Wright Q| 000075356 [l o
April Smatt Q | oDoO7724E | o
Janet Estevez Q| 000026616 ] i
Andrew Kapec Q | 000096215 | o
Amelia Espinosa Q, | | 100375568 | a
Interview Panel @
*HName Interviewer D
Beth Hodges Q| 000017149 i
Add Interview Panel
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Screening Tab — All necessary information will default in. No entries are required by the user.

Job Infarmation

Postings | Hiing Team | Screening
Addtional Job Specifications F Find | Viaw All First & 1of1 b Last
Screening Questions | 7
"Ouestion Question Order Action
FWS Eligitla Applicant? a 1 ViewAnswers i)
CRIM 0 JULY 2015 a 2 Enter Evaluators i)
Add Sereening Quislion Load from Quistion Sol
Apphrant Screening ¥
Job Code AFWS1  Federal Work Study-Administrat
Max Total Points o [ Must Pass Previous Levels
Applicant Screening ¢
Sequence Screening Levels
1 Pre Screening PWS [i]
Add Screening Oplion
Save and Submit | | Save as Dratt | | [=]Motificafion | Start Over Top of Page
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3. Submit Job Opening for Approval

Hit “Save and Submit” and the Job Opening will be routed for approval. Approvals Tab will
display, showing where the Job Opening is routed.

Job Opening

Save | @E‘; Create New | §F’rini Job Opening
Status 006 Pending Approval

Job Posting Title FWS-Administration Business Unit FSUD1 (FSU Business Unit)
Job Code AFWS1 (FWS-Administration) Department 039000 (Psychology)
Job Family FWSADM {Adminisirative (FWS)) Primary Recruiting Location 571 (Tallahassee, FL)

Job Opening ID 41646

Job Information Postings Hiring Team Screening || Approvals

Job Approvals

FSU Job Opening Approvals

Job Opening:Pending
FW3 Job Opening Approval-FW3

Pending

@ Multiple Approvers ; E
Federal Werk Study Admin

Comments

Save | @4‘; Create New | §Prinl Job Opening

e The FWS Supervisor/Recruiter will review the job and if all required areas are complete,

will approve the job for posting

o If any areas need correction, the FWS Supervisor/Recruiter will contact the

department if any changes are necessary

e Once approved, the originating department should receive an email confirmation of the

approval of the job posting
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4. Hiring Department Reviews Applications

The user needs to be associated with the job opening as Originator or have a “Hiring Team”
assignment for that opening to have access to review the applications.

Click Main Menu > Recruiting > Search Job Openings. Enter the appropriate “Job Opening
ID” number (or other criteria) & click “Search.”

Favorites - Main Menu - *  Recuting = Search Job Dpenings

| Prind | Pl '.'.-:'l':-;|v\.'| Hlp | Personalize Page

Search Job Openings
I'ﬂ-HEl:rL ting Home | @‘,':TESTE' Job Opaning | JJEIE'-EFEI'- Job Foshngs

Search Criteria

Jobr Posting Tithe
Job Opening ID 416050
Status ?p-:l s
Most Recenl Activity o
Job Dpsening Type hd |
Hot Job
My Assaciation b

Hiring Manags

Recruiter '_".‘
Created By s §
Business Unit o
Departmant
Position Number &
"'/Meu:runn'-em Contact |
Search Clear

Click the Job Opening title link to display the applicant pool.

Search Job Openings

{3} Recruiing Home | [ Create Job Opening | @ Search Job Postings
Search Criteria

1 Results Found

Search Results (7

Job Opening / Job 1D Status Type Recruiting Location

FWS-Imaging Resource 41605 Open Standard Requisition Tallahassee, FL
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Review the applicants that show on the “Applied” tab, as these are the individuals that
passed the pre-screening questionnaire and are eligible for consideration. (The “Reject” tab
shows any applicants that failed pre-screening because they indicated they were not eligible

forFWS. )

| Manage Job Opening

geReum | A}Remuiing Hame

Job Family FWSSCH {5

Appiicants Aok
] passed initial efigibility
| pre.screening
Al Appled SrpEn
hf] [ 1
| Applicants .2
Saiect  ApplcantMamas  Apphcantil  VetPrel  Applcamoniwie Type
[0 Jane Doe o867 N Q01T F56MM  Emploves
I Sgleddl  Deselectd)

‘;ﬁS&ald! Joh Operings | #Preéus | & CrecteNew | ), Refrosh | [ AddNole | SJPrind Job Dpening

Personalize
States 010 Open
Business Usit F
Dapartment 074000 (Biclogic
Hirs Hikd Resc
1] i
?e:w-aju:eiF-.'-::'.u:_\'.-"::-',‘.|; First & 1af1 b Last
Dizposiica™ Appicaion Reguma Route Frint
i0Ap 0 B A @ -Ceradion

Click the Application icon to view all application details, as well as any resume and/or other
attachments, (including the FWS Authorization Form, which the FWS applicant is required to

include as proof of eligibility).

To view just the applicant’s resume, (if included), click the Resume shortcut icon.

Manage Job Cpening

Jub Oipeniag [0 41504

Eaalasal Dadospian [ " P e
ARRUCANI SUERNTR Achvity & Afachmenls || Delais

Appicants

@;Rnlum|ﬂﬂecuhng!-larre|!";Sia:cr:JJnE<-em:gs!'rj:P.'e.ms_- Creatz e | % Refesh | (g1dd otz | &Prin Job Ogesing

Personaize

Bustaess Unit FEUO1 (FSU Business Unil
Departmeat (74000 (Fialogical Soence

Inid Rejatt
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All Applied Soman niaie o Hig ol
] U i ' i
Applicants 7 Persanalce | Find | Viewdl | O :!] First ‘& fel1 (b Last
Select  Applcant Names  ApphcantlD Vet Pref Appiication Date  Type [ispositions Appcation Resume Route Frind
[ JaneDoe BT Nl QSO4P01T 95 Emploee  O10-4gel :{ \ B i 8 ~Dberddio
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When viewing the Application, verify that the FWS Authorization Form is attached and is

complete/accurate before

considering the applicant. Note the “Preferred Contact” method when contacting an

applicant for an interview. The Pencil icon next to any Work Experience entry can be used

to view details of the job responsibilities, etc.

View Application Detadls

) Pring
tame Jane Doe
Applicant 1D &51227
Applicant Type Empioyes
Statug 010 Acties
i Personsize | Find [ View 88| 0] [ Fiest 0 1t
Jobs Dpening 10 Posting Tithe Wiswi Dusstionnaire

4184 PivE-Bokgy Greenhome Uantsance Wiew Questiosngire

Jab Families Personales | Find | View &8 | ] B First ‘¢ Tedfi @

Job Family

Preferences

Deaired Stari Date 05152017
RegularTemporary Tempoesry
FulliFari-Time Pari-Time
Willing to Relocate Ho
Wiillang to Travel No
Trawel Percentage Meue or ransly
Additional Skills {i e. Compuber, Typing, edc )

First Choice
Speand Choice

Additional Skills fie |
Computer. Typing, #io.

Desired Work Days ™ Manday Tuetday Wiadna-iday
Thsrsday Friday Saturday
Sumday
Minimum Fay 10 000000

Currency Code LSC
Pay Fraquency Hour
Besired 3hift | 4ot dpplicable
Day
Evening
Night
Compressed
Rotating
Ay
Desired Hours Per Week #9

Letter Ganars

Diae Priebed

Referral Source

Farsonalos
Prederred Contact Emai *—
Phone
Email CACTTCBpsinvakd feuede
Addresy
Resume
Resume Tithe Reseme
Lanquags Code Engish
Resuma Attachment
e rabee Mak Dean upisaned fof ik appheant
* Resume Text
A
L4
ARachments Peisonalze | Find | View 21 | L] [R Fst & Tal1 & Last
Wiew Uploaded
Fe— :J Descripbion ftachment Type Last Updated ¥
FWE Authorization GEO4LE01T
View Aflach Dosumentation W hucicienie T §35 ]

R AT

Emding Job Tile ‘

Specsisl Compuer Sstam ¥ T

Fas

Woik Exporience

Lmrs Cne Ind Nase (L
NAENT Flofida & & M Uiniveni iy

Nao Prior Work Experience

Education Level
Highest Education Level
Traming

M Traaning has besn a3ded for tug apploant

Degrees

No Degrees have been added 1o this apphcant's profie
Dz abiley

Ne Disability have betn added 1o e applcant's profie

High SchooliOther Education
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The Print icon found in the Print column can be used to individually generate the details of the
application in PDF form, along with any attachments the applicant submitted.

Manage Job Opening

goRetum | fjRzouiing Home | :'ﬁE-:—a'L"-Js: Operings | #33Frevious | 4iihed {8 Crete New | 7% Refresh | hadd Nate EPrint Job Opening Personalice

States 0
Wi nance Business it 7
Department (74000 (o)

Job Opening ID 41504
b Posting Tille FWS-B
Job Code &
Job Family FYWSSCH (Scenific Laborgiory (FIYS

Applicants | Applicant Streening

M Applied
] i)
Applicants Petsonaliza | Find | Viewll | 1| B8 Fist 4 1ot & Last
2 Apphcasi Mamea  Appleant IC Jef Pred Apglication Date Ty Disposition™ Application Resame Route Print
MM EREnET N7 BERLU Ernnliens ™ =] 28 & Plse ki
Il Jane Doe 60166 1 3564 Emploree 0044 L : i = = (fher Adions
Fele Al Deselea Al
 Grog: Acko

Once a top candidate has been selected, please review the background check requirements for
the position. If a background check was required, please complete a Request Form using the
Background Check Forms Portal to initiate the appropriate background check. Once the
candidate has been approved for hire by the Office of Human Resources, an offer of employment

can be made.
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