How to Create a Position Requisition

NEOED Position Requisition

Login to NeoEd
Go to your Dashboard

Select: Create a Requisition

JH $ Dashboard

. Dashboard
Johanna Heredia
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My Tasks Quick Actions

Create a Requisjtion

When submitting for a replacement, reach out to your campus HR department to provide
you with the position number for your requisition.

Select the search icon to locate the campus department/division

Requisition Details

Location * FIE*

= l Type 1 3 search temm


https://www.youtube.com/watch?v=pUJh16x4DM4

Select Job Description search icon:

CLASSRonge 445 AC.  Academ Services Assistant
CLASSRange 465AC..  Accounting Coordinator
sLASSRenet 335AC.  Accounung Tachnician |
CLASS Range 410AC_  Accounung Techncion il
ADJ DISC ACA Adjunct Foculty
CLASSRange 445AD_.  Administratve Assistant
CLASS Range 395AG _  Agnculture Techmicion
MGMT Grade GBUAN_  Budget Analyst (DO)
MGMT Grade GBUAN_.  Budget Anslyst COF (BC)

‘ CLASSRenge 230CD..  Chid Davelopment Caater Associote Teacher

« < @2 202 wesowo 0|

Input the Working Title for the position to be filled:

College'DepanmentDivizion *

 Datamtit Cotegs nkomaton hch_ | Q

Wrking Tl
[
Department Assistfint I

Hirirg Manager ™

Find a hirmg manage” Q

List Type

Select the desired start date

Hiring Manager:

Select the Job Type:



Classified

e Confidential
e FT Faculty
e Management — Classified Administrator

e Management — Educational Administrator

Job Type

<>

Select List Type:

Select the Location of the position:

Locaton * FIE*

l Type in a search term

FTE:



If this is a full-time position — 1.0

If this is a less than 12-month employee — Contact your campus HR department for
assistance.

Number of Months:

Number of Hours per Week:

\ =+ nf Manthe * Nimhar of Macire Pe
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Please select the following:

Salary Grade

Salary Amount (per the current salary schedule)
FOAPAL Number (with the percentage for each)

Budget Dollars (Salary and Fringes)

Salary Grade * Salary Amount

FOAPAL Number (if more than one, include percentage for each) Budget Dollars Available (Salary and Fringes) *

RP391-260V50-2191677099-HEERFH $69,84155

Supervisor and Position Number of the position



Screening Committee Chair

Screening Committee Members

Complete the following areas:

Explain why the work cannot be reassigned to other staff within the department
Impact on College/District

Yes/No — Is a temporary employee performing the work of this position?

New Position Only

Is this a New Position — If Yes:



Add any comments
Position Details

New Position?

Yes @® No

(@ Add Position Detail

Comment

Please advertise for three weeks from posting date.

Is this a New Position — If No:

Position Details
New Position?
Yes @ No
| Position 2 * Vacancy Date *

- BMCR (& 06012021

Save & Continue:

= Cancel Save & Close Savo & Comtinue to Noxt Stop

Approval Workflow:



Classified:

e Campus HR Director

e Administrative Supervisor

e Campus Budget Office (Budget Analyst)
e Campus Vice President of Finance

e Campus College President

Faculty:

e College HR Director

e Administrative Supervisor

e Campus Vice President

e Campus Budget Office (Budget Analyst)
e Campus Vice President of Finance

e Campus College President

e DO Budget Office

e DO VC Business Services

e DO Faculty HR Specialist (FON Report)
e DO VC Human Resources

e Chancellor

Management:

e Campus Vice President

e Campus College President

e Campus Budget Office (Budget Analyst)
e Campus Vice President of Finance

e Campus HR Director

Adjunct:

e Campus Vice President
e Campus HR Director

After selecting the Approval Workflow:

Select Save & Continue to Next Step:



Create Requisition

1. CREATE

v 2.APPROVALS v/ 3. ATTACHMENTS

Approval Workflow

Approvers Status Due Date
o i Collogo Human Resourc ot

Attachments Needed:

Benefits Calculation Template:

Welcome to KCCD Employees
Business Services

Budget

Benefits Template FYxx
Employee Forms

Job Descriptions - Job Descriptions

Classified
Confidential
Management

Save & Submit

Cance Save & Close

Approvers Status Due Date

o Administrative Supervis
Approvers Status Due Date

o Businoss Servico Dasign Comments
Approvers Status Due Date

o Prosident Designee Comments
Approvers Status Due Date

‘ District Office Human R... & Comments
Resa Hass Orenang. 0707202

Cancol || Savo&Closo Save & Continue to Next Step


https://www.kccd.edu/employees/
https://www.kccd.edu/employees/employeeforms.html
https://www.kccd.edu/human-resources/job-descriptions.html

