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RECRUITING

New Requisition tutorial

Click on the position name and expand the menu.

Position Org Chart

31001444
Recruitment Manager (.
CZC001 (CZC001)

Assistant (31001473)
as of Today

Position Detalls.

Code 31001473

31001441 31001446 31001447 31001448 31001453 Cost Center CZCO001 (CZC001) 31001473
Assistant (21000140) Recruitment Specialist (. Recruitment Specialist (. Driver (21000067) Driver (21000067) Assistant (210001
CZC001 (C2C001) C€ZC001 (CZC001) C2C001 (CZCO01) C2C001 (CZCO01) DCHO10 (DCHO10)

+ oo NP o o P
8 3 & [ & [ &8 3

53
Jana
‘ Vewcejti

Position is understafted (0 of 1 FTE).

osition does not aliow multiple incumbents.

Position has status To Be Hired

[ Feb 28, 2020

Position History

Pick ,,Create Job Requisition’:

 Up One Level 100% +

31001444
Recruitment Manager (...
CZC001 (CZC001)

Tomas
Marny
Show Incumbent History
Assistant (31001473)
) Add Lower-Level Position
1/1FTE as of Today [¥3]

P + 1 Matrix Position Add Peer Position

\/ Position Details - =
I IR Create Job Requisition

Code 31001473

Job Code Assistant (21000140)

01448 31001453 Cost Center CZC001 (CZC001) 31001473
'21000067) Driver (21000067) Assistant (21000140)
1(CZCo001) DCH010 (DCHO010) CZC001 (CZC001)
Position is understaffed (0 of 1 FTE).
&R gt
Position does not allow multiple incumbents.
Jana
Veerejsi
Position has status To Be Hired
Feb 28, 2020 9 0days
"1FTE 1/1FTE . i 0/1FTE
Position P + 1 Matrix Position > Position History ¥ + 1 Matrix Position
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Click on ,,Create”.

Manage Job Requisition X

* Date of New Job m
02/28/2020 LIt C———

Requisition

* Job Requisition
Job Requisition «
Template

* Number of 1
Openings

It is important NOT TO change the
default date even if you plan to hire in
the future.

In case you change the date, the
requisition will end up in a fault status
(you will see it ,,Currently with
SFADMIN®). If this happens, please
create JIRA ticket for deleting this
requisition and create a new one
correctly.

Click on the icon above and then on,,ID Job Requisition* (which takes you to the recruitment module).

31001473
Assistant (21000140)
CZC001 (CZC001)

&H(ER

O0/1FTE

¥ + 1 Matrix Position
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Assistant (31001473)

Il
X

as of Today [

> Position Details
> Position History

v Job Requisition Details

Id 1471 [=
Template Job Requisition
Job Title  Asistent(ka)

Status pre-approved

1 Opening
0 Candidates

Hiring Manager

Tomas Marny [£7]

Recruitment Manager
1FTE

Job Req Originator

Tomas Marny [23]

q
Recruitment Manager
1FTE
Recruiter
Adéla Myskova [25]
:;- Recruitment Supervisor

] 1FTE

Please note that the position must now go through the approval process.
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Job Requisitions Preferences Interview Central

~
Asistent(ka) (1471) . o & oo
v Route Map
Assessment [ Completed ]
1 | CreateRequistion M __ | 2 RecruiterReview @ __ | 3 Completed
i Actions

& Internal Posting Preview & External Posting Preview

Job Requisition Detail - Job Profile

Job Requisition Type standard ©

Post Job in Language(s) English (United States) Update

Default Language English (United States)

* Internal Title Asistent(ka)

* External Title

Asistent(ka) Same as Internal
* Requisition ID 1471
Position Number 31001473
Requisition Status In Progress o

Check all the fields here, but do not fill or change any. In case of any discrepancies, please reach out to
your HRBP. In the recruiter field, there is always the recruitment supervisor pre-set. He or she will
distribute the position to the respective recruiter afterwards.

Hirng Monager | Tomas Marny, Recruitment Manager |Finr.| User...
Recruttes Adéla Mytkova, Recriitment Supenisor Find User...
Recruiter Team Admin-selected Groups: Recruer @
Manage Additional Users Restore admin defaule
o Re-apply personal preferences

usiness Parner Evien Pariak, HR Business Partnering Manag  Find User... Clear

Inboarding Specislist Find User... Clear
Inboarding Specialist team Admin-selected Groups: Onboarding Specialist@
Manage Additional Users Restore admin defaults|
Q Re-apply personal preferences
Iuestions
Questions. Required Disqualifier Score Weight Actions

@ Add mare questions ‘

Required Score: | 0.0

Save and Close Close Without Saving =* Send to Next Step
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Job Requisitions  Preferences  Interview Central

Asistent(ka) (a71)

+ Route Map

Assessment [ Completed **"7]

1 | Create Requistion [ 2 | Recruiter Review @ 3 | Completed

Send to Next Step

This requisition will now be sent to the recruiter to approve

You're about to send this form to the next person(s) specified in the workflow.

Forward Form to Adéla Myskova

Email Notification Comments

Cancel & Return to Form Send to Next Step

Write a comment if needed and click on ,,Send to Next Step“. Once the position reaches the recruiter, he
or she will contact you for more details (in case of a new headcount, a meeting called vacancy briefing is
usually set up).

After that, the recruiter begins the search for the perfect candidate.
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