Before You Start!

- Are your Job Description and Salary Range up to date? If not, please contact your recruiter to initiate a review.
Outdated JDs and compensation will delay posting. Requisitions submitted and approved with outdated

information will be Opened and placed on Hold until a review is completed.

+ Add Requisition - Select Requisition Template

Requisitions Candidates Contacts Jobvites Q search
oiileiale
Requisitions + Adarequsion
Select Requisition Template ® —
Refine By -
1-500f 157 >
Search Select which requisition template to be used with the form.

Keyword, Title or Req. ID x O Status Updated Candidates
Reset Al [ @ Search for Requistion Terplte \ Relected  02/06/2024 O Active
i i i 2 Retracted  01/29/2024  OAcH

etracts ive
(= ]
Clinical_Ocher Use for any other clinic-based role (not DT/RN/UC) o)
) Awaiting My Approval &
Clinical_RN/DT/UC Use for all RN/DT/UC requisitions only o) Refected S802/06/2024 S8 O Active:
Recruiter
General Use for all Non-Clinical Operations requisitions o

Select Option Retracted  02/05/2024 0 Active
View Mine

.o Cancel l i
bl lsie Open 03/14/2024 9 Active

Select Option +1

All fields are required:
*  Number of Openings are required to always be 1.

Clinical _RN/DT/uC

se for all RN/DT/UC requisitions only

Requisition Details

© | Limited Access = |
[ 3]
°

Publishing Ostions

Requisition Details

Number of Openings™ [>)

1. Position Details

ADP Joo Tieex [ Setect Option [=]
Location® [Seies opsion [
Departments [Setect option [z
FTEx )

Job Specific Cose Center= [[setect Option =
Job Type® I - |

Work Week*

7} Sunday - Saturday

1 Variadle



NOTE: If you are requesting a replacement CURR-Existing: name of employee, last day of employment, and reason for
leaving are required. Requests that are submitted without this information will be rejected.

* Ifyour requisition is replacing someone and the person has terminated, you will not see them in the drop down
for a replacement name. Because of this, we are not making this field required. The information will still need to
be added to the “Why position is needed” section.

Recruiting will complete Salary Range and Job Description.
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* Clinical template:

o Budgeted? o Capacity? o Overtime Hours Percentage?

o RN/Tech Ratio?

BUDGET/SUPPORT required fields:

o Why position is needed?

* General Template:
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o Why position is needed?
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HUMAN RESOURCES SECTION: Leave blank — Recruiting will complete this section.
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Submit For Approval:

1. Select your direct manager.

2. Select who your manager reports to.
3. Blank

4. Will always be TA & Dev Manager.

Click Submit at the bottom right and your requisition has now been submitted for approval to be reviewed through
Position Control.
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Dear [recipient-first-name],
Please review the attached job requisition information and either approve or reject the requisition
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Wrap up:
- Let your recruiter know you’ve submitted a requisition for approval. Your recruiter will be in touch to review your
role/updates during an Intake Meeting and set your Recruitment Plan.



