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Set-up a New User

1. Go to www.wsujobs.com/hr
2. Click “Create User Account” on left navigation pane.

3. Enter required information.

4. Click “Continue”.
5. Click “Confirm”.
This now submits the request to Spokane HRS for approval.
Once HR has approved you as a new user, you will be ready to enter new or revised position descriptions for recruitment and/or reclassification.

Input New Position Descriptions (either HR or Dept)

1. Go to www.wsujobs.com/hr and login.
2. Click “Begin New Action” on the left navigation pane menu, under Job Descriptions.

3. Click “New Position/Start Action”.

4. Select the desired title for the new position by using the search feature.  Either enter the title code to get a title, or scroll through the titles to get the title code.

5. Click “Select title and continue” to choose a title.

a. You can also view a summary of the benchmark summary classification specification.

6. Review proposed class title.

a. Click “Copy Position” if this new position is the same or similar to an existing position already in the system.

i. For example, you are entering a Program Assistant for the Budget Office, and a Program Assistant for the Finance Office already exists in the system.  Clicking “Copy Position” will allow you to copy the information into your position description without retyping it all.  You can then edit information as needed.  If you do not know a position number, you can search by other fields such as title or title code.

b. If you do not see a similar position description to use as a starting point, click the “Position Details” tab at the top of your screen for a generic position description for the position you are entering.

i. In this case, you would have a generic position description for a Program Assistant, not specific to any department.

7. Complete information in all tabs, save, and continue to next.

8. After HR approval, begin recruitment of the position. (See Creating a Requisition)

Modifying an Existing Position Description 
(reclassification or any other changes)

1. Go to www.wsujobs.com/hr and login.

2. Click “Search Actions” on the left navigation pane menu, under Job Descriptions.  Type in the search information to ensure that an action has not already been started.
3. If no action exists for the position description, click “Begin New Action” on the left navigation pane menu, under Job Descriptions.

4. Click “Modify Existing Position/Start Action”.

5. Enter the position number, or any other known information and click search.
6. Find the appropriate position description and click “Start Action”.

7. Review the information and click “Continue to next page” to move to the next tab.

a. If a Word document of the position description exists, you can cut and paste the information into PeopleAdmin.

8. Complete information in all tabs.
9. You will have the option to submit the position description to Finance/Campus HR for approval or save without submitting.  Saving without submitting will allow you to enter information in pieces, and then submit when you are ready.

10.   Once HR has approved the position description, you will receive notification of the approval.
Staff Recruitment Guidelines

This is a guideline to help you through the recruitment process.  This manual contains specific instructions on how to use the WSU Jobs system.
In compliance with BPPM 60.18, an updated and accurate position description and performance expectations must be submitted to Human Resource Services (HRS) prior to beginning the recruitment process.

Step 1 - Creating a New or Re-classifying a Vacant Position.

A Position Action / PRR form must be completed and signed by the appointing authority to create or re-classify a position.

Step 2 - Create a User Account

Each individual within a department who has authority to set up a requisition for recruitment (Hiring Manager) must establish their unique user account on the WSU Online Position Description and Recruitment System (WSU Jobs - www.wsujobs.com/hr).

• The Hiring Manager can create a Guest Account for other department personnel’s use to review applications.

Step 3 - Create a Requisition using the On-line Recruitment System

The assigned Hiring Manager must complete and submit a requisition for recruitment for staff positions at WSU Jobs.  Once recruitment is submitted, HRS receives an email notification and will:

• Review the requisition and enter the minimum qualifications.

• In collaboration with Hiring Manager develop questions, establish closing date, and if applicable determine advertisement to ensure a successful recruitment.

Step 3a - Background Check

Discuss with HRS if a background check is required for this position.

• Requires notification to applicants

• Department pays cost for background check. See BPPM 60.16
Step 4 - Post Vacancy

Upon review and approval of the requisition, HRS will post the position on WSU Jobs. All position openings must be posted for a minimum of five (5) working days. A department may request a longer recruitment if desired. Note: HRS will change the closing date from a Friday/Saturday to the following Sunday.

If applicable: Prior to the closing date, HRS will review the posting and, if applicable, contact the

department to discuss extending the posting closing date (i.e. small applicant pool).

**The number and/or names of applicants cannot be viewed by the Hiring Manager until after the posting closes and the applicant pool is released by HRS. At any time the Hiring Manager can contact HRS for an update on the pool status.

Step 5 - Releasing Applicant Pool

Once the posting has closed, HRS will review the applicant pool and release the appropriate number of candidates* to the Hiring Manager for consideration.

It is the Hiring Manager’s responsibility to carefully review each candidate’s materials to ensure he/she meets the minimum qualifications of the position. Unqualified candidates may be placed in the pool if they falsely or incorrectly answer the position screening questions. Only those candidates who truly meet the minimum qualifications are to be considered for the position. 

*If there are eligible layoff candidates in the pool; HRS will only refer eligible layoff and promotional candidates in accordance with WAC 357-16-130 (see step 6)

Step 6 – Interviewing Applicants

The Hiring Manager shall consider all referred applicants for the position and may choose to interview candidates who are considered most qualified for the specific needs of the position:

• Determine if interviews will be by phone, in person or both. (HRS does not recommend hiring an applicant on the basis of a phone interview only.)

• Review BPPM 60.08 “Pre-employment Inquiry guidelines” when developing interview questions.

• Update the online system to reflect which applicants will be interviewed, interview pending, or reason not chosen for interview.

Step 7 - Complete the Interview Process & Reference Check(s)

The Hiring Manager is required to update the online system to document changes to all applicants’ status noting:

• Which are finalist(s) and

• Not hired reason for all other interviewed applicants.

The hiring manager is responsible for verifying the information provided by the candidate: application, work history, education, qualifications, experience, and references. (BBPM 60.18)

The personnel files of a candidate who works or has worked at WSU can be reviewed.

Contact HRS to request a review.

Step 8 - Make Selection and Submit to HRS for Approval to Make Job Offer

The Hiring Manager determines which candidate best meets the position requirements for the vacancy and is required to update the online system.  PRIOR to offering the position:
• Change status of applicable finalist to “Recommended for Hire”.  HRS will receive an email notification to review your recommendation.

Step 9 - Extend Job Offer

HRS notifies the Hiring Manager via the online recruitment system when they can extend the job offer. The Hiring Manager must receive prior approval from HRS before offering a salary that is above Step A.

If the finalist declines job offer change their status to not hired reason. Change the status of second choice candidate to “Recommended for Hire” prior to extending an offer. HRS will receive an email notification; review, and notify the Hiring Manager when approved to make offer*.

When the job offer is accepted; click on “Begin Hiring Proposal” to assign the selected candidate and approved salary to the position. Your Finance Officer and HRS will review and approve.

Step 10 - Notification to Applicants

HRS recommends the Hiring Manager send a letter to all finalists who were invited to interview for the position and were not hired.

Step 11 - Offer Letter

The candidate selected for hire should be sent an offer letter confirming their appointment. Sample offer letters can be accessed on the HRS website at www.hrs.wsu.edu.  Select Manager’s ToolKit; Civil Service; Offer Letters.

Step 12 - Setting Up Appointment

Prepare and route a Personnel Action form. See BPPM 60.25.

Step 13 - New Employee

Utilize the New Employee Orientation informational page on the HRS website:

www.hrs.wsu.edu/utils/showpage.asp?page=425.  This contains helpful links to many WSU policies/procedures an employee should be knowledgeable of; and the New Employee Orientation and Benefits Orientations Schedules.

The supervisor should utilize the following resources:

New Employee Checklist: www.hrs2.wsu.edu/utils/showfile.asp?fileid=283
Safety Checklist: www.wsu.edu/manuals_forms/PDF/SPPM/S20-30-2.pdf
Contact Spokane HR at 509.358.7740 with any questions regarding the recruitment process.

Creating Requisitions

Once your position description has been approved by HR, you can create a requisition.

1. Go to www.wsujobs.com/hr and login.

2. Click “From Approved Position” on the left navigation pane menu, under “Create Requisition”.

3. Use the search fields to find the appropriate position description.

4. Click “Create”.

5. Complete information in all tabs.

a. Departments will not be able to add Posting Specific Questions – HR must complete this section.

6. Submit the requisition to HR for approval.

View Requisitions

1. Go to www.wsujobs.com/hr and login.
2. You can choose to view active, pending, or historical job postings by selecting the one you want under the “Job Postings” heading on the left-navigation pane.
View Applications & Documentation
1. Go to www.wsujobs.com/hr and login.

2. Select “View Active” postings under the “Job Postings” heading on the left-navigation pane.  Select the appropriate posting by clicking “View” under the “Position Title”.

3. Use the links provided to view applications, resumes, and cover letters.

a. You can view multiple applications by selecting “All/None” or individual boxes on the right-hand side of the screen.  Scroll down and click on “View Multiple Applications”.
Change Applicant Status
You will need to change the status of your applicants as you continue through the process, indicating which applicants were interviewed, etc.

1. Go to www.wsujobs.com/hr and login.

2. Select “View Active” postings under the “Job Postings” heading on the left-navigation pane.  Select the appropriate posting by clicking “View” under the “Position Title”.

3. Click on the “Change Status” link in the “Status” column.

4. Use the drop down arrow to select the appropriate status.  Some of your options are:

a. Under review by department

b. Interview pending

c. Interviewed

d. Finalist

e. Recommended for hire

f. Not hired

g. Application withdrawn

h. Hired

i. Position Cancelled

5. When you determine that you will not be hiring an applicant, you will need to use the drop down menu for “Not Hired Reason”, and select the most appropriate reason.

6. When finished, click “Continue to Confirm”, and confirm again.

7. You can change multiple applicant statuses by selecting the applicants you want to change, then click on the “Change Multiple Applicant Statuses” box.

**DO NOT SELECT “HIRED” FOR THE PERSON YOU WOULD LIKE TO MAKE AN OFFER TO.  SELECT “RECOMMEND FOR HIRE”.
This will send an email notification to HR to review the recommendation.  Once HR has approved your recommendation, you can extend the offer.  The applicant status will now say “Approved to make offer”.  Once the offer has been accepted, begin a hiring proposal.
Creating Hiring Proposals
1. Go to www.wsujobs.com/hr and login.

2. Select “View Active” postings under the “Job Postings” heading on the left-navigation pane.  Select the appropriate posting by clicking “View” under the “Position Title”.

3. Under the status column, click “Begin Hiring Proposal”.

This will send an email notification to your Finance Officer for salary approval, and PAF creation.  Once the Finance Officer has approved the Hiring Proposal, it will be routed to HR for final approval.  HR will change the status of the applicant to “Hired”, fill the position, and advise you of the next New Employee Orientation.

(THIS SECTION IS STILL UNDER CONSTRUCTION!!)
1

