MARSHALL

Human Resource Services

Creating a Graduate Assistant Post

Before You Begin:

e If you do not have People Admin privileges as GA Originator, you will need to have your
supervisor complete the following link before moving forward. People Admin Privilege
Form

1. Loginto PeopleAdmin by going to myMU.

APPLY VISIT GIVE Sear ) te FIND INFO FOR v ATHLETICS BLACKBOARD MYMU

L\\Z MEETMARSHALL  ADMISSIONS ~ ACADEMICS  MARSHALL LI REQUEST INFO



https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCPYCSWIGZNnC1mHbtZjQ1wYDqLVsIypqR8sHKfzhh89j4MexmDTWvp2fEld_4sWwM*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCPYCSWIGZNnC1mHbtZjQ1wYDqLVsIypqR8sHKfzhh89j4MexmDTWvp2fEld_4sWwM*

You will look for Employee Quick Links on the right side and select PeopleAdmin.

@ Employee Quick Links

- Advocate - Submit a Report
- AlTools

- ARGOS

- Banner

- BERT

- Biglnterview

- Campus Card Account
- Commuter Meal Plans and MU Parking
- Course Evaluations

- DegreeWorks

- Digital Measures

- Directory

- DynamicForms

- EAB Navigate

- Event Scheduling - Astra
- General Election

- Handshake

- Maps & Locations

- Marshall Marketplace
- MILO

- MU Alert

- MU Book Store

- MU Skills Exchange

- My Pay

- MyApps

- PEIA
- PeopleAdmin

2. Click on the red link Marshall University Employee Server Log-In. Do not enter your username or
password.

MARSHALL

Usemame

Password




3. You will be defaulted to the Employee Group on the Applicant Tracking (“Hiring”) screen, so you will
need to select the User Group of GA Originator.

Selecting the Correct User Group:

a. You can do so by using the drop-down menu under your name on the upper right-hand side
of the screen to select the user group.

Hiring Proposals ~

4. Click on the “Postings” tab and select the “Graduate Assistant.”

User Group:
GA Originator v

Hiring P ~ne<al~

Postings / Gradu Graduate Assistant

Graduate Assistant Postings

5. Once you are on the correct Position Type, you will click on the “Create New Posting.”

Postings / Graduate Assistant %

Graduate Assistant Postings ‘

Saved Searches v

Add Column: |Add Column ﬂ




6. The Create New window will pop up, if this is a new position you will click on “Create from Position
Type.” If you have previously made a posting for this Graduate Assistant position you will use the
“Create from Posting” option.

=

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 Posting

Uses an existing posting as a template and automatically copies in most
information.

Create from Position Type

a. If you are creating from Position Type, please move forward to Step #7 to follow those
directions.

Create from Posting

a. Type the banner position number you wish to post in the search bar and hit “Search.”

Home Postings ~ Applicants ~ Hiring Proposals ~ Onboarding Events ~

Postings / Graduate Assistant / New Posting From Posting 17

Graduate Assistant Postings

Saved Searches v GC701d | m More Search Options v
E———————————————eeEEEEEEEEEEE




It will then populate below. Click on the Banner position number.
Typically, you will select the most recent posting (usually the last one listed), as it will contain the

most updated information.

Graduate Assistant Postings

{ Saved Searches v ] [ GC7010

[ ==

Add Column:

Posting Workflow State Name:

Ad hoc Search x default

Ad hoc Search @) Save this search?

Banner

Position

Number Position Title

GC7010 g;:ﬁ :gltee Assistant - One Positions
GC7010 Graduate Assistant

GC7010 gcgﬁ :gltee Assistant - One Positions
GC7010 Graduate Assistant

GC7010 Graduate Assistant

GC7010 E;:ﬁ :glt: Assistant - One Position
GC7010 g::ﬁ :gltee Assistant - One Position
GC7010 f\::ﬁ :glt: Assistant - One Positions
GC7010 Graduate Assistant

GC7010 e Assistant

GC7010 aduate Assistant

GC7010 Graduate Assistant - One Position

Available

Add Column ~|

Posting Workflow State Name

—Previous 1 2

Posting ID Department ﬁpirfcaﬁons Workflow State
37040 %ng%mhlete Program - 1 Filled
28107 ﬁﬂgg%mhleté Program - 1 Filled
28450 :;ng%mhlete Program - 0 Closed
28457 ﬁﬂgg%#\thlete Program - 1 Filled
20105 Stﬂgg%mhlete Program - f Filled
29937 ﬁﬂgg%#\thlete Program - 1 migrr?\;ad -
20938 Stﬂgg%t\thlete Program - f ﬁﬁgrrg;?ed -
29939 ﬁﬂgg%#\thlete Program - 1 m;igrr?\;ad -
30104 Stﬂ%lg%mhlete Program - f ﬁﬁgrrg;?ed -
30105 ﬁﬂgg%mhlete Program - 1 mltgrr?\;led -
30109 Stﬂgg%mhlete Program - f ﬁﬁgrrg;?ed -
30998 %ng%mhlete Program - 1 mn[g:g\;led -

Created Date
August 29, 2024 ar 05:28 PM

January 14, 2025 at 11:09 AM

February 07, 2025 at 04:36
PM

February 07, 2025 at 04:49
PM

May 09, 2025 at 01:24 PM
July 30, 2025 at 03:43 PM
July 30, 2025 at 03:49 PM
July 30, 2025 at 03:53 PM
August 15, 2025 at 11:09 AM
August 15, 2025 at 11:19 AM

August 15, 2025 at 03:32 PM

December 17, 2025 at 01-46
PM

C. Atthe Position Description screen, you will click the ”Create Posting from this Position Descrip-
tion” at the right side of the screen.




Postings / Graduate Assistant / Graduate Assistant - One Position Available (Approved - Internal) / Summary

Posting: Graduate Assistant - One Position Available (Graduate Assistant)

Current Status: Approved - Internal © Create Posting from this Posting

The New Posting screen is where you will enter the entity (MU or MURC), division (i.e. — Academic
Affairs) and the department.

The Applicant Workflow State will be “Under Review BY GA Originator”. Please leave this workflow
state unchanged.

The Reference Section is ONLY used when the department is requesting reference letters to be
submitted on behalf of the applicant. Letters are generally reserved for Faculty positions.

The “Accept Online Applications” should ALWAYS remain checked regardless of whether the posting
is external or internal.

Organizational Unit

Applicant Workflow

Workfiow State nder Review by GA Originator ¥

References

Reference Notification

Online Applications
Accept online applications

Special offline application Instructions B I | S &[T | w o=

8. Please disregard the “Hidden Applicant Statuses” and you will click “Create New Posting” in the

bottom right-hand corner of the screen.



Hidden Applicant States

Prease sebect all applicable states where you woukd like [0 hide an Applicant’s application from them

System Det. Doss Not Meet Minimum Qualifications

Determined Did Not Meet Minimum Qualfications

9. The Position Details screen is where you will enter information about the position. You must fill out

everything that is marked with a red box. Once you have entered the information, click on “Save and
Continue.”

a. If you are requesting a search waiver, you will check the “l am requesting permission to waive a
search” under the Additional Search Information section. In the “Justification for Waiver” box,
please list each student’s name and MU ID number for each position.

b. If you are not requesting a search waiver, you will leave this section blank.

Additional Search Information

| am requesting
permission to waive a O
search

Justification For Waiver

10. You will need to select the description of the GA assignment.



o |0 GA- Graduare Service Assistant - You will provide service/administrative duties for a nonacademic unit or office. This wark does not constitute teaching or research.

. O
GA: Clinical Practice - The department will assign you to various tasks that will require you to provide professional service to MU students, clients of a MU Clinic, or other individuals in need of professional services
provided by the office.

o |O GA: Exempt - The department will assign you specific duties.

O

IGA: Faculty Support - Assist faculty, services may include tasks as supervising laboratories under their supervision; grading guizzes, homework, and other projects; and assist with other course and research related
Description of GA duties as assigned.

Assignment
o |O GA: Doctoral Research Assistant - The department will assign you specific duties

& |0 GA: Research Assistant - The department will assign you to a member of the faculty who is a principal investigator on an external grant or contract. You will assist him or her on the project as directed.

. O
[GA: Teacher - Adjunct instructor of record and assigned to teach one (half-time appointment) or two (full-time appointment) undergraduate course(s) or lab(s). Responsible for assigning student grades and
following all University teaching guidelines.

a. When creating the position number and knowing if they are hourly or salary positions,
please use the following information.

Hourly
GA Clinical Practice - GCXXXX

GA Graduate Service Assistant — GSXXXX
GA Faculty Support - GEXXXX

Salaried
GA Doctoral Research Assistant - DRIOOX
GA Exempt - GGXXXX
GA Teacher — GTXXXX
GA Research Assistant — GRXXXX

Position Numbers

Graduate Assistant position numbers are no longer one-to-one assigned. They have been
reverted back to the “pooled positions” numbering. The position number has two letters for the
type of position followed by the ORG number of the unit. For example, a GA: Teacher in
ORG 1234 would have position number GT1234.

GA: Service Assistant GS(ORG#)
GA: Research Assistant GR(ORG#)
GA: Teacher GT(ORG#)
GA: Clinical Practice GC(ORGH#)
GA: Exempt GG(ORG#)
GA Faculty Support GF(ORGH#)
GA: Doctoral Research Assistant DR(ORG#)

Guidelines for the Job Description Summary:




1. Outline the core responsibilities of the position.
2. Highlight day to day activities of the position.

3. ¥*Note: If the position is a GA Teacher, the job description requires the course number that
the candidate will be teaching for review/approval by the Academic Affairs office.

Guidelines for the Semester and Hours Per Week:
1. Please make sure to choose the correct semester for your GA.
2. Please designate whether your GA is working full-time or part-time.

B I & &L | » <« == & = ~
Job Description
Summary
Department Human Resources - MU1065
Location | Please select v

Banner Position |
Number

This field is required.

|1 Fall Semester

|_] Spring Semester
* Semester
|| Summer Semeste

This field is required.

o |0 Full Time (20 hrs a week)

* Hours Per Week o« |O Part Time (10 hrs a week

This field is required.




11. Pay- Field Instructions

Pay Type- Choose Hourly or Salary

Pay Rate- Enter the hourly rate or salary amount.

Will the pay be funded from a grant or third party — Answer yes or no.

Tuition Percentage: Please enter percentage amount or enter N/A.

Flat Amount: Please enter flat amount or enter N/A.

Will the tuition benefit be funded by a grant or third party- Answer yes or no.
**|If the grant is funded through MURC, please answer “yes” to this question.

For the Tuition Benefit please refer to the table below when completing the Tuition Fields:

GA CLASSIFICATION FuLL HALF

GA: Service Assistant 0% 0%
GA: Clinical Practice 70% 35%
GA: Exempt 70% 35%
GA: Faculty Support 70% 35%
GA: Doctoral Research Assistant 100% 50%
GA: Research Assistant 100% 50%
GA: Teacher 100% 50%

Pay Type

Pay Rate [10.00

Pay Rate (Historical) (Select one)

Will the pay be funded

from a grant or third Yos b

party?

Tuition Type

70 |

Tuition Percentage

Please enter percentage amount or enter N/A

Flat Amount | WA |

Please enter flat amount or enter N/A

Will the tuition benefit
be funded by a grant or
third party?




Guidelines for the Job Requirements:

1. Education requirements.
2. Experience requirements.

Qualifications

+ Education

* Experience

Education

Experience

Posting Number
+ Open Date
Close Date

Open Until Filled

Special Instructions
Summary

Required Qualifications

11
)
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This field is required.

Preferred Qualifications

U
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Posting Detail Information

MM/DDAYYYY | B

This field is required.

MM/DD/YYYY

[
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-
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.
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Once you are done on the position description page, click “Save and Continue.”

This field is required
Preferred Qualifications
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Experience

Posting Detail Information

Posting Number

« OpenDate |MM/DD/YYYY )

This field i required.

* Close Date | MM/DDAYYYY | B
Open Until Filled [
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Special Instructions
Summary

Thank you for your interest in this position. The screening and selection process is currently underway and will continue until a successful candidate is chosen. Should review of your qualifications result in a decision to

Pass M
ass Message candidacy, you will be contacted

Thank you far your interest in this pasition. Based on your responses to the guestions on the employment application, you do not meet the minimum qualifications for this position. Please do not le this discourage you froWPapplying

for other positions that interest you.
E ‘Save & Continue

Fail Message

12. The Position Budget Information screen is where you will enter the budget information. You will
click on the “Add Budget Summary Entry” blue button to add the information. Once this is com-
pleted, click “Save and Continue.”

Editing Posting

Position Budget Information [ sava | <cprov | save & contue |
Pasition Details i

© Supplemental Questions [ Check spelling
© Applicant Documents = Mparad "';""-
P Budget Summary
® Reference Requests * Budget Fund 123456
Summary * Budget Org 1
* Percentage Funded 100

O Remove Entry?

(e [ oo [ s ome




13. The Supplemental Questions screen is where you will add supplemental questions that will help
filter out the applicants — this is an optional field and not mandatory.

Editing Posting Supplom Q ons
Position Details

© Position Budget Inform

S Supplemental Questions ‘Adding New Posting Questions: Click on the button labeled "Add a Question”. A pop up section will appear where you can add an existing question or create a new ane.
© Applicant Documents.

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

& Reference Requests Assign Points or Disqualifying Responses: 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

Summary Posting Question Options:Once questions have been added to the posting. you will see a column of checkboxes to the left of each question; checking these boxes will make a question required. Special System Tab here for
supplemental Questions

Included Supplemental Questions

Posiion  Required  Category Question Status

. To add a question, you can click on the orange “Add a Question” button. A window will pop up
with the questions you can select.

Editing Posting

Save
Position Details

Save & Continue

© Position Budget Inform..

© Supplemental Questions Adding New Posting Questions: Click on the button labeled "Add a Question”. A pop up section will appear where you can add an existNg QUESEIoN OF Create 3 New one.
© Applicant Documents i
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.
© Guest User
Assign Points or Disqualifying Responses: 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
© Reference Requests sign ifying Respor q P ill app P qualifying respe posting g
Summary

Posting Question Options:Once questions have been added to the posting, you will see a column of checkboxes to the left of each question; checking these boxes will make a question required. Special System Tab here for
Supplemental Questions

Inch |
included Supplemental Questions
Poston  Requred  Category Question Stas

Secondulitsioton




Select your question by checking the box next to the question you wish to have on your posting.
Then click on the “Submit” button at the bottom of the window.

—.’

Available Supplemental Questions

Category: Keyword: |

Add Category Question

related experience?

[J  Uncategorized How did you hear about this employment opportunity?

[J  Education Do you have a high school diploma or equivalent?

[J  Experience How many years of Accounting experience do you have in a higher education setting?

[J  Education Do you have a bachelor's degree?

[0 Education Do you have a Master's Degree?

[  Education Do you have a terminal degree?

[J  Education Will you have a bachelor’s degree in Computer Science or related field within the next 6
months?

[J  Experience Do you have over 2 years computer related work experience?

[J  Uncategorized Are you willing to work different shifts?

[]  Experience Do you have at least 6 months of Receiving Experience?

[J  Uncategorized Can you lift up to 75 pounds?

O Education Do you have a valid driver's license?

[J  Experience How much Pre-K teaching or daycare experience do you have?

[J  Education Do you have 18 months or more of education beyond high school or 10 years or more of

O

Experience Do you have 2 years or more of related experience?

Displaying 1 - 15 of 684 in total
+«— Previous|Next —
Can't find the one you want? Add a new one

Submit Cancel




. If you do not see a question in the question bank, you can create a new one by using the “Add a
new one” just above the Submit and Cancel buttons.

Available Supplemental Questions

Category: Keyword: |

Add Category Question

Uncategorized How did you hear about this employment opportunity?

Education Do you have a high school diploma or equivalent?

Experience How many years of Accounting experience do you have in a higher education setting?

Education Do you have a bachelor's degree?

Education Do you have a Master's Degree?

Education Do you have a terminal degree?

Education Will you have a bachelor's degree in Computer Science or related field within the next 6
months?

Experience Do you have over 2 years computer related work experience?

Uncategorized Are you willing to work different shifts?

Experience Do you have at least 6 months of Receiving Experience?
Uncategorized Can you lift up to 75 pounds?

Education Do you have a valid driver's license?

Experience How much Pre-K teaching or daycare experience do you have?

Education Do you have 18 months or more of education beyond high school or 10 years or more of
related experience?

O 0Oo0oo0oo0oo0oo oo0ooooao

Experience Do you have 2 years or more of related experience?

Displaying 1 - 15 of 684 in fotal
«— Previous|Next —
Can't find the one you want? Add a new one

Submit Cancel




The next screen that will pop up will be the screen to enter the information in for the

Supplemental Question. You will name your question, select the category, type your question in

the text box and then mark it as either Open Ended or create Predefined Answers.

e The Open-Ended questions allow the applicant to write in their answers; these do not create
a filter but give the ability to add an evaluation tool for GA Dean/Director.

e The Predefined Answers allow for automatic filtering of the applicants. These answers can
be simply, YES or NO, and you will mark one as the disqualifying answer.

Questions defined here will be "pending” approval and will not be available for use in other areas of the
system until they have been approved.

Name *

Category | Please select a category V|

Question *

Possible Answers

@® Open Ended Answers

OPredefined Answers

Submit Cancel




See the next image for the example of predefined answers.

When you complete entering the information into the “Add a Question,” you will click the

“Submit” button. Then the next screen is where you will add your disqualifying answers if you
created predefined answers.

Questions defined here will be "pending” approval and will not be available for use in other areas of the
system until they have been approved.

Name *

|H R Experience |

Category | Experience v |

Question *

Have you had previous HR experience?

Possible Answers

) Open Ended Answers

®Predefined Answers

[J Allow users to multiselect?

Empty answers will be excluded.
Click and drag possible answers to reorder them.

Possible Answer 1 :|Yes |

Possible Answer 2 :|N0 |
x

Submit Cancel




14. To create your disqualifying answer, you will click on the question on the Supplemental Questions
screen so it will show you your predefined options. You will check mark the disqualifying answer or if

you have more than two options you can create a points system. You will then click the “Save”
button.

Postings / Graduate Assistant / Graduate Assistant (Draf) / Edic: Supplemental Questions

Editing Posting Supp Questi

[ooe [ [ s ]
Pasition Details

© Position Budget Inform...

© Supplemental Questions Adding New Posting Questions: Click on the burton labeled "Add a Question”. A pop up section will appear where you can add an existNg QUESTION or Create & NEW ONe

© Applicant Documents
hica Adding Existing Posting Questions: There are two ways [0 search for approved posting questions to add o the job being posted. You can filter using the key word search or filter by question category.
© Guest User
© Reference Requests Assign Points or Disqualifying Responses: Click on the question that has been added and a drapdown menu will appear where paints and disqualifying responses can be associated ta the posting question

Summary Posting Question Options:0nce questions have been added to the posting you will see a column of checkboxes to the left of each question; checking these boxes wll make a question required. Special System Tab here for
Supplemental Questions.

Included Supplemental Questions
Position Regquired Category Question Status
i [u] Experience Have you had previous HR experience?

pending

Bossible Answers: Predefined Options

Answer Points Disqualifying
1 Yes o
2 No o

Save & Continue

You will see your question(s) that you have selected/added. You will click on the “Save and Continue”
button.

Editing Posting s Q :

aas
Position Details

© Position Budget Inform.

© Supplemental Questions Adding New Posting Questions; Click on the button labeled Add a Question”. A pop up section will appear where you can add an existing question or create a new one
© Applicant Documents.
Adding Existing Posting Questions: There are two ways to search for approved posting questions o add to the job being posted. You can filter using the key word search or filter by question category.
© Guest User
Y re— Assign Points or Disqualifying Responses: Click on the question that has been added and a dropdown men will appear where points and disqualifying responses can be assaciated to the posting question
Summary

Posting Question Options:Once questions have been added to the posting, you will see a column of checkboxes to the left of each question; checking these boxes will make a question required. Special System Tab here for
Supplemental Questions

Included Supplemental Questions
Posttion Required  Category Question Status
0 Experience Have you had previous HR experience? pending

m SO R EOPENS.




15. The Applicant Documents screen is where you will select the documents required for the applicant
to upload to apply for the position. Select your documents using the
“radio button,” and then click “Save and Continue.”

** Please note that the application already requires three references with contact information.
Because of this, you will need to keep that column marked as “Not Used,” otherwise the
application will request more than three references.

If the committee is requesting letters of recommendation, those should be entered under the
“Reference Requests” tab — not on this tab. The “Letters of Reference” section under Applicant
Documents should remain marked as “Not Used.”

Editing Posting "
ot Dorer T
Position Details
@ Position Budget Inform.
© Supplemental Questions Applicant documents can be included in the application process by selecting Included to make the documents optional and Required and Included to make the documentis) mandatory to complete the application process.
© Applicant Documents Order  Name Not Used Optional Required
© Guest User
@ Reference Requests 1 Resume
Summary
2] coverLetter ®
3 Curriculum Vitae ®
4 Teaching Philosophy -
5|  Letters of Reference ®
[6 | HighSchool Diploma/G.E.D. ®
[f ] other Document ®
8 Criteria Form ®
3 Other Attachment ®
[107] Offer Letter ®
[1T] contract L
[12 | Other License or Certification ®




Editing Posting y
s e 0 D e
Position Details

© Position Budget Inform...

© Supplemental Questions Applicant documents can be included in the application process by selecting Included to make the documents optional and Required and Included to make the document(s) mandatary to complete the application proce
Order  Name Not Used Optional Required
@ Guest User
Reference Requests |:| Resume
Summary
Cover Letter ® O O
Curriculum Vitae ®
4 Teaching Philosophy - 0
5 Letters of Reference ® . .
[6 ] HighSchool Diploma/G.E.D. ® . 0
[f ] Other Document ® . .
8 Criteria Form ® » 0
Other Attachment ® . .
Offer Letter ® C o}
] contract ® - o)
[15 1 Other License or Certification ® o]

16. **HR ONLY - The Guest User screen is used if there is a search committee member that is not a
Marshall University employee and does not have a Marshall domain. (i.e. — student on the search
committee.) If you need to add a guest user, please contact Marshall HR at recruiting@marshall.edu
with the individual’s name and email.

To move forward to next page, click “Save and Continue.”

Editing Posting
——

Position Details
© Position Budget Inform.
© Supplemental Questions Click on the Create Guest User Account button. The system wall automatically generate a Guest Username. Guest Users will still need to contact the Hiring Manager or HR to receive the Guest User Password. You may update the
© Appikcant Documents password if needed

You can alsa 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
© Raferich Reguasts addresses, click on the Update Guest User Recipient List to notify the review committee users.

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

Want to give guests access to view this posting?

Create Guest User Account
(= e



mailto:recruiting@marshall.edu

17. The Reference Requests is used to allow references to submit their reference letters to the system

on behalf of the applicant. Please note that the letters are usually reserved for Faculty searches.
[ )

If you want to set the required minimum, you will add the Minimum Requests (such as

3) and then add the maximum you want allowed to be submitted (such as 3).
[ ]

If you want to make the reference requests optional, you will add zero (0) to the mini-
mum requests.

Once you are done, you will hit “Save and Continue.”

ostings / Graduate Assistant / Graduate Assistant (Draft) / Edit: Reference Requests

Editing Posting

Reference Requests.
Position Details

(o [ <o | conscrren
© Position Budget Inform..
© Supplemental Questions

7 Check spelling
@ Applicant Documents

Reference Request Details
© Guest User

Minimum Requests [] |
© Reference Requests
Maximum Requests |
Summary
Cutoff Date

MMDDAYYY | B

Provider Special
Instructions

(oo

18. Summary page, review your posting as this is what the applicant will see when it is posted. To make
any changes, click on the edit button and go through each section you wish to make any changes.
After reviewing the post, you can use the orange button named “Take Action on Posting”

approve your position to the next process, “GA Dean Director” Then hit Submit.

Postings / Graduate Assistant / Graduate Assistant [Draft) / Summary Search Results: Previous
- . . . 3 Action On Posting
| Posting: Graduate Assistant (Graduate Assistant) #* Delete P —
Current Status: Draft W see how Pasting looks to Applicant
Position Type: Graduate Assistant Creared by Margaret Cyrus
Department: Human Resources - Owner. Margaret Cyrus
MU1065

B Print Preview (Applicant View)

8 printPreview
[ Add to watch List
Summary History Settings Hiring Proposals

Please review the detais of the posting carefully before continuing

To take the action, select the appropriate Workflow Action by hovering over the arange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Watch List in the popup box that appears. When you are ready to
submit your pasting, click on the Submit button on the popup box

To edi the pasting, click on the Editlink next 1o the Section Name in the Summary Section. This will take you directly ta the Posting Page to Edit 2 section has an orange icon with an exciamation point, you will need to review this section and make necessary carrections
before moving to the next step in the workflow.

© Position Details  #
Addiional Search Information
I am requesting permissionto |
wave a search
Jusiification For Waiver
Position Information

Position Title

Graduate Assistant

duate Service Assistant - You will provide service/administrative.
academic unit or office. This work does not constitute
\g O research,

Description of GA Assignment.  dlus

job Dcn:ﬂﬁm Snmmaz




19. It will continue to move through the approval process, with the last stop being Human Resources.
HR will review the posting to ensure that the posting is coherent, add any missing information, etc.

Graduate Assistant: HR Only Statuses

Posting Workflow

* can initiate posting

For MURC Postings

a. HR will then use the “Take Action on Posting” and use the “Posted” option so the posting
is live and ready to accept applications. The department will receive an email letting them
know the position has been posted.

6 Cyrus, Meg © € Reply % Replyall > Forward iy &
To: @ Cyrus, Meg Wed 2/11/2026 3:12 PM

£ Hiring-Proposal-Process (5).pdf o
588 KB

We have posted this position.
Once you have chosen your successful student(s), you may complete the hiring proposal. Instructions on completing the hiring proposals are attached.

Let me know if you need anything else or have any questions.

b. Ifitis asearch waiver, HR will send a link to the department to share with proposed
candidate/candidates so they can apply.
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We have approved this position internally for your returning student(s). Please have he/she apply at the link here: https://marshall.peopleadmin.com/postings/29794

Once he/ she has applied, you may complete the hiring proposal. Instructions on completing the hiring proposals are attached.

Let me know if you need anything else or have any questions.




