PeopleAdmin - Unclassified Staff & Administrative Faculty Position
& Posting Request Process

Unclassified and Administrative Faculty PeopleAdmin Process Steps

~

#Initiator - Medifies an existing PD or creates a new one (optional)

+Department Apprower - Starts or reviews requestBudget Approver - Review and approve

+*Budget - Review and approve

*Dean or Vice Chancellor (School/Division Approver) - Review and approve

sCompensation - Reviews grade, salary range and position specifications (for PD updatas not
requiring grade change or hiring/filling open position - move to approved)

»Chancellor - Review and approve

sCompensation - Updates position data in PeopleSoft

#Initiator and Department Approver - Notified of approval and that TA will start the posting )

*Talent Acquisition - Post the position to LSUHSC website
*Position Posted - Initiator and Department Approver notified of status
»Department - Post jobs to any other sites

Pﬂstin f =Applicant Reviewer - Reviews applications and moves in workflow through Recommend for Hire
g (must mowve to campus interview before Recommend for Hire)
Appl icant *|nitigtor and Department Approver notified of Recommend for Hire, start hiring proposal

Review

#|nitiator - Starts hiring proposal {optional)

sDepartment Approver - Creates or Approves hiring proposal

+«Compensation - Provides HR. Recommended salary range and review candidate qualifications

*Budget Approver - Reviews and adds approved starting salary

s|nitiator or Department Approver - recieves notice to extend offer and mowes to "Offer
Accepted.” If rejectad, sends back through with revised offer to school/division approver or
moves to next candidate

*HR Director - Reviews

+Chancellor - Reviews and Approves

sTalent Aquisition - Holds pending Mew Hire packet and reviews for completeness

*HR Operations Final - Enters new hire into PeopleSoft

Hiring Proposal




PeopleAdmin - Unclassified Staff & Administrative Faculty Position
& Posting Request Process
1. Access PeopleAdmin
2. Select the three dots at the top left corner and then click “Position Management”.

Applicant Tracking System

O Applicant Tracking System

40 Position Management

O Performance Management

4@ Employee Records

3. Select role — Initiator or Department Approver in top right corner.

Position Management Welcome, Shauna Caputo  logout
Lsu User Group:
NEW ORLEANS Initiator v
Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / Unclassified Staff & Administrative Faculty / TEST TALENT AQUISITION COORDINATOR / History

4. Click “Position Descriptions” and then select “Unclassified Staff & Administrative
Faculty”.

LS}

NEW ORLEANS

Home Position Descriptions ~ Classifications ~

Unclassified Staff & Administrative Faculty
Unclassified Staff & Administrative Faculty Position Requests

Classified
Inbox Classified Position Requests
Faculty
SEARCH Faculty Position Requests
—

5. To fill a vacant position, select the position to be filled from the list. Click “Modify
Position Description” in the right top corner next to the star.

ssified Staff & Administrative Faculty / TALENT DEVEL CONSULTNT-TRAINER

ription: TALENT DEVEL CONSULTNT-TRAINER (Unclassified Staff & Administrative Faculty)

= Print Preview

ed Staff Created by: System Account & Print Preview (Employee View)
* View Supervisor

source

00) * Modify Position Description


https://lsuhsc.peopleadmin.com/hr/sessions/new

PeopleAdmin - Unclassified Staff & Administrative Faculty Position
& Posting Request Process
a. If thisis a new position, meaning there is not an existing Position Number, click
“Create New Position Description” on the right top corner.

Position Management Welcome, Alicia Rodriguez My Profile  Help

Lsu User Group:

NEW ORLEANS HR Talent Acquisition

Home Position Descriptions ~ Classifications ~ Shortcuts ~

/ Position Descriptions / Unclassified Staff & Administrative Faculty 3%

Unclassified Staff & Administrative Faculty Position Descriptions

To add a new column to the search results, select the column from the drop down list.

py—

b. If you are creating a new position very similar to an existing position, you will
scroll down to “Clone an existing Position Description” to search and select the
position you wish to clone.

Clone an existing Position Description?

Position Description Library %

"Pasition Description Library"@ X Delete this search?

23456789..5051Next—>

Functional Position Title Position Number  Last Name First Name Supervisor Status Created Date Last Updated (Actions)
TALENTAQUISITN&HROPS 001727 Caputo Shauna ASST DIR TALENT MANAGEMENT Active September 15, 20212t Uy 20,05330219 pgions v
MGR 0231PM Y
HUMAN RESOURCES TALENT AQUISITN & HR OPS MGR (Shauna aapy Uy 19,2023 301:49 -
e 00055567 e Active July 19,2023 2t 01:49 PM L) Actions v
PATIENT CARENAVIGATOR 0001234 PROGRAM MANAGER (ViralizBeliran)  Active July 19, 2023 2t 01:36 PM J;h‘{ 19.082001365 peiions
DEPT HEAD/CHAIRMAN SURGERY (Valentine September 25,2018at  July 19, 2023 at 11:42 -
® BUSINESS MANAGER 3 00023657 T Active T o Actions v

6. Once the position has been selected scroll to the top or bottom and select “Start
Position Request”.
a. If this is a completely new position with no similar existing positions, you click
“Start Position Request”.

Start Position Request




PeopleAdmin - Unclassified Staff & Administrative Faculty Position
& Posting Request Process

7. Position Justification:

a. The Position Justification section has been updated, with the addition of options
at the bottom of the page for whether and how the position is posted. In most

cases, it will be to “Post Immediately”.

b. If this update is for a re-evaluation or update for the file, the second option (do

not post) should be chosen.

c. In cases where you want to fill a position without advertising, the third option
(do not post — advertisement waiver attached) would be selected.

d. Click “Save and Continue”.

[ Check spelling
Required Informatio
Position Justification
Fill an existing position (currently vacant or soon to be vacant)
[ Create and fill new position (no existing position number)
Action Reguested — . i . .
Ll Requesting a re-evaluation or reallocation of a position

[ Update a position description for the file

B I & @ |1 » < |[i=|I= —

please list why you are trying to fill an exiting position

Justification of Need

tion or request a new head count please ensure this contains all pertinent information including the details on the vacancy and the reason why the

Please make one
selection:

Post Immediately
Do not post
Do not post (Advertisement Waiver attached)

ps

Indicate in position request justification of
need notes if you would like application
documents requested of applicant anything
other than:

Resume: required

cover letter: optional

Save & Continue

NOTE: All positions 75% effort or more are required to be posted unless an ad waiver request has been
approved. If you are requesting review of an ad waiver for a position of 75% effort or greater, please
complete the following form and attach in internal posting documents for review/approval. (Waiver of
Advertisement Request Form). TA/OPS will advise if/when approved.

8. Position Information:

a. For new positions, complete all the position details.

b. Information will be pre-populated from the previous or cloned position
description, ensure that the information is still accurate.

c. Asyou enter/review the minimum qualifications, keep in mind that candidates
who do not have at least the amount and type of experience and education
cannot be hired into the position. Lowering the qualification for a candidate will
require the position to be reapproved and reposted.


https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.lsuhsc.edu%2Fadministration%2Fhrm%2FWaiver%2520Request%2520Form%2520-%25208_2023.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.lsuhsc.edu%2Fadministration%2Fhrm%2FWaiver%2520Request%2520Form%2520-%25208_2023.docx&wdOrigin=BROWSELINK

PeopleAdmin - Unclassified Staff & Administrative Faculty Position
& Posting Request Process
d. Pay particular attention to the Position Summary. This section will be the
description in your posting, so any errors or misspellings are the first impression
your candidates will see.
e. Click “Save and Continue”.

[# Check spelling
* Required Information

Disclaimer

The purpose of this job description is to provide a representation of the types of duties and responsibilities that will be required of this
position. Itis should noet ke censtrued as a declaration of the total scope of duties and responsibilities which may actually be performe:
Employees in this position may be directed to perform job-related tasks other than those specifically presented herein.

Classification Information

System Title COORDINATOR OF NOMN-ACADEMIC OR

Job Code 24

o

Position Information

# Functional Position Title |HUIulAN RESDURCES GENERALIST

. 00055567
Position Mumber

Input “TBD™ if creating 8 new position

« FTE [1.00
+ Appointment Type | Regular il

Location-Code |4B4600000 HUMAN RESOURCE MANAGEMENT - Resource Center ~
# Location- City | MNew Crleans ~

DEpaI’T.I"ﬂEﬂE Human Resource Management

Business Sector |Administmtion and Finance "

No. of Direct Reports to

. this Position |O |
Na. i

) 0. n_f Indu_r&_ct Reports |t} |
to this Position
FLSA Nonexempt

B | I | | &1 | 9| |[i=|i=

Dally review of human resources data for new hires, transfers, and promotions, Routing of
documents by preparing and processing personngl actions (PERS) In a8 tmely manner, reviewing
new hire documents for accuracy and compllance with Civil Service, state, federal, and LSUHSC-NO
policies, rules, and regulatlons, data entry for all unclassified and faculty appolntments. Ensure
reguired new hired documents are recelved timely and In adherence with state, federal, and
LSUHSC-MO pelicies (ACT 264, efficlal transcripts, certifications educational verifications.)

Assist with criminal background checks and drug tests on all final candidates, House Officers and

. summer program employes participants. I-% management.
+ Position Summary



PeopleAdmin - Unclassified Staff & Administrative Faculty Position

& Posting Request Process

9. Duties and Responsibilities:
a. For modified and cloned positions, this is another area that will auto-fill, again
please ensure it is accurate.
b. For new positions, enter 3 to 10 duties and responsibilities. The maximum
amount of time attributable to each is 40%.

c. Click “Save and Continue”.

Duties and Responsibilities

Description

Percentage of Time

O Remove Entry?

10. Physical and Mental
Requirements:
a. Update the physical and
mental requirements.

B I | 5 & | 9 o | i=|i=

Financial Management

» Prepare and administer overall departmental budget and maintain
department. Coordinate the fiscal activities of the department with t
within the School, LSU Healthcare Netwark (LSUHN), the Foundation,
Health Sciences Center.

* Prepare business plans and other pro-forma financial analyses for 4
financial statements for the Department Head and Associate Dean a
* Develop and maintain the annual and ongoing budget processes in

o

uties and Responsibilities do not
transfer over from the approved
position description into the posting
details viewable to applicants. If you
would like the position duties and
responsibilities section viewable, please
copy and paste into the “Additional
Position Information” section in posting
details.

project expenditures and revenue for sheort and long-term forecasts; review, evaluate and analyze
all department activities and financial trends; provide advice on prioritizing yearly budget

initiatives.

» Initiate and/or review all departmental financial transactions including, but not limited to, the

review (or supervision of the review) of all the department’s financial transactions represented in

the University accounting system and the Foundation to ensure that all expenditures are

appropriate and within the budgetary restraints.
» Ensure timely reporting of time and effort.

* Report the department’s financial condition to the Department Head and Associate Deanina

timely manner.

35 v
Physical and Mental Requirements

[ Check spelling
The following apply to all positions within LSU Health.

- Ability to work in excess of 40 hours a week, which may include nights and weekends
- Ability to view a computer screen for long periods of time
- Ability to function in a high-pressure, stressful environment and meet stringent deadlines

- Ability to operate a computer and standard office equipment

Physical Effort

« Ability to travel as required and work at different locations as required
» Ability to read, write and speak English at the level equal to or greater than the national standards for a college graduate

b. Click “Save and Continue”. st [Frequenty & 50% or e 1ma) 7]
Stand ‘Occaswoma\\y (10% to 25% of the time) "‘
Walk ‘Occaswona\\y (10% to 25% of the time) "‘
Drive ‘M\nlma\ly (up t0 10% of the time) "‘
Lift object <25lbs [Occasionally (10% to 25% of the time) __~|
Lift object >25 Ibs \Mmimauy (up to 10% of the time) V\
Carry object ‘ Minimally (up to 10% of the time) v ‘
Push object ‘ Minimally {up to 10% of the time) "‘
Pull object \Mmimauy (up to 10% of the time) V\
Turn/twist body ‘ Minimally (up to 10% of the time) v ‘
Bend at waist ‘ Minimally (up to 10% of the time)} hd ‘

6
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& Posting Request Process
11. Budget Information:
a. Budget information can be added here but the preferred method is to use the
“Funding Source Template” which will be attached under position documents.

| Check spelling
Budget Information - Base

Funding Source Template

Add Budget Information - Base Entry

Budget Information - Supplement

Add Budget Information - Supplement Entry

Salary Information

Incumbent Salary | 95,000 |
Budgeted Salary | |
Unclassified Pay Level | N32(Min $77,000 - Mid $102,500 - Max $128,000) v|

12. Incumbent:
a. Ifthereis a current incumbent (existing position), it will be populated. If itis a
new position, leave blank.
b. Click “Save and Continue”.

Incumbent m Save & Continue

Vacate Position

Details

First Name C
Last Name G

‘Work Email 4279431144024716860_1682066300_3114_1_emailaddress@zed.zed

Employee ID 015

Users - Filter these results



PeopleAdmin - Unclassified Staff & Administrative Faculty Position

& Posting Request Process

13. Position Reports To:
a. If the selected supervisor is no longer correct, click “Filter these results” and
search for the supervisor’s name. If the supervisor is a faculty member, you may
need to change position type to Faculty.
b. Click “Save and Continue.”

Position Reports To

Selected Supervisor

Job Title

Position Number
Position Type
Org Unit

First Name

La e

Email

Position Descriptions - Filter these re

Position Description Library X

Functional Position
Title

) TALENT AQUISITN &
- HR OPS MGR

A HUMAN RESOURCES
- GENERALIST

) PATIENT CARE
- NAVIGATOR

Position

Type: | Unclassified Staff & Administrative Faculty ¥ |

Add

Column: Add Column v

Department: pepartment
Status: Status

Detail Job
Title: |

Qutstanding

Actions: |Se.ect outstanding actions ¥
Search Cancel
Position Number  Last Name First Name Supervisor
00017637 C c ) ASST DIR TALENT
0017627 apute Shauna MANAGEMENT
TALENT AQUISITN & HR
00055567 OP5 MGR (Shauna
Caputo)
0001234 PROGRAM MANAGER

(Yiraliz Beltran)

Status

Active

Active

Active

50 51

Created [

Septemb
2021 at0

July 19, 24
01:49 PM

July 19, 24
01:36 PM
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14. Position Documents:
a. To add these documents, click “Action” and then
click “Upload New”. Actions w
b. See Image for further instructions:

Upload New
c. Click “Save and Continue.”

Create New

Choose Existing

Paosition Documents m Save & Continue

PDF conversion must be completed for the document to be valid when applicable.

Document Type Name Status (Actions)
Organizational Chart - Required An updated organizational chart should be added to all postings. Actions~
Funding Sources Attach a funding source document if you did not type it in on “Budget Information” tab. (=~
Other Documents Actions »
Master Job Description Position Numbers (Classified) Actions w
Caontracted Personnel Form (Classified) Actions w
Comments Actions v
Resignation Letter, Separation E-mail or Non-Renewal Notice Separation notice should be attached. Actions
Justification of Need Some schools require more info. on the justification to include grant/funding. Actions ~
Advertisement Waiver %If requesting ad waiver, upload here. Actions v
[ save



PeopleAdmin - Unclassified Staff & Administrative Faculty Position
& Posting Request Process

15. Posting Details:
a. Number of Vacancies.

b. Posting Date, add the desired date to start posting if it is to be delayed.
c. Select all those you would like to review applicants in “Applicant Reviewer

Access”.

Posting Details

[+ Check spelling

Posting Details

Number of Vacancies ‘ 1

| 07/19/2023 ]

‘ MM/DDAYYYY

Posting Date

Posting Close Date

Leave Posting Close Date blank to indicate Open L

Applicant Reviewer

Caputo, Shauna (SCAPU1) x
Access

‘ MM/DDAYYYY | B
‘ MM/DDAYYYY | B3
‘ MM/DDAYYYY | B

Desired Start Date

Position End Date (if
temporary)

Application Review Date
to Begin

o | << | vt cmee

Leave posting close date
blank to indicate open until
filled.

Place Duties and Responsibilities here if you would like
visible to applicants.

Additional Position
Information

Special Instructions
Summary

B I & &1 | 11 o= E = = ~
B I | & &|1T |1 o |iEE E = ~
B I & &M | <> = = = =] ~

d. Select at least one external advertising source (more may be selected) at bottom
of page (75% effort greater and no ad waiver attached).

e. Click “Save and Continue”.

o

B I & & |1  « == = =] e |

About the
School/Department

AcademicKeys
External Advertising Acadiana Advqcate
Sources Agenda for Children

Alexandria Town Talk

To select multiple, hold down the Contral key:

10
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16. Once your final review of positon/posting request is complete, take action and send to
next level approver.

New Position Description; TALENT AQUISTN & HR OPS MGR (Unclassified Staff & Adminisrative Faculty) ¢

Current Status; Draft 8 prin e
Posicion Type:Undlasifie Staff |~ Create by: Shauna Caputo WAt
&Admimstrawe Faculty Owne": Shauna Capum

Department: Human Resource

Management (NO1674000)

\You are able to view where your request is in the process by clicking on the history tab.
There you are able to see who last took action. When you click on the email sent link,
you are able to view who it has been sent to for the next action. Initiators and
Department approvers will be notified when the position has been approved and again
when the position is posted.

g 1 1 Ty

Summary History

' [ vorktiow | Hates | it |
Emails Sent

"Action submitted for review " sent to 3 users via "Users for action site trigger action: SiteTriggerDefinition (53)°

#  Email Sent

"Action submitted for review " sent to 1 user via "Workflowable transition, SystemEventEmail email template (26)"

# Emails Sent
"Action submitllld for review " sent to 6 users via "Users for action site trigger action: SiteTriggerDefinition (53)°

#  Email Sent

"Action submitted for review " sent to 1 user via "Users for action site trigger action: SiteTriggerDefinition (52)"

#  Emails Sent

"Action submitted for review " sent to 3 users via "Workflowable transition, SystemEventEmail email template (26)"

#  Email Sent

"Action submitted for review " sent to 1 user via "Users for action site trigger action: SiteTriggerDefinition (53)"

Performed =Override” *_ Sara Schexnayder (HR Compensation )

Position Request status changed to "Position Approved”. It has been in this state for 35 full days. June 20, 2023 at 10:32 AM (CDT)

#  Email Sent

"Action submitted for review " sent to 1 user via "Workflowable transition, SystemEventEmail email template (26)"

Performed "Override" Sara Schexnayder (Initiator)

Position Request status changed to "Department Approver”. It was in this state for 0 hours. June 20, 2023 at 10:32 AM (CDT)

For Questions, contact nohrmcompensation@Isuhsc.edu or recruittalent@I|suhsc.edu

11
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