OFFICE OF FINANCIAL AID

Overview

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

Once the job listing is completed, it will be routed to Office of Financial Aid Work Study
Recruiter (Jennifer Hall). Remember, to write down the job listing number to add to
the background check questionnaire.

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

communicated 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 listing for students who have
applied 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 Backqground 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. Select form: Advertised Questionnaire for
Federal Work study Candidates. Job Type: Federal Work Study

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.
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Click HR > Recruitment > Create Job Opening
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Complete fields on the Primary Job Opening 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 “AFWS” or “ACSL” 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 7

» Recuiting = » Create Job Opening

Job Opening Type | Standard Requisition Type in TW and hit Look-up (Magnifying Glass)

*Business Unit [FSU01
*Job Family FW
Department

Position Number
Job Code
*Recruiiing Location

*Job Posting Title

#8% Reciuiting Home

Job Details 7

1o see ONLY the FWS5 Job Families,

C‘E Select appropriate value

aQ Look Up Job Family

[}

1% Search by nagins with
(<1

Q LookUp Cancel | Advanced Lookup

Search Results

View 100 First ‘&' 1sofs b Last

Job Family Description

FWSADM  Administrative (FWS)

FWSCRE Creative Senvices (FWS)
FWSCUS CustomnerSiv & Hospitality(FWS)
FWSEDU Education Teaching {FWS)
FWSFIN  Financial Services (FWS)
FWSPR  Comm, Marketing, PubRel (FWS3)
FWSRES Research (FWS)

FWSSCI  Scientific or Laboratory (FWS)
FWSTEC Technology (FWS)

Job Opening Type| Standard Requisition v\

*Business Unit _FSUDi
*Job Family FWSADM
Department 085000

Position Number |
Job Code [AFWS1

*Recruiting Location

. FsU Business Unit
Q@ Administrative (FWS)
& Psycholegy

@

& FWs-Administration @

Q

*Job Posting Title FWS-Administration
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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 u ]

Job Opgdyng Type Standard Reouisibon

Croated I ¥

By
Created 06072017 H)
*Ohpeeniings 1o F'Illll.lrnned Miamber of Opamings Vﬂ
Target Openings 1
Available Oponings 1
Establishmant i 00001 Q. FSU Msin Campus
Biiziness Lnit FSU01 FSU Business Uil

Paosition Number

Campany F5U Flonda Stats University

Job Code AFWS1 - FWS-Adminisiration
Deeprartmesnt 0A0000 Payehology
Status Code §05 Drafl

Stalus Apason| ]

Status Date (GOTZ2017

Desirod Start Dato [wy
Enciifmitirahice Unle: ~
Projected Fill Date "|i_|

Date Avthoroead :'li‘]

Refermal Program ||.'|: w |
Reciuitment Contact | \Fl
Locations

Lozl oet Location Descsiption Primuary | eeation

i = (] o

Add Localion

Ml sasaibiss s I s s slissee
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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.)

Posting Information

Job Postings (2

*Posting Title FWS-Offce Assistant

Job Descriptions (7 First ‘& 10of1 ) Last

*Description Type [Depanmem v Template v

"Visibility|Internal Only v
V‘-Spe!l-check can be
Dept 123006- EcucﬁWauc Sendces & ntern Suppod ) B viad i ihaikicr

typos

*Description Type | Responsibilties v\ Template| v

*Visible Internal Only v‘

[
Federal Work Study-Administration: This person will be a first point of contactin the Dean's offce for the College of Education. Job responsibilties will be general clerical duties, to include ‘\K
answering the phone, making copies, funning on-campus errands (when needed), fiing, completing maik-outs

*Description Type  Qualifications v} Template v
*Visible Intemal Only v‘
Basic skills for the computer and office /
V4
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 an FWS job listing. This allows only 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.
Favoritesv ~ MainMenuv > Recruitngv > Create Job Opening
‘answenngthe phone, making copies, running on-campus errands (when needed), filing, completing mail-outs

A

Add Posting Description Delete Posting Description
*Description Type[Ouaimcahons v] Template v]
*VisbleInemal Only v
[Basm skills for the computer and office, f\'f
Add Posting Description Delete Posting Description
Job Posting Destinations (2
Dest - Relative Open Date Post Date Remove Date o8t Drron
(Days)
" o ) g 4 Click trasheans to
[FSU Web Site ’ [\nternalPoshng \ Nknproval Date ‘ 7 f] delete the
defaulted rows for
[FSU Web Site v] [Etemal Postng v] [0 g Approva Date v 7 (4 e
Add Posting Destination

K Caneal Praview
After deletion of rows, it will be blank as shown.
Job Posting Destinations (7

_— . . Pozting Duration
*Destination *Posting Type Relative Open Date Past Date Remave Date {Days|
"‘ | V| | v E H
Add Posting Destinaion
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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 Fosﬁng Descripfion Delete Postinq Descripiion

Job Posting Destinations |7

“Desfination *Posting Type Relative Open Date Post Date Remaove Date tpl;a s;'t;?g ki

0 -On Approval Date

Extemal Posting
Inizmal Posting

FSU Wab Sit
i 1-Ona day after approval

Federal Work Study Site
10-Ten days after approval

0K | :. Cancel | | Preiew 2-Two days afier approval

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

Job Posting Destinations ?

*Destination *Posting Type Relative Open Date Post Date Remave Date :}I;:y' :;g et
Federal Wark Study Sie v| [inemal Posting v| {0 -On Approvai Date vl DaHBR0Y7 (T 150
Agd Ppgnng Dg_sh‘_naﬂo.n
K Canrel 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 Kesources =
Job Opening

Favorites = MainMenu + > Recruing» » Cre
Save and Submit SaveasDrat | | [=|Notification | Start Over

Job Opening ID NEW Status 005 Draft

Job Posting Title FWS-Administration Business Unit FSUO1 (FSU BusinecAdd Team
Joh Code AFWS1 (FWS-Administration) Department 083000 (Psychology)
Job Family FWSADM (Administrative (FW3)) Primary Recruiting Location 571 (Tallahassee, FL Eam

Select Team ID Description

Job Information | Posfings | Hiring Team | Screening
O 1 Recruiters

Assignments (2 i 1001 FWWS Recruiters (OFA Staff)

Recruiters 7
0K Cancel

No Recruiters have been added to this Job Opening

Add Recruiter Team @
Interview Panel 7

Mo Interview Panel members have been added fo this Job Opening
Add Interview Panel
Hiring Process Representatives (7
No Hiring Process Representatives have been added to 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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Assignments ()

Recruiters (?)

“Name Recruiter ID Primary
Sherron Sloan o 1IN ¢
Sue Andres o I
Kimberly Grant o N
Lorrie Harvey o N
Ashlee Wright Q| I
April Smatt q N
Jant Estevez o I
Andrew Kapec o I
Amelia Espinosa o I

Add Recruiter Team
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Screening Tab — All necessary information will default in. No entries are required by the user.

Job Information Poelings Higing Team Screening

Agdtional Job Speciications | f vl | Wiawi All Fitst & 1af1 & Lazl

Screening Questions 7

"Cueston Question Ordes Arcton

FVS Eligibla Apphicant? a, 1 View Anzswers o

CRIM O JULY 2015 v} 2 Enter Evaluators i}
Add Sereaning Sueslion Load from Queskon Sel

Job Code AFVWST Federal Work Study-Adminkstat

Max Total Pointa o [l ust Pass Previous Levels
Applicant Scresning ¥
Eoquence Ecreening Levels
1 Pre Sereeing FWS [§]
Add Bereening Oplon
Save and Submil | | SaveasDratt | | [ Molificalion | Stan Qver Top of Fags
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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 | %Cleate New | @F‘rim Job Opening
Status 006 Pending Approval
Job Posting Title F\WWS-Adminisiration Business Unit FSU01 (FSU Business Unif)

Job Code AFWS1 (FWS-Administration) Department 035000 (Psychology)
Job Family FWSADM {Adminisirative (FWS)) Primary Recruiting Location 571 (Tallahassee, FL)

Job Opening ID 41646

Job Information Paostings Hiring Team Screening Approvals

Job Approvals

FSU Job Opening Approvals

Job Opening:Pending
FW3 Job Opening Approval-FWS
Pending

@ Multiple Approvers E
Federal Work Study Admin

Comments

Save | E&Cleate New | @F‘rjnl 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 HR > Recruitment > Search Job Openings. Enter the appropriate “Job Opening ID”
number (or other criteria) & click “Search.”

Favaitas = Kain Menu -

Search Job Openings

Recrufting +

lﬂ-liECl‘L'lllr!G Homs | 'E"i,. Craata Job Opening | J:J dearch Job Fostings

Search Criteria

Job Poating Title
Job Cpanmng 1D

Status

Chprit

Most Recenl Actvity |

Job Opsnilng Type

ot Jioks |

Ky AsSoCention
Hiring Mamsgit
ReCroes
LCrealsd By
Huziness Ut
Department
Position Nemeteer

"/Her_ruurr-ﬁm Contact

Seach Cleat

Search Job Dpanings

| Pring | Miew Windaw | Helg | Persanaiize Page

16090y

”

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

Search Job Openings

ﬁRecruiting Home | 5 Create Job Opening | E_ﬂ Search Job Postings

Search Criteria 2

1 Results Found
Search Results 7

Job Opening

o

FWS-Imaging Resource
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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

{eReum | fff Retnuding Hame | %‘;Eeard! Ioh Gpeninigs | #]Frencus § & Crae New | 1), Retiech | [AAddale | SJPrint Job Deaning P

Job Code AFIES

IENSEE

hppicaaly | Applcan Soreening | Adelyd Alschments L]
Lok here for those thal
passed imitial efigibilieg
phescreening
] Appeesd IR oAt Imtaraiw e Hod fsd
] i 0 i
| Rpplcants -7 Persoeaice | Fed [Vl [ 21 B Pt 8 1of1 0 Last
. Smbeent Applhcart amaa  Appicast I Yl Pref ApPECMTN B Tipe Cvppoa i hppEsen BEgums ot it
[ Janelce mWE BALINT G54 Emploee  D10-An 0 g " & Ot
Selsddl  Daselatdl
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
{eRatum | ﬁﬂecming Homa | I?,;Eu,'u:i':.hnt}s:m;s | ¥ Predtaie 48 Crateisw | #, Reman A ok | (5 Print o Opeing Farsanalize
Jot Openisg ID 41604 Sty 010 Op
Fiuisiess Unif F51 3 5]
Dopartmest (74000 Snlogieal Seence}
hpolicants | Apglicant Sireaniny  Adkily A Afachmends | Delai
M Kpiied Coyuan Fioyta i Hre Hr Ruadt
] ] | |
Bpplicants 3 Peréanalcs | Fing | View | 2 ..—i - BUBEIRBF |
Sefect.  Appiicant Hemee  Applcesi@ Vel Pref Rophcabion [ate.~— Type [hsposiion® Appication Resume Hole Prid
[ JaneDoe HEE | 07 255 Emploee: Gl :{\ E ) 8 Dbk
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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 Details

P Perioraloe
tame Jane Doe Praferred Contact Emai *—
ipplicant i0 [N Phonie
Applicant Type Email RS rsoaic bi s
il 0 Address
Al Dpaainge Parsonize | Fird | View 8| 0 8 Fosb & ol b Last | | MEsume
et Dpaning 10 Pasting Tille % View Cussfitanaire Resume Tithe
& 1 X Languzge Cods Engish
41804 FiWS-Boiogy Cerenhogte Mantinancs View Queslicrnire - g
= = TE Renuma Atiacimss
Sl Famifies Fersonalce | Find | View A | | s Fust on foft 5 Last
Jesh Farsily e rupasven Ras bawe upieaded lor e appbeast
* Resums Fext
Pruferenoes
A
Deesired . Stari Diste 25152017
RegularTemporery Tempaiay
FulliPert-Tame Fadt Tme
Willing to Relocate N v
Willing o Travel Ne
Trawel Percentage Neie o tansly ABashmenty Femansizs | Find | View A ) L2 Fowi <& Taf® o Laa
Additional Shills {i & Compater, Typmng, elc | Wiaw. Dhescripbon Mtachment Type  Last Updated Uiploaded
Aacheent 2 - g By
First Chosce FWE Audhorzition SASLGT
View Aflach Discurmeniatn W Autho ";I:"':: -'-&1&‘! o
Seend Chisce ;.
Aedeitional Suills fie. | T || work Expariance
Computer. Typing, et} | z Lo
s Cne Tt Tine T ipovgny m Frvh Tmm
Deesiretd Work Days " Uanday Tuesday Wiednasday L Fs Fhipilin & & W Uty spenmat Compe Spmm WP [
Thisrsday Frigay Satarday
Ho P ik =
Sunday o Prior Work Experience
Mindmusm Pay 00000 Education Lewsl
Curmengy Code U0
Y Higheat Edusition Level
Pay Frequancy How
Fraimibng
Daaired Sl | hiot Applisable
e Trammg has Seae 230ed fod B applaan
Day El =
Evening
Hight Cegreas
Famprrsig Wo Degrees havue beee added 10 this sppboant's mofie
Hotating
Chsabsiidy
Any
Desirted Houwrs Per Week hiH bz Disatdity have beee acded io B apolcant's prodie
Lefler Genrinte Lefter Hegh EchooliOther Educatian
D Prirhed

Referral Bourow
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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.

gaRetim | fjRecuiing Hom iew | £ Refesh | [gtaddtote | &P Personalce
JobiOpening 1D 41504 Status Ot Opan
Job Postisg Tiiz FIVS-B Businegs linit FELIOT
Job Cide & Dapsrimend (74000 Biolog
Job Family FS3
Applicants | ‘Applicist Soreening || Adiiy & Machment
4 Apphed
n {1}
Applicants Personaltzs | Find | ViewAll | 12| &8
Sadect Appleast Mimes.  Appicand I Vel Pret Aggticinon (ete Type REposmon™ Apphstion Regame Royee Prmi
— . At s s ki = K 2 Fo ~
Ll Jane Doe N | JROAR0TT 3EAA Emploves:  M0App [ 4 ] » (e Ations

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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