Creating a Posting
Staff/PPF PeopleAdmin

1. Login to PeopleAdmin using the link https://www.wm.edu/offices/hr/managerssupervisors/peopleadmin/index.php for
log in to PeopleAdmin via SSO (single sign-on):

William & Mary

Welcome to PeopleAdmin, William & Mary's online
position management and applicant tracking system
for updating job descriptions, requesting job
classification reviews, and hiring new employees.

1If you are a hiring official, selection committee member, or approver,
please
with 3 ir W&M username and network credentials.
After authegfication, select the appropriate User Group for yourself
in thg"dropdown box located in the upper right hand corner.

If you are applying for a position, please

with your applicant username and password.
Experiencing authentication problems? Please

Guest User Login:

Username

Password

2. Inthe upper left hand corner, select Applicant Tracking:

Applicant Tracking System

0 Applicant Tracking Syste

40 Position Management

Admin

Configure LinkedIn

3. Inthe upper right-hand corner, change your user group to Hiring Official:

User Group:

~

Change your user group
to: Hiring Official

4. On the blue ribbon at the top of the screen, click Postings > Staff/PPF

Postings ~ Applicants ~ Hiring Proposals ~

Staff/PPF i —

Welcome to  |nstructional/Executive  Nagement and Recruitment System

5. Click +Create New Posting:

Applicant Tracking System Welcome, Nicole Paimisano My Profile  Help  logout
WILLIAM & MARY User Group:
Employment v

Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Staff/PPF 1y

Staff/PPF Postings —ly

6. Select Create from Position Description:
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https://www.wm.edu/offices/hr/managerssupervisors/peopleadmin/index.php

What would you like to use to create this
new posting?

Create from Position Type

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from Position Description

Copies in most of the information from a position description.

7. Using the search box, type in the approved position number. For more options, click More Search Options box then
click search:

Staff/PPF Position Descriptions

Add Column: | Add Column

Sratus:
StAMUS: | [ Draft | [ Active | [ Locked
Department: Department
Division: | v |
Ernployment Category: | ~ |

Pasition Number: | |

Last Updated Date: @ between

MM/DD/YYYY -
and
MM/DD/YYYY =]

. or -
2 within l:l before the report run date

8. Hove over Actions on the right-hand side and click Create From:

NOTE: If while hovering over actions your selections show other options outside of View and Create From, contact
Employment before moving forward with this posting.

Ad hoc Search x Current Position Descriptions

Ad hoc Search (@) Save this search?

(Actions)
Employment Last Status Position Employee Last
Position Number Position Title Division Department Hiring Official Category ECLS Update Status Description ID Name
Actions v%
View
Create From

9. Fill out the posting details:
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Applicant Tracking Sy: ome, Nicole Palmisano My Profile  Help

Wi WILLIAM & MARY User Group:
Employment -
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts *

Postings / Staff/PPF/ New Posting ¥

New Postin,
\- | e Create New Posti

Position Title * Educational Media Assistant

Required
Organizational Unit information which
Location * pulls over from the Defaul Locarion WM ~
Position
Division * Division-Provost-Academic & Faculty Affairs v

Description. No
Department * need tO Change' 3W2000 Studio for Teaching & Learn Innovation

v

Job Alert

Job Alert Cata

() Administrative & Managerial (EX: chiefs, VPs, senior leaders - plan, direct, and
formulate policies, set strategy)

O Clerical & Secretarial (EX: receptionists, administrative assistants & coordinators,
bookkeepers, clerks)

Faculty Adjunct

Faculty Full-Time (EX: instructional, research, tenure eligible, non-tenure eligible)

O Faculty Post Doc

O Maintenance (EX: custodians/housekeepers, groundskeepers, laborers) JOb alerts Wlll be
s Cprators (5 o, s, sty rchcs b selected by the
swains)

Employment team

 Paraprofessional (EX: fiscal techniclans, paralegals, human resources assistants,
payroll technicians, library assistants)

O Professionals Academic (EX: academic advisors, admissions deans, assistant deans
of students, career advisors)

O Professionals Athletics/Intramural (EX: head coaches, assistant coaches, outdoor
recreation assistants, athletic trainers, club coaches, tennis pros)

[ Professionals Facilities (EX: project managers, bullding officials, engineers,
construction managers)

O Professionals Finance/Budget/Acctng/Procurement (EX: accountants, bursars,
comptrollers, analysts, procurement officers, auditors, payroll managers)

] Professionals Fundraising (EX: donor relations, gift giving, alumni relations, prospect
analysts, fundraisers)

F Healthcare/Counseling/Weliness (EX: counselors, pharmacists,
psychiatrists, psychologists, physicians, nurses)

O Pro IT/Networking/Programming (EX: system engineers, programmers,
network engineers, analysts, IT project managers, database administrators)

1 Professionals Library Services (EX: librarians (with MLS or equivalent), curators)

O Professionals Marketing/Comm/Events/Media (EX: art directors, graphic designers
marketing managers, communications managers, directors of conference services,
event planners)

Ofr Other (EX: HR prof nals; administrators, analysts, and project
managers not listed in other professional categories)

Professionals Research (EX: marine scienusts, soclal scientists, environmental
sclentists, biologists)

U Protective Service (EX: |aw enforcement, security guards)

O skilled Trades (EX: carpenters, plumbers, other skilled maintenance positions such
as HVAQ)

] Technical (EX: lab assistants and specialists, non-exempt IT positions; typically
require some experience and skill or rraining; may be entry level)

Applicant Workflow
Workflow State Undler Review by Manager v

When an application is submitted for this job, it should move to which state in the Candidate Process workllaa?

References

eterenee Mot — Are references
S — required? If so,

Request References to sut Recommendations when candidate reaches selected workflow si

when?
Recommendation Workflow v
When all Recommendations have been provided, move to selected kflow state?
Recommendation Document Type umel ~
document upload when a reference provider submits a Recommend
Online Applications If references are
Accept anline applications? required, be sure to
change the
Special offline application instructions Recommendation

Documentation Type
to Recommendation

Accepted Application Forms

G Staff/Hourly
Executive/Professional t\
Double check the correct
Staff/Hourly (NYC & CA Only) selection iS made here_

NYC & CA Only is not used

Position Description Documents

Please indicate which documents you wish to include on your new posting.

o documents found. 2021

Create New Posti
[ oo RS




10. Click Create New Posting

11. Information will pull over from the approved Position Description. Do not change this information on the posting.
Enter all required information. If you do not know which benefits statement to choose, Employment will fill this in:
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@ Posting was successfully created

Applicant Tracking

WILLIAM & MARY

Postings

Applicants

nt (Oraft) / Edit: Po

Posting Details

sting Det

Location

Agency

Present Position
mber

Role Title

Position Title

EEO Skill (PGRP)

Hiring Proposals

ing Details

te the information on this

mple

first ¢

T a comment

you may e

> the p

ails

WEM (204) v

Med

Educational Med

g all necessary information. To

osting Summary Page

creen, then dick Next >>. Prc

to the Posting Summary Page by clicking on the Next b
(if apphicabl

Position Summary

Required Quallfications

Preferred Qualifications.

Advertised Pay Range

University Salary Range

Job Open Date

Review Begin Date

Job Close Date <br> (if

applicable) x 7
Open Until Filled No v

Responsible Hiring

Official

Position Term 12 Mont

This ks a restricted position depen

ton

temporary contract funding. We anticipate a
minimum 12 month appointment
Conditions of
Employment This is & non-exempt pos
roceive overtime in accordance with the Fair
Labor Standards Act. This position -
subject to overtime during high peak ti
Special Application
Instructions
Thank you for your interest in this position. The
screening and selection p s cumrently
d will continue until a successful
Pass Message e 18 cho

Fail Message

EEO Statement

qualifications r

Thank you for your int
b>Based on your response:
t application
imum quali
> Ploas

you from applyin

Wiliam & Mary values diversity and invi

is an Equal Opportunity
employer
wormen, minorities, protected ve
s with disabilities

d encourage

indivicu

Wisiam & Mary is committed 1 provi
1s

nmunity. W&M co

g

campus ©

background inv ons for a

fered for employment. Back;

a safe

ants being

Welcome, Nicol

ubmit the P

om the m

almisanc

Shortcuts ~

o ] s

fing to human

nu and dicking GO, Once

Background Check cons: and
Statement investigations include reference checks, a
criminal history record check, and when
appropriate, a financial {credit report or drivi
history check
This feld 1 res
Benefits Summary B
Statement
Recruitment R t Formr
Department IW2000 Studo for Tead
Employment Category [ Fu Time Operationa v

Hours per Week

Role Code

FLSA Status

Position Status

Funding Source

Date to Run
Advertisement

Search is open to the
following:

Quick Link

ointment fimited to f

S
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12. Click Save & Continue

13. The recommendations tab will populate. If recommendations are required for your posting, select yes in the required
field. Please note that this feature will send a recommendation link to referees to submit a letter of recommendation.

Recommendations are not required for all postings. If you are unsure, please contact Employment.

a.  Minimum Number recommendation: 3
b. Maximum Number recommendation: 3 to 4
c. Assigned Cutoff Date: leave blank (entering a date here will cause issues)
d. Email Reminder Days: Employment recommendation, 5 days
e. Instructions to Reference Provider: leave blank
o Posting was successfully updated. x
Applicant Tracking System Welcome, Nicole Palmisano My Profile  Help | logout
WILLIAM & MARY User Group:
Employment v

Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Staff/PPF / Educational Media Assistant (Draft) / Edit: Recommendations

Recommendations E Save & Continue

Editing Posting

Posting Details

Recommendations

@ Supplemental Questions s Check spelling
Fill out this form if you want to request reference letters to be submitted directly through the secure portal. By using this reference letter feature the system will automatically email the reference

® Guest User A
provider a link allowing a letter of recommendation to be submitted.
® Applicant Documents * Required Information
® Search and Selection Plan Recommendation and Requests
& Internal Documents . Willthis position accept

? !
reference letters? This field is required

@ Ranking Criteria

Minimum Number of [ |
Requests:

© Search Committee

Please enter the minimum number of reference letters that may be submitted
Summary -

Maximum Number of ‘ ‘
Requests:

Please enter the maximum number of reference letters that may be submitted

Assigned Cutoff Date MM/DDANYY @

Please enter the last date that reference letters can be submitted

Email Reminder Days: ‘
The number of days between each email reminder

Instructions to
Reference Provider:

W

Include additional instructions to reference providers.

14. Click Save & Continue

15. Supplemental Questions can be used to gain more information about a candidate. It is recommended that up to five (5)
guestions be listed. The supplemental questions can also include disqualifying questions. Disqualifying questions are
guestions with close-ended responses that are tied to your required qualifications. For example, if “must be able to
lift 201bs” is a required qualification and the applicant answers no, this would disqualify the applicant.
To select a question, click Add a question and search for a specific question:

*|f the question you would like to add is missing, contact the Employment team.
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0 Posting was successfully updated.

Applicant Tracking System

WILLIAM & MARY

Wi

P

Home

gs

Editing Posting
Posting Details

© Recommendations

© Guest User

© Applicant Documents

@ Search and Selection Plan
@ Internal Documents

© Ranking Criteria

© Search Committee

Summary

Postings / Staff/PPF / Educational Media Assistant (Draft) / Edit: Supplemental Questions

Welcome, Nicole Palmisano My Profile  Help | logout
User Group:
Employment v
Shortcuts ~

Applicants ~ Hiring Proposals ~

Supplemental Questions

save & Continue

Supplemental questions can assist with screening out and ranking applicants. These questions can help the applicant qualify or disqualify their own knowledge, skills and abilities. You can assign
points to each closed-ended question which rank the applicants by points. Below are the instructions on how to add Supplemental Questions.

Adding New Posting Questions: Click on the link labeled Add New Supplemental Question a section will appear where you will create and categorize the question

Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You can filter using the key word search or filter by question
category.

Assign Points or Disqualifying Respanses: Click on the question that has been added and a dropdown menu will appear where points and disqualifying responses can be associated to the posting
question.

Posting Question Options: Once questions have been added to the posting you will see two columns where you can choose to include the question(s) as apart of the application process by selecting
Included? for optional questions and Required? for mandatory questions.

Included Supplemental Questions

Status

save & Continue

Position Required Category Question

16. Click Save & Continue

17. Guest User Access is used when Search Committee members are outside of the William & Mary community. For this
access, contact the Employment team:

o Posting was successfully updated.

Applicant Tracking System

wi WILLIAM & MARY

Home Postings ~

Postings / Staff/PPF / Educational Medi

Editing Posting
Posting Details
© Recommendations
© Supplemental Questions

Guest

er

@ Applicant Documents

© Search and Selection Plan
® Internal Documents

@ Ranking Criteria

@ Search Committee

Summary

x

Welcome, Nicole Paimisano My Profile  Help  logout

User Group:

Employment

Applicants Hiring Proposals ™ Shortcuts

ia Assistant (Draft) / Edit: Guest User

Guest User

On this screen, you may create an account that will be used by members of the review committee.
Committee members who log in using this account may view applications and resumes for this requisition only, and are not able to take action on the applicants.
Click on the Create Guest User Account button. The system will automatically generate a Guest Username and Password. You may update the password if needed.

You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be on a separate line. Once you have
added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users.

When finished or to skip this section, click the Next button.

Want to give guests access to view this posting?

Create Guest User Accou

18. Click Save & Continue

19. Select required and optional documents for your posting:

Thursday, June 03, 2021
7|Page




Editing Posting )
©Rec
@ 5up al Question: Select the documents to be required with this item, and those that may optionally be attached. Document types marked “Not Used” cannot be attached (o this item.
© Guest User Order  Name Not Used Optional Required
Applicant Documents
ar 1 Resume/Curriculum Vitae
r O
her Do ®
her 2 ®
hes ®
e ®
F ®
Candidate Statement ®
arch Statement ®
Teaching Statement @
Writing Sample ®
Attachmer ®
soma itenn
PeopleAdmin setter Talent. Better Future. Copyright 2021 All Rights Reserved Hels
P SUPPORT

20. Click Save & Continue

a. Advertisements must be sent to Employment for approval.

b. All advertisements must include the complete EEO statement for approval: William & Mary values
diversity and invites applications from underrepresented groups who will enrich the research, teaching and
service missions of the university. The university is an Equal Opportunity/Affirmative Action employer and
encourages applications from women, minorities, protected veterans, and individuals with disabilities
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21. List the names of the Search Committee members and select the applicable areas of advertisement:

o Posting was successfully updated. x

User Group:

WILLIAM & MARY

Employment ~

Home Postings ~ Applicants ~ Hiring Proposals * Shortcuts *

Postings / Staff/PPF / Educational Media Assistant (Draft) / Edit: Search and Selection Plan

Editing Posting ’
Search and Selection Plan
Prev Save & Continue

(] nmendations
© Supplemental Questions
® Guest User must operate In a regulated, yet ransparent environment in compliance with appropriate laws, statutes, regulations, policies and procedures. The Search Committee o

Interview Panel is cor

ed of a diverse group of individuals. Seard
d thereafter at least eve

Committee members serving on Professional searches must complete the required EO
two years. Those individuals serving on Staff searches are encouraged to complete this training.

afe Hire & Discrimination
@ Applicant Documents

Search and Selection Plan

@ Internal Documents

Each step of the hiring process should ensure all qualified candidates are respected and considered equally

Grace VanDivender, Chair, Department Head

@ Ranking
g Nicole Palmisano, Department Coordinator

® Search Committee Names and Titles of
Search
Committee/Interview

Panel members

Summary

Media Advertising

anic Outlook in H Educatior

D women in Higher Educatio

(O Academic Di

Additional Advertising
Sources

[ ] o | st

22. Click Save & Continue

23. Upload internal documents you would like to include in the posting. Frequently used: Search Waiver, important
emails, grids:

o Posting was successfully updated.

Applicant Tracking System Welcome, Nicole Palmisano My Profile  Help

wi WILLIAM & MARY User Group:
Employment
Home Postings ~ Applicants > Hiring Proposals ~ Shortcuts ~

Postings / Staff/PPF / Educational Media Assistant (Draft) / Edit: Internal Documents

logout

x

Editing Posting
Posting Details
® Recommendations
@ Supplemental Questions

@ Guest User

Internal Documents

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

Document Type Name Status (Actions)
@ Applicant Documents
@ Search and Selection Plan Job Advertisement Copy - for all searches Actions v
Internal Documents
Search Waiver/Modification Request Actions v
@ Ranking Criteria
® Search Committee
Screening Search Actions v
Summary
Additional Documentation Actions v
HR Recruitment File (for HR use only) Actions v
Screening Grid Actions v

save & Confinue

24. Click Save & Continue

25. Skip over Ranking Criteria by clicking Save & Continue
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o Posting was successfully updated. *

MyProfle Help  logos

W WILLIAM & MARY User Group:

Employment ~

Home - Applicants = Hiring Proposals ~ Shortcuts =

Postings / Staff/PPF / Educational Media Assistant (Draft) / Edit: Ranking Criteria

Editing Posting

Posting Detalls ankig Grtera Save <<prev il Save & Continue
© Recommendations
© Supplemental Questions Ranking Criteria allow Interviewers to provide assessments of applicants on specific items at specific points in the workflow. This feature is used in combination with the Search Commirtee Member
@ Guest User tab. Usually, these questions compare candidates to each other. Typical ranking criteria might include:
@ Applicant Documents - How well did this candidate handle the interview process?

© et s Selection o1 - How did this candidate’s portfolio compare with those of the other candidates?
earhand selection Han How do you rate this candidate’s teaching skills?

© Internal Documents

To create a ranking criteria:
Ranking Criteria

@ Search Commitee 1. Access the appropriate list of ranking factors.
2. From the Actions menu, select Create New. The Creating page opens
Summary 3. Enter aname for the item. This is the label that is presentaed when a user selects this type of ranking factors on a posting. If you are creating a supplemental question, this Is the only field that you
must complete before saving a draft version of the question. For ranking criteria, you must also fill in the label and description.
4. Continue as you would for editing.
5. After you have defined the information for the item, select Create to apply your changes and view a summary page; or select Cancel to return to the list without saving your changes.

Included Evaluative Criteria

Add a Criterion

Category Description Weight Workflow State Status

26. Add Search Committee Members by clicking Add Existing User:

Editing Posting p
s conmite (e [ et |
© Posting Details

© Recommendations

© Supplemental Questions

© Guest User Search Committee Members

© Applicant Documents No Search Committee Members have been assigned to this Posting yet.

@ Search and Selection Plan Add Existing User

© Internal Documents

© Ranking Criteria m Save & Continue

Summary

SUPPORT NEW FEATURES -~

27. Uncheck the box next to Display search committee user group member only. If this box is not unchecked you will
only see employees who have served on search committees in the past:

Applicant Tracking System Welcome, Nicole jjimisano My Profile  Help

splly search committee user group members only
~* Uncheck the box next”
to Display search -
committee user group
members only

28. In the search field, type in the employees name you are looking for:
a. If the employee is the committee chair, click the box under committee chair then click Add Member
b. If the Search Committee member is not the Committee Chair, simply click Add Member
c. Once you have added all committee members, close out by clicking the X in the orange banner
d. If the name you are looking for is not there, send a request to AskHR requesting the individual be added

Note: If you see multiple employees with the same first and last name, you can double check you have the
correct one by matching their email address
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Search: | vandivender
b

[ Display search committee user group members only

Department: |

Last Name First Name Email Department Committee Chair (Actions)

VanDivender Grace William & Mary and VIMS

Displaying 1 User /

Create New User Account

Close

29. Once the Add Existing User box has closed, the page will reload and the members you have added will populate:

Note: committee members who have not served on a committee in the past will show as pending. Employment
can approve them once the posting is sent for approval.

Applicant Tracking System Welcome, Nicole Palmisano My Profile  Help  logout
wi WILLIAM & MARY User Group:
Employment v

Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Staff/PPF / Educational Media Assistant (Draft) / Edit: Search Committee

Editing Posting .
Search Committee ﬂ Save & Continue

Posting Details
@ Recommendations

® Supplemental Questions

Search Committee Members

@ Guest User
@ Applicant Documents
Name Email Committee Chair Status (Actions)
@ Search and Selection Plan
® Internal Documents Grace VanDivender pending Actions v

@ Ranking Criteria

Summary
‘Add Existing User Create New User Account

30. Click Save & Continue
31. The posting Summary will load for your review:
a. If edits need to be made, you can click the edit button next to the section to make your changes. Be sure to

click save after changes are made. To get back to the Summary page, simply click summary on the left side of
the page
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Applicant Tracking

Wi WILLIAM & MARY

Postings / 5

‘Current Status: Draft

Pasition Type: StaflipeF
Department: W2000 Studio for
Teaching & Learn Innavation

Summary fist .

Please review the der

12 by: Nicole Palimisano

Owner: Nicole Palmisano

& pasting carefully before connuing

Posting: Educational Media Assistant (Staff/PPF) edic  Delete

ome, Nicole P
User Group

Employment

o Watch List

To select the appropriate’
Submit buttan,

© Posting Details Edit
Posting Details

Locaton
Agency

Present Pasition Number
Roke Tite

Pasition Tide

EEQ Skill (PGRF)

Position Summary

Required Qualifications

Preferred Qualifications

dertised Pay Range
Universiy Salary Range
Job Open Date

Review Begin Date:

Job Close Date <br> (f
applicable)

Open Until Filed
Responsible Hiring Official

Pasition Term

Conditions of Employment:

Special Application Instructicns

Pass Message

Fail Message

EEO Statement

Backgraund Check Statement

Benefits Summary Statement

Recrument Request Form

Department
Emplayment Category

Hours per Week

Roke Code

FLSA Status

Position Status.

Funding Source

Date to Run Advertisement
Search is apen 1o the follawing:

Quick Link

© Recommendations  Edit
Recommendation and Requests
Vil this poshion accept
refierence letters?
Minimum Number of Requests:
Maximum Number of Requests:
Assigned Cutoff Date:
Email Reminder Days:

Instructions to Reference

William & Mary

Med

Educavional Media Assista

46-Paraprafessona

ducational Media Assistant works as part of the Studio

g Innovation STLIY e

& Tor Griie J ybrid course dee
projects for STL a1 William & Mary. This
of production and post-proguction. Pats
imited to, developing motion

dual ass

rapty and peoduction. Th
orks coaboratvely with
jecrs, shor documentar

g experiences. T

feuTube styles, and editing e

nalytical skills, 25 well 5 craati
pesiton

ques. Tet

and tearmwork are key 1o

Bachelor's degree or professianal cert

i anclicr motion desgn, o
education and experience. )
Froficient in Final Cu X and Adabe
g
Experience delvering imag
Deme etenc

ative Suite as well s,

ve and engaging content

Timmaking gracess.
Demenstated ab

et cammun
perlence working effect
sudio

vos

Margaret Momson
12 Month - Restricted

This & 4 festricted position dEpEndEnt o LEmparary ConTd

anticipate a minirmum 12 manth appoiniment
This s & nen-nempt pos ve
the Falr Labor Standards Act This posivan may be subjer

drecred and

s Sproved

this pasition. The screening an
et wil cormmue Ut o succe:

Thank you for your intere:
proces rerty undes

eacten

your candidacy,

Thank you far

your res

echa to

add a Con

for Teaching &
oduction

wide range o
sts in all phases

aphics, editing, and finalizng media. In

egral part

tearm members to create

are in an approriate disgpline

able

ectge of o

towork as a member of a team and prodde and

T fun

d sesection

sponses tathe

o his position. Based
‘questions an the mployment appicatian, you da not mest the minimum

qualifications for this positien. Please do ot let this discouray
apply: . atinserest you

Willlam & Mary values diversity and Invites applications from
rederrepresented growps who wil ennch the ressarch, teach

Action employer and e

protected vererans, and

William & Mary is committed to providing a sal
canducts background investgations for applicants bes
e i mvestigatians inc

Ful Time Operatianal

Men-Exempr
Restricted Funding - A e limited 0 fu

E&G Funded

#gency Only

© Supplemental Questions  Edi

Required Tields ars indicated with an sstensk (*)

@ Guest User Edn

There 13 na guest

@ Applicant Documents  Edit

Required Documents
ResumerCurmiculum

Optional Documents
1. Other Do

© Search and Selection Plan  Edit

Searth and Selection

Each STep of the Niring process snould ensure 3 qus

Names and Titles of Sesrch
Committee/interview Panel
embars

Media Advertising

Addiional Advertising Sources

@ Internal Documents  Edi

Mo documents fave beer

© Ranking Criteria s

© Search Committee  Edit

Name Email

Nicale
Paimisana

tached.

WEM Emgloymen Webs

ampass community
g considered for
e reference chicks

ge you from

ered equany.

Staws

penaing

pending

g to your Watch List, Vihen you are reas sting, dlick on the

e pasting, cick on the Section Name In the Summary Section. This will take you directy t the Pasting Page to Edit. To exit the posung without making any thanges, click Cancel bution.
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32. Ready for Employment review?
a. Send an email with the position number to the appropriate Employment team member:
i. Tabitha Pretlow: trpretlow@wm.edu
ii. Grace VanDivender: gvandivender@wm.edu
iii. Nicole Palmisano: npalmisano@wm.edu
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