Job and Employment Management System

Position Vacancy Listing Manual
Last modified/reviewed on 10/04/2021



TABLE OF CONTENTS

[ 10} 4o Yo (0] 4]« 1 PO TRt 3
Manual Goals, Objectives, and INTENAEA fOF ...uiiiiiiiiieiiee e e e e et e e e e e erbraaeeeeeeenans 3
NNV =] 1 01O P PP PPPPPPPPPRPPPRE 3
1 Lol 7= o] =T RS RSTRURUO PP PRURRRRRRROt 3
Frequently ASKED QUESTIONS ....cccuvveeeieieieiiiteeeeeeeeeeecttree et e e eeeeearrreeeeeeeeessabeeeeeseeesasstaseseeeseasassresssesesesnssraseeseesennnans 4

Steps for ACCeSSING the PVL SYSt@M...cccuiiiiieiiiieeeiiiieeeiirteneseetrenssierennsessensssessenssssssssssssssnsssssssnssssssnnssssssnnnnns 5
T o (=T =] 5 TN 6
Y YW\ [T o YU I ol 1= o PP 6
List Of Tabs @Nd DESCIIPTIONS ...cceeiiiiiiiiiiiiieieieii e ettt eeee ettt ee e e e e eeee e e e e s s s e s aaaaasaaassasasssasasesssssasssesssssssnsssnrsssnnnns 7
COre Tabh — Creating @ INEW PVL ..uuuuuuiiiiiiriiiiiiiiiiiriteereeeeeeeerrereeeeeeereeeeeeeeeeeeeeeeeeeerererereteretrtrtrrtrrtrtrtterttetereeeeeeeeeens 8
SAlAIY/TIHIE TAD ottt e e ettt e e et e e e e e tb e e e e e abeee e sbaeee s asaeeeesseeeeaassaeeeansaeeesanraeaaan 11
[@0e ) = Yot 4l =1 « JR TR 12
MV QIVEE TAD tutttitiriiiiiririiiririrtrerer e errrrerererereerrerererereeeeearrrerarererereeeretarreeeseseaetererereteterereteseeeeeeeeeeeeeeeeeeeeseseeeeeeeneeeenes 14
Yol AV Tid 0o U=V o Nl [0} {o T = NS 15
POSITION DESCHIPTION TAD ciiiiiiiiiiiiiiiiiiii ettt ettt ettt ettt ee et ee et e e e e e a s e e s e s s s b s aasassrasssssssssnsasssasssssasasasnsnsnrnnns 16
Edit/View Position Description Detail SUD Tabs ....cocueiiiiriiii ettt e e sbte e s s ebae e s senveeessanes 17
a)  RESPONSIDIITIES TAD .uveieieeiiee ettt e e e rte e e e et e e e e eabe e e e e ateeeeesteeeeensaeeeennres 17

b) EdUcation EXPErIENCE TaD ..ociecuiriiiiiiiiiiiitiieeee ettt e e e eeeetr e e e e e eessbbaeeeeeseeessbtaaeeeeeesaessraseeeeesennssreeees 18

o) I O | (=Y ={o ) 7 A NI e1=Y 1 1<) A 6= o A - PR 19

d)  PhySiCal DEMANGAS Tah c.uuuvereiiiiiiieiieieie et ee et e e e e e st abeeeeeeeeeatbeeereeeeeensbaaeeeeeeenananes 20

L BT < 1=« J SO UO U SUR RO UUTRRRRRRRt 20
Recruitment Efforts PIan (REP) Tab .....cciiiciiiiieiiiie ettt ettt eeettte e e e e e setabeeeeeeesesssrsaeeseeesensnbanneeeeeas 21
[aTelUT 501 o<1 0} o = o ST UUPPN 22
(0] 1 0Y001=T 01 0 =1« PR USURRUR 23
) = 5 R (oY £V =1 « F U UPUURR 24
Request for Authorization to Recruit (RAR) Tab .....cccuiiiiiiieiiiiiiiieee ettt e e eeetaree e e e e eeeearraeeeeeeeennatsseeeeeeennns 25
PN [0 ] A T AV [T 0 U P UUPPPPRPNN 26
Y s eY oW 5 [T =Te I 1 o PSSOt 27
WWINAOWS ..ceuiieneiiniienereeereescrenereasereessressessasessassssnsessnsesssssssssssensesssssssnsssensessassssssssenssssnssssnssssnssssnssssnsnssnnes 28
| o] A AT Yo [ Y OSSPt 28
JLK oY ISV oo o SOt 29
Printing and SEarch PVL SYSTEM ....cccciiitieereerteenierremeneeetensseeseenssessensssesssnssessssnssessssssssssssssssssssssssssassesssnnnanns 30
T AT Y= N YA I ALY =Y =Y R 30
SAICNING e PVL SYSTEIM ..uuitiiiiiiiiiiiiiteeee e eeeettee e ettt e e e eeestbra e e e e e e eeesbaaeseeeeeesasbraseeseeesassssreseeeeeesnnnsraneens 31

[y A VA O LU= PO PP PPPPPPPPPPPPPPPPPRE 33



Introduction

Manual Goal

The objective of this document is to explain how to use the web-based system to recruit
faculty, limited, academic staff, university staff and temporary employees.

Contents

Terminology, FAQs, and Best Practices

Instructions on how to submit and manage position vacancy listings
Screenshots of the different pages in the system

Information on searching and managing submitted position vacancy listings

The Position Vacancy Listing feature is intended for:

HR professionals who recruit faculty, limited, academic staff, university staff and
temporary employees.

Key Terms

Notables

The Job and Employment Management System (JEMS) — Is used as a front-end system by
UW-Madison that pushes and pulls information to and from the Human Resources System
(HRS).

Position Vacancy Listing (PVL) — The PVL# (or JEMS Transaction ID) is a unique number
assigned to each UW-Madison recruitment.

Assured Consideration Date — This is the date that all application materials must be
submitted by to be guaranteed consideration for a position.

Incumbent — A person who holds or previously held a specific position.

Based on security access, only authorized buttons will be navigable (not grayed out)

on the Main Menu

Spell check is available on large text fields (e.g. Standard Summary on the Position Description
tab as well as all the fields on the Recruitment Info tab); right click in the field to get spell check
function from the floating menu.

There is mention of HRS Knowledgebase throughout this manual. Access
https://kb.uwss.wisconsin.edu/search.php?cat=9899 for more information when you see this
reference.
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Frequently Asked Questions

1. What is the Position Vacancy Listing system used for?

When it is time to hire a new employee, hiring managers will want to consider a few things before
starting the hiring process; this will help decrease any potential errors in the hiring process. The
PVL system is used to create an open position; the system is used to hire faculty (FA), academic
staff (AS), limited appointees (LI), university staff (CP), temporary employees (TE), and university
staff fixed-term finite (CJ).

Specifically, a hiring manager in collaboration with HR will enter information regarding the vacant
position (e.g. Information regarding the PVL/waiver, salary and title, qualification requirements,
duties of the job). A variety of resources on the HR Professionals page can be used in determining
this information that should be decided before recruiting for the position.

2. How long are PVL numbers?

All new PVL numbers are six digits in length.

3. Where do | locate information regarding OPEN recruitments versus a Waiver recruitment?

Please access the Recruitment Toolkit under Recruitment Planning; the following documents
should be referred to regarding a waiver of open recruitment:

e General Information Regarding Recruitment

e JEMS Waiver Reasons
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Steps for Accessing the PVL system

To access the JEMS — Position Vacancy Listing system, it is required that access is approved from the
department’s division HR Office. When accessing the JEMS Homepage, there will be a JEMS
authorization form that must be completed and submitted to JEMSaccess@ohr.wisc.edu. Once access
has been granted, an email will be sent to the user granting access.

i Logon for PYL =]
@ HUMAN RESOURCES a
HOME PAY BENEFITS POLICIES CONTACTHR We.fcome m :he
U.W. - Madison Academic Personnej Office
e Job and Employee Management System (JEWS)
JEMS Unclassified: PVL / Rate Adjusiment
Please Log On -
UW-Madison uses the Job and Employee Management System (JEMS) in tandem with the .
Human Resource System (HRS) to :m:ess pers:n, pos\t\::,sndjoh data related to personnel LOG INTO JEMS Ll]gl:ll’l . |
and finance transactions. .
Password:
« JEMS CHRIS-HR s a system used by HR to automate and facilitate entry, update, hiring
and other processing of position descriptions at UW-Madison. Database: |Production
* JEMS PVL and Rate/Title Change is a system used by HR to recruit and request Rate/Title
changes for Faculty, Academic Staff, and Limited Appointees.
X Log On | Cancel |
* JEMS Hire and JEMS Job Change is a system used to hire Faculty, Academic Staff, and
Limited Appointees and to request job changes for all employee types.
1 | Access the JEMS Homepage https://hr.wisc.edu/hr-professionals/systems/jems/
2 | Click on Login Click on JEMS PVL and Rate/Title Change System Login button
4 | Popup Screen The JEMS PVL and Rate/Title Change Login system will pop up in a new window
3 | JEMS System Enter Logon and Password and click Log On

Steps for Updating Password

The system will require everyone to update their password to a permanent password the first time they access
the PVL system. The user receives an email with a temporary password from the Division of Information

Technology (DolT) with instructions for setting up a permanent password. For issues with JEMS passwords,
email jemsaccess@ohr.wisc.edu with your username.
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Main Menu Screen

EiF'VLMain Menu for Human Resources Staff B3|
The University of Wisconsin - Madison
JEMS - Unclassified Systems

(PVL / Rate Adjustment)
PVL _2 Rate Adjustment
1
Edit—
3 Puis e 4 Create a Mew Rate Adjustment |
- view | Print
Create a Mew PVL | Search RA System:

List My Rate Adjustments |

Search PVYL System:
List Adjustment Motices |

6-7 List PVLs |

. : : Job Descriptions
List Warning Motices |

List My JDs |

Exit Unclassified Systems |

The PVL Main Menu Screen functions include:

Enter a known PVL number

[

Click the <Edit> button to navigate to the PVL entered in #1 with fields available for modification (note, if the PVL
is beyond authorization level, the PVL will open in View mode, even if Edit mode is clicked)

N

Click the <View> button to navigate to the PVL entered in #1 with view mode only

The <Print> function will allow various reports related to a PVL to be printed

Click <Create a New PVL> to create a new PVL

-7 | Various Search screens which are covered later in this manual

Ui~ lw

Exit out of the Unclassified Systems
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List of Tabs and Descriptions

Tab Description
The Core tab has data regarding the PVL/Waiver. The tab is required to be filled out
Core prior to all the other tabs becoming navigable. A PVL # will automatically generate
once the Core Tab is completed.
Salary/Title The Salary/Title tab is where Salary information is created, updated, and viewed. Title
data can be updated and viewed on this tab.
Contact The Contact tab is where information about the Primary, Administrative and Alternate
contact is entered, updated or viewed.
The Waiver tab is where information about the person the waiver is requested and
Waiver the reason for the waiver is entered, viewed, and updated. This tab is required when

a person is being waived into a position. Access the Recruitment toolkit to learn more
about when a waiver can be used.

Recruitment Info

The Recruitment Info tab is where information about How to Apply and Additional
Information is entered, updated, and viewed.

Position Description

The Position Description tab is where information about the Responsibilities,
Education/Experience, Qualifications, Category/License/Cert, Physical Demands,
Tasks, as well as unit-specific information is entered, updated, and viewed. This tab
pulls forward Standard Job Description information based on the job code selected in
the Core tab.

The Recruitment Efforts Plan tab is where information about the scope of recruitment

REP is entered, updated, and viewed. This tab is required for all Open recruitments.
The Incumbent tab is where information about the prior incumbent is entered,
Incumbent .
updated, or viewed.
Comment The Comment tab is where comments are created, updated, and viewed.

Status History

The Status History tab displays the history of statuses that a particular PVL has had in
date descending order (most recent status on top).

RAR

The Request for Authorization to Recruit tab contains information about
authorization to recruit above the ESG-6 maximum (75% of the UW System
President’s salary).

Person Hired

The Person Hired tab is where information about the person who is hired is displayed.

pg. 7

JEMS | Position Vacancy Listing Manual
Last Reviewed 10/04/21


https://hr.wisc.edu/toolkit/recruitment

Core Tab - Creating a New PVL

If <Create a New PVL> is selected from the Main Menu Screen, the above screen is displayed.
1 | Select Recruitment Required to fill out CORE TAB
2 | Fill out all asterisk fields Asterisk fields required to do initial save
3 | Click SAVE Once save is clicked, applicable PVL tabs become navigable
4 | See next page for detail Core Tabs Field table provides information on fields
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Core Tab Fields

Core Tab Fields

Information for filling out fields

Recruitment*

Must be filled out prior to filling out any of the fields on the Core Tab. Access the Recruitment toolkit to
learn more about when a waiver can be used. If Waiver is chosen, the REP tab is not required and the
Waiver Tab is required.

PVL Type*

N = New
R = Replacement (Incumbent’s EMPLID is required to be entered on the INCUMBENT tab).

Empl Class*

Choose the appropriate employee classification category. To learn more about Empl class, please access
the Employment Categories Policy.

Terminal/Renewable*

Renewable/Ongoing Appt (for Faculty, Limited, Academic Staff, University Staff)

Terminal Appt (Fixed terminal appointments require a value in the end date)

Temporary Employment (TE appointment require a value in the end date; see the following KB to
understand what is considered a Temporary Employee)

Position Available*

Enter MM DD YY or MM/DD/YY. The position available date must be at least 5 days after the Assured
Consideration date.

Assured Consideration

Enter MM DD YY or MM/DD/YY (Used on Open recruitments).

Job End MM DD YY - Required only when the appointment is terminal.
. This is the official staff job code. Enter one job code per line. Job codes can be found in the Title and
Titles - L . N~ . - .
Job Code(s)* Standard Job Description library at the bottom of each job description. If you believe that you need to use

multiple titles, please follow the these guidelines on when and when not to use multiple job titles.

Number of Positions -
Being Recruited

Enter the number of positions the department anticipates filling (Defaults to one).

Number of Positions Filled

Information pulled from HRS. When an appointment is entered in HRS, the count is increased to show the
number of hires on the PVL to date.

Multi-Shift

This field is only required for University Staff/Fixed Term and Temporary Employee recruitments and
indicates if this position is a Blue-Collar Multi-Shift

Work Schedule Comments

This field is only required for University Staff/Fixed Term and Temporary Employee recruitments and must
include information on the work schedule. This is a free form field.

Work Location

This field accommodates the Remote Work Policy as it relates to recruitment and allows units to indicate if
a job is Onsite, Remote, or Partial Remote.

Business Title

State the title that best describes the position for purposes of recruitment — 80-character field. The
working title should be different from the job title code. See the Business Title Guidelines for best
practices.

Hiring Department(s)*

The Dept. ID(s) of the Major department and any additional hiring departments. Additional departments
may be added initially or later in the process. You must have the authority to enter the PVL for the Major
Department entered.

Major Dept.

Indicates the major dept. for the recruitment. It is best to enter the Major Dept. UDDS first in the list. An
initial SAVE cannot be made without a Major Dept.

Division Approved

All Hiring Dept. records must have the indicator set to YES before the PVL goes for OHR Approval (i.e.,
upon Division Approval). The Major Dept. UDDS record is set to YES programmatically when the PVL is set
to Division Approved status.

Funding: VCRGE

The option defaults to NO. Indicate ‘Yes” if the position has VCRGE funding.

Funding: Continuing Studies

The option defaults to NO. Indicate “Yes” if the position has Continuing Studies funding.

Fund

Type of funds e.g. 101. 133. 144.

Program Code

Enter Program Code. To review the definitions of each program code, access the UW System Website:
https://www.wisconsin.edu/financial-administration/accounting-and-budget-control/chart-of-accounts/

Account

Account number if applicable.
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After completing the required data, just prior to the initial <Save>, the Screen will look similar to the one
displayed below.

S

intact]  REcrumentiniol "EostionBescripton| = CatA; e Incumbent)  Comment)| Status Histony) \Fersonfined:

Standard Recruitment i

=l e st |88 renesate o] IR
[ormvaoa: l

— ranar =] s poston e

OHR Recruitment Consultant

| it

—

Upon clicking the <Save> button for the new PVL for the first time, the system assigns a PVL Number to the
record and creates a PVL /Waiver in Draft status. All tabs on the screen that are appropriate to the
PVL/Waiver will then display and become navigable (no longer grayed out).

Standard Recruitment b
New Positi Academic Staff = I Renewable Appt i J

l—;l cruitment Specialist |

[z |
| 1
= fanar ] s poston ]
ol

OHR Recruitment Consultant

S

—
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Salary/Title Tab

[[5 PVL# 200034 - DRAFT - OHR Recruitment Consultant =1
Current Status: DRAFT (Not Validated for this Status)
: Major AD20100- G i _sae |
TransactionID | 200034 Job Code(s): HR024 Print
OPEN RECRUITMENT
Core SalaryTitle I Contact 1 Recruitment Into‘ Position Description REP Comment I Status Hislorﬂ Person Hired]
Title/Salary
Salary
Pay Basis [ANNUAL = IT Salary Qualifier [Depanding on Qualifications 3 IE
Minimum 40,000.000 Maximum 55,000.000 Authorized Max 55,000.000
Appointment FTE Special Program(s)
Minimum | 1,000 Maximum | 1.000 e = ﬁ"
: ﬂ _ Delete
Titles being recruited:
Under Utilized
Job Code Job Name Grade Min Max Basis
v||HRo24  |Recruitment Specialist| [o1s [x  [x | 42600000 [ 79000000 [A =
-/ I E N S . .
Ell | —— ] | N [ — | [ — [
|| ] == = | [
) l — r I -
Add Title | Delete |
Field Description
Pay Basis* Choose Pay Basis. To review Pay Basis descriptions access the HRS Knowledgebase.

University Staff and Temporary Employee titles will default to Hourly.

Salary Qualifier

Choose appropriate Salary Qualifier (Defaults to Depending on Qualifications).

Salary — Minimum*

Enter minimum salary at or above the title salary range minimum.

Salary — Maximum*

Enter maximum salary below or at the title salary range maximum. By submitting a request
to go above the range maximum, click YES in the “Request to Exceed Salary Maximum” field.

Authorized Max

Display the maximum allowable salary.

Advertise Salary Max

Yes = Display the salary maximum on PVL web listing and Public version of the hard copy
No = Not to display the salary maximum

Pre-Approved Higher Market
Range

Choose YES or NO (Defaults to NO). The field is position specific and not title specific.
Selecting YES is required only when there is a pre-approved salary that is above the category
“A” salary maximum. If set to YES, then the <Select> button is made available. Click the
<Select> button and the Request/Approve Higher Market Range page will popup.

Request to Exceed Salary

The option defaults to NO. The field is position (not title) specific and is required when there
is a request to pay above the maximum of the salary range.
Yes = request for a new extraordinary salary range. Submit market data to OHR to support

Maximum

request.
No = Proposed salary max is within the range.
Any number between .01 — 1.00.

Minimum FTE* Not required for “L” pay basis. Not required for “H” pay basis if Academic Staff Hourly or
University Staff Temporary Employee.

. Any number between .01-1.00. If left blank, the Max percent will be the same as the Min
Maximum FTE

percent.

Special Program
Cluster Hire Program

Required if recruitment is part of a Special Program, such as the Cluster Hire Program.

Job Code

No entry is necessary. If adding/deleting or changing a job code after the initial SAVE from
Core Tab is necessary, changes are made on the salary tab.
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Contact Tab

[5 PVL# 200034 - DRAFT - OHR Recruitment Consultant =1x
Current Status: DRAFT (NotValidated for this Status)

_ Major Department: A020100 - G ServiAdmin Transformation Save

TransactionID | 200034 Job Code(s): HR024 Print
OPEN RECRUITMENT
Core I Salary/Title Contact l Recruitment Info ‘ Position Description 1 REP | Comment I Status Histun;l Person Hired ]
Contact
Last Name First Hame Contact Type

=—

Add Contact | Delete Contact | Copy data to another Contact (* Frnary ( Adpinistative [ Afernate O SHSL

Detail for Selected Contact

Contact The SEARCH function performs a 'fuzzy' search on the last and/or
Type o first name entered on the left. In addition, if you are unsure of a

speling you can use the % wildcard. For example: pfe%e could

Last Name [ result in Feen, Pfeffer, Pfender and others.
First Name | Search Address Listings
Address
= Release =
‘ Phonet T No
‘ Phone2
‘ Fax
‘ TTY Use Default TTY
Email Address Release Email No  ~

This tab stores information about one or more persons who may be contacted about the PVL. One Primary
and one Administrative contact are required. Alternate contact(s) are not required. You may have any number
of Alternate Contacts listed.

Field Description

Click the Add Contact Button This will open up the entry fields in the bottom portion of the screen.

Primary Contact: The individual whose name should appear on the PVL.

Administrative Contact: The name of the staff person in the department who should be
Contact Type* contacted when a PVL is released or revised. The Primary and Administrative contact
person can be the same person.

Alternate: Name of a secondary contact. This information will not show on the PVL

Last Name* Enter last names
First Name* Enter first name plus any prefixes.
Address* Enter the U.S. mailing (including zip code) address
Phone* Enter 10-digit phone number

Yes = May be displayed on PVL (default)

Ph Rel
one Release No = May not be displayed

Fax Optional

TTY (TeleTYpe) phone of the department, if available. This is text-based

TTY Phone L . L . .
telecommunications equipment for accessibility. Otherwise leave as is.

Email Address* Enter e-mail address of the primary contact.

Yes = Display e-mail on posted PVL

Release Email (only for primary) No = Don’t display e-mail on posted PVL
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Badger
Bucky

555-555-5555 [ves -

608-263-2473 I

fres <]

Click the <Done> button when entry is completed.

Administrative ¥

Badger
Bucky

556-565-5655

bucky badger@wisc.edu

Multiple contacts can be added or copied to different Contact Type (Primary, Administrative, or Alternate).
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Waiver Tab

[ PVL# 200035 - DRAFT - =
Current Status: DRAFT (Not Validated for this Status)
_ Major Department: AD20100 - G Serv/Admin Transformation Save
TransactionID | 200035 Job Code(s): HR010
Print
WAIVER
Core I SalaryTitle | Contact Waiver 1Re|:ruiimentlnfa‘ Paosition Descrimionl Comment | Status Histnrﬂ Person Hiredl
Waiver
Waiver Reason
sus EONE v N - -
Status Effective | 09/29/2021 | b
Blanket Waiver |No Delete Waiver | | |~ AddReason "e"”""""‘l
Waiver Comment(s)

j

Person(s)
Resume is NOT Required Date Resume Received
Last Hame First Name
|
| I I I [
j Add Person
Comment
Ilelete Person

This tab allows users to enter and update PVL waiver information. The tab is only displayed if ‘Waiver’ is
selected on the Core tab as the Recruitment Type.

Field

Description

Waiver Status*

Waiver status defaults to Pending and is updated by OHR.

Waiver Reason*

Choose appropriate waiver reason. Access the Recruitment toolkit to learn more
about when a waiver can be used.

Waiver Comment(s)

Enter supporting information for Waiver request of open recruitment. Additional
information is required in the “Waiver Comment(s)” or the “Comment” section.

Last Name* Enter Last Name.
First Name* Enter First Name.
SSN* Enter SSN or type N/A if SSN is unknown.

Date Resume Received

Enter MM DD YY or MM/DD/YY. Divisions are not required to provide
resumes/CVs or organizational charts to OHR. Check with Division HR to clarify
Divisional procedures and documentation requirements.
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Recruitment Info Tab

Note - Click the < Edit> button adjacent to the field to see more of the field’s text on the screen.

Field Description

Enter application instructions to appear on the employment website (e.g. resume,
cover letter discussing X, Y and Z, work history, etc.)

Enter any additional information about the posting you would like the applicant to
be aware of.

How to Apply*

Additional Information
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Position Description Tab

This tab indicates the standard job description. You can search by Job Group or Job Description Code. To
view full Title and Standard Job Description Library visit https://hr.wisc.edu/standard-job-descriptions/.

Field Description
Job Group* Auto populates based on the Standard Job Description (SJD) selected.
Job Subgroup* Auto populates based on the SID selected.
Job Description Code* Auto populates based on the SID selected.
Job Summary Auto populates based on the SID selected.

Editable field- Describe the position in detail as it relates specifically to your unit.
This information will show up on the job posting.

Edit/View Position Select the Edit/View Position Description Detail to view and edit details for the
Description Detail Position Description.

Job Summary Detail*
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Edit/View Position Description Detail- Sub Tabs
a) Responsibilities Tab

[ Add / Modify PD

HRO24 Recruitment Specialist | Save/Close

Responsibilities ] Education/Experience | Category/License/Cert | Physical Demands Tasks |
Number of Individuals Incumbent
Supervises (Directly or Indirectly)
Job Responsibilities Percent

Serves as a subject matter expert and liaison to management to provide advice on recruitment best practices and j l—
disseminate apolicable policies and procedures =

Sources, recruits, intenvi and recommends external and internal candidates for hire
Analyzes, compiles, and disseminates recruitment records according to established policies and procedures j l__

|Processes lifecycle recruitment transactions in various mediums to ensure accurate and timely entry of necessary ;I l—
information as reauired bv established rules and reaulations =

Unique Responsibilities* *Unigue Responsibilities limited to 20% total. pereent

]

| g .
| ERN

-
-

-

-

*Plus other duties as assigned A
Add Unique Responsibility | Delete Unique Responsibility | Recalculate Total Percent Lotl
Add T - |
Field Description

Number of Individuals
Incumbent Supervises Need to add a value in this field, even if it is O.
(Directly or Indirectly)

Auto populates based on the SID selected.

It is required for the PVL to manually input the percentages for each responsibility.
Include unique responsibilities specific to the job being recruited and the
percentage- up to 20%. These will be included in the job posting.

Add teaching If there are teaching responsibilities, select this button to auto populate with
responsibilities standard language in the unique responsibilities field.

Job Responsibilities

Unique responsibilities
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b) Education/Experience Tab

Field

Description

SID Default Education

Auto populates with the corresponding education based on the SID selected. Select
if it is preferred or required. Will default to preferred. This will appear in the job
posting.

Education

Drop down menu of other educational requirements that can be selected for the
position that may be more than the default. The education details is a space to
give specifics about the field of study, etc. This will appear in the job posting if
selected. Please see the Guidelines and Best Practices for selecting the appropriate
education.

Qualifications

These are the knowledge, skills, abilities and requirements an applicant needs to
perform the job. These will show in the job posting. Access the following document
to learn more on best practices for writing inclusive job criteria and qualifications.

Add teaching
responsibilities

If there are teaching responsibilities, when you select this button it will auto
populate with standard language in the unique responsibilities field.
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c) Category/License/Cert Tab

o
o
o
o
]
[+]
o
o

Field Description

Job Category Select the appropriate job category by choosing yes where applicable.

Drop down menu of possible preferred or required License and certification for the job.
License/Certification | Reach out to your TA specialist if the license or certification required isn’t found on this
list. These will appear on the job posting.
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d) Physical Demands

Select the appropriate physical demands and work environment needs as appropriate for the job.

e) Tasks
Field Description
Include appropriate tasks for the position. List up to 15 tasks expected in the
Task Description position. The Task section is an optional section of the PD. This will not show up on
the job description.

Select Save/Close button once all sub tabs are reviewed, and the Position Description
details will save and return to the other tabs.
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Recruitment Efforts Plan (REP) Tab

The Recruitment Efforts Plan tab allows users to enter and update the proposed recruitment methods other
than posting the PVL on the web. A REP is required for all standard recruitments. Even when not required,
it can be used to document other recruitment efforts.

Field

Description

<Create Rep>

Click the <Create REP> button to establish a default Recruitment Efforts Plan
record. A message (in red) above the tab instructs the user on whether the REP is
needed or not needed for the Listing. Creating a REP is possible even if it isn’t
required.

REP Region

Indicate the scope of the recruitment

Diversity Connect Sources

Auto-populates with recruitment sources. OHR automatically sends the PVL to the
pre-populated sources (No action required -Do not delete).

Other Recruitment Efforts

Fill in applicable fields with name(s) of newspapers and publications in which the
PVL will be advertised, institutions and organizations to be contacted. If other
sources are added, it is the responsibility of the hiring unit to post on these
sources.
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Incumbent Tab

The Incumbent tab is displayed if ‘Replacement’ is chosen as the PVL Type on the Core tab.

Prior Incumbent Emplid | Enter the Empl ID of the incumbent employee.
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Comment Tab

[ PVL# 200034 - DRAFT - OHR Recruitment Consultant =1

TransactionID | 200034

OPEN RECRUITMENT
Core I Salary/Title ]

Comment

Entered Comments
Created Logon ID

Comment

Current Status: DRAFT (Not Validated for this Status)
Major Department: A020100 - G Serv/Admin Transformation
Job Code(s): HR024

Save
Print

Contact ] Recruitment Im‘o] Position Descripﬁon} REP Comment |Status Histowl Person Hireﬂ'

Logged Events *

|
|
|

[
[
[ ]
[

| =

* Data collection began January 17, 2005

Add Comment
EditView
Delete Comment

Detail for Selected Comment

Comment Last Updated By: |

This tab is for comments associated with the individual PVL. These comments are created by staff that are
authorized to “update” the PVL. Only the creator or OHR staff may update a comment entered here. Only
users with the proper UDDS authorization can access this tab. Those who have access to the tab can View

all comments.

Also listed on this tab are system generated Comments (called Events), such as ‘16-Month Notice Sent’, etc.
Existing comments are displayed in order by Create Date with the most recent Comment on top.

Comments

<Add Comment>

Click the <Add Comment> button. A pop screen will appear. Enter the comment and click
Add.

<Edit/View>

To edit or view a comment, click on the comment line in the top section of the screen
(the background color of the comment will be dark red) and click the <Edit/View>
button.

<Delete Comment>

To delete a comment, click on the comment line in the top section of the screen (the
background color of the comment will be dark red) and click the <Delete Comment>
button. Only the person who created the comment may edit or delete their comment.
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Status History Tab

The data on this tab is not modifiable. It displays the history of statuses that a particular PVL has had.
Anyone with update or view access can view the status history of a PVL. The statuses are displayed with the
most recent status on the top line by status effective date (MM/DD/YYYY).

Possible Statuses:

. Draft

o Entered

o Department Approved
o Division Approved

o Division Hold

o C&T Approved
. OHR Hold

o Released

o Filled

o Revised

o Hire Pending
o Cancelled

o Hold

pg. 24
JEMS | Position Vacancy Listing Manual
Last Reviewed 10/04/21



Request for Authorization to Recruit (RAR) Tab

The Request for Authorization to Recruit data is required for all PVLs when the proposed salary is 75% of
the UW System President’s current salary, this tab only appears when the RAR is required for the PVL.

Field Description

Describe the principal duties briefly as how it should appear in the RAR form when
it is forwarded to UW-System for the salary approval

Indicate why it is necessary to recruit at that salary level. At the end of the

Description of Duties*

Salary Justification* paragraph, add “(see attached salary information)”.
The date the market data is sourced is always required.
Current Status Status of the RAR. The statuses are Approved, Cancelled, Pending & Revised
Date the request is sent to the Provost to be forwarded to UW-System for
Sent to Provost
approval
Salary Maximum The requested Maximum Salary for this PVL.
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Actions Menu

File Edit [0 Tools MainMenu OHR Actions Window Help OAAPP DVLP

[Py 2 Submit  keT. OHR Recruitment Consultant =1x
Approve Current Status: DRAFT (Validated for this Status)
Major Department: A020100 - G Serv/Admin Transformation Save

Reject

Tran 200034 :
Fancel Job Code(s): HR024 Print
Hold RECRUITMENT
Car Uncancel hyTite | Contact | Recruitmentinfo | Position Description| ~ REP | Comment | Status History | Person Hired |
Unhold
Rec Finish  [Standard Recruitment L]
PVL Type * ﬂm Empl Class * W AS TerminalRenewable IW ﬁ
Fositien /1112022 S 0111212021 Job End
Available Consideration
Title(s) * Number of Positions
Job Code Job Hame Being Recruited ,—
j Recruitment Specialist | i !
ESes 0 Work Location [Pamal j |Thl5 position Edit

Caregiver Law Review '/ >

Business [, o Recruitment Consultant
Title

Hiring Department(s) * Major T e Funding

Dept ID Hame Dept Approved Date Apprmd VCRGE |N0 _] Studies |N0 j
:I G SeniAdmin Transformation ND bl | B Fund  Prog ACEL
A l i | - -
hd| l =

Add Dept Delete Delelc

Use the ACTIONS portion of the menu to modify the Status of the PVL.

Action Description
Submit Used to move the PVL from Draft to Entered status.
Used to move the PVL from Entered to Department Approved status.
Also used to move the PVL from Department Approved to Division Approved
Approve i .
status (program checks to see the current status to determine which of the 2
statuses is appropriate).
Reject Used to move the PVL to a prior status (e.g., from Dept. Approved to Entered).
Cancel Used to Cancel further work on a PVL.
Hold Used to temporarily suspend work on the PVL.
Used to place the PVL in the status it had just prior to the Cancellation so that
Uncancel
work on the PVL may resume.
Unhold Used to remove the Hold on the PVL so that work on it may resume.

When an Action is selected the PVL data is checked for completeness and integrity. If no errors exist, a
“successful” message appears indicating the status has been changed. Note that the “Current Status
“display is modified to reflect the new status.

Note that the Department may not modify the PVL after the PVL is Department Approved (which effectively
forwards it to the Division for further approval) and the Division cannot modify the PVL after it is Division
Approved and submitted to OHR for further review.
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Person Hired Tab

Eile Edit Actions Tools MainMenu OHR Actions Window Help QAAPP DVLP

| 200034

e

s |

Once the PVL s filled when the appointment is pushed in to HRS, this tab will display the appointment

information of the person or persons hired to fill the vacancy.

This tab will display the following:

Emplid

Empl Record
Person Name
Title

Dept. ID/Name
Business Title
Position Number
Start Date

Initial Appointment Percent
Base Salary

Pay Basis
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Field

Description

SH/SV Reference Check
Button

This button is used for the Sexual Harassment/Sexual Violence automated
reference check process, to be compliant with the reference check requirements in
the RAS policy (https://policy.wisc.edu/library/UW-5008).

JEMS Department and/or Division users enter the name and email address of final
candidate(s) and reference(s) to send email invitations. The invitations will contain
a link to a web form where they are asked to answer the required SH/SV questions.
When a finalist has been selected, they should be sent the SH/SV invitation prior to
extending a formal offer.

For detailed instructions, please see help document found here in the Reference
Check section of Recruitment toolkit.

Error(s) Window

TransactionID | 200034

PVL Type * [R
Position I‘
Available

Title(s) * —
Job Code

Bl ..

Hiring Departme
Dept ID

R\l 2020100
B

If errors were found when you attempted to change the PVL’s status, an Error window will display with:

ﬁ PVL# 200034 - DRAFT - OHR Recruitment Consultant

OPEN RECRUITMENT
core | salaymie | contact

PVL Error List

A Go To Error |Cr‘rtica|

Add Dept
1 Go To Error |Cr'rtir:a|

File Edit Actions Tools Main Menu OHR Actions Window Help Refresh ErrorList QAAPP DVLP

Current Status: DRAFT (Not Validated for this Status)
Major Department: AD20100 - G ServiAdmin Transformation
Job Code(s): HR024

Print

Recruitment Info | Position Descripﬁnn' Comment | Status History RAR \ Person Hiredl

Recruitment | [ Erfor Check for PVL # 200034 OHR Recrutment Consultant

This PVL has been error checked for ENTERED status.
6 Errors Found

Close

The "Go To Error® button will take you to the problem data. To review the next error, select 'Refresh Error List' on the menu bar.

EFatai
Go To Error |Cr'rticz|
Go To Error |Cr‘rticz|
Go To Error |Cr‘rtica|

Error Action
cruitment Type. L

Error Message
The Recruitment Type is

Bl Ficase Enterthe

Principal Duties Text is Required for This Status j Please Enter Principal Duties Text

Status

Min Yrs and Work Exp Text is Required for This j Please Enter Min Yrs and Work Exp Text
sting on the web. j

‘Mumonal Application Procedures required if
po

(Deadling) Date (Deadline) Date Field or Change the Recruitment
ype

Minimum Pay Must Be Equal To Or Greater Than j Please Enter A Value Equal To Or Greater Than

\A Waiver cannot have an Assured Consideration j LPIease Clear the Assured Consideration

Lowest Title Box Minimum Salary The Titles' Minimum Salary

-
-
-

-

=
s

-
-
-

1. The status for which the PVL was validated.

2. The number of Errors.

3. The Error Message and, next to it, the Actions needed to fix the error.

4. A <Go To Error> button that will take you to the field needed to correct the error.
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Tools Window

gilz Edit Actions [EERTH MainMenu QHR Actions Window Help QAAPP DVLP
e Error Check Current Status
Error Check Next Status

Search PVL 4
Search RatefTitle Change System  »

Salary Basis Conversion Calculator
Merit Pay Increase Schedule

C Basis Pay Periods

Brint PVL

'OHR Recruitment Consultant

e T e .| BB o =
== _ =

PEW FUSIIDI P | L] Academic Staff ba | Renewable Appt ~ ~ _]

[ im0t |
[- HF“_JF—-\IHH‘\'\‘V'|~H\‘_H '
m fatia.=] s poston el

If you wish to check the PVL for errors without having to change the status of the PVL, use the Tools Menu.
From the Tools menu, you can check for Errors at the Current Status or for the next status that would
advance the PVL, e.g., from Draft status, you can validate the PVL for Entered status without changing the

PVL'’s status to Entered.

Note that, if you are in Edit mode, the PVL is validated for whatever the current status may be when you
close out the record. On closing out the PVL, if you get a list of errors which are “Critical” or
“Informational”, you may still exit the PVL without correcting the data. However, the errors must be

corrected if you wish to move the PVL to the next level.
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Printing a PVL/Waiver

[5 PVL# 200034 - DRAFT - OHR Recruitment Consultant x|
Current Status: DRAFT (Validated for this Status)

) Major Department: A020100 - G ServAdmin Transformation Save

TransactionID | 200034 Job Code(s): HR024 Print
Tl
OPEN RECRUITMENT

Core | Salayitle | Contact | Recrutmentinfo | Position Description|  REP | Comment | Status History | Person Hired |
Recruitment* Stanc [* Print PVL# 200034 - Draft- OHR Recruitment Consultant =10 x|

e .| Print PVL

Position 01 E
Available Currrent Status: Draft

PVL Number | 70[I[Ikf Major Department: AD20100 - Admin Transformation

Title(s) *
Job Code Title(s): HR024
-/
SRECL el Person(s) Hired

* Administrative - [ T
" Public - [
" Person Hired

-

" Status History

Hiring Department(s
Dept ID

.
=
=

Add Dept

PRINT/PREVIEW REPORT |

Close |

A

ADOBE ACROBAT READER installation is needed to be able to print a PVL.

The <Print> button in the PVL’s upper right corner can be used to access the Print PVL screen. The Print PVL
screen may also be accessed from the File pull down menu and the Main Menu screen. On the Print PVL
screen, select which report you wish to print and then click the <Print/Preview Report> button.

You must have your browser set to accept Pop-ups from this site to print from PVL. After clicking the
<Print/Preview Report> button, the system launches Adobe Acrobat and the report appears in a separate
window. From this window, you may then send the report to your local printer, if a hard copy is needed, or
you can choose to save the PDF.

Only one PVL may be printed at a time. If you want to print more than one PVL, you may change the PVL
number on the Print Screen to print a different PVL.

Available reports:
e Administrative — Includes funding, prior incumbent’s name/appointment ID (if waiver), name and
reason for the waiver, comments for the PVL, etc.
e Public—The Released PVL for Open recruitment (the data as it would appear on the Web listing).
e Person Hired — Only available after the PVL has been filled and only available to the users with the
hiring department authorization for the PVL. This report adds a cover sheet to the Administrative
report with details on the person hired for the recruitment.
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Searching the PVL System

\

How would vou like to proceed?

Feature Description

List PVLs Displays a list of PVLs based on the criteria entered.

Displays a list of notices sent out for the selected time period. Notices include 16-
month warnings, Notice of Removal from Web Listings, etc.

List Warning Notices
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List PVLs Query Screen

PEPVL Queries - ListPVLs | %

List PVLs
Close

Critetia \ Resulis]

Search Criteria

— DeptlD ———— Status Recruit it Type Submit

Find PVLs
Current Stat -
With Dept ID hd uire vs | = [+ AllPVLs Clear
Status | =l " Open PYLs
specified Dept 1D Must ©* Yes
Be the Major Dept?  No As of (From) |07115/2015  to [07/15/2016  Waivers
Find PYLs with
Job Code ﬂ Empl Clags -
— Search Principal Duties
Search For | j ‘

Hints

* Usethe selection "All of the YWoards" to search for one ar many wards

* |[fyou type the waords and, or or not within a phrase then the search will look far the entire phrase. Example: a search
forthe phrase "french and italian" will look for instances of the entire phrase (including the word and).

* Select"Word that Starts With" to truncate a word. For example type "psych” in order to search for
any ofthe following words: psychology, psychiatry, psychological, ete.

The Query Selection screen is used to create individualized queries not restricted by UDDS authorization.

Field Description
Find PVLs with Dept. ID | Enter a full or partial UDDS code(s) or leave blank to see results regardless of UDDS

If you want to see only a specific status as of today, select a specific current
status. If these fields are left blank, it will default to search for all statuses.

Current Status and Status

Empl Class Choose Empl Class. If left blank it will search for all Empl Classes.
Job code Specify a full or partial title code (e.g. AE or AEO0O8)
Yes = Select all PVLs where the specified Dept. ID is the Major Department.
Hiring Department No = Select all PVLs where the specified Dept. ID is the Appointment
Department.

The “From Date/To Date” must be specified. The default date range is one year
from the current date.

The search Default is All Recruitment Types. Or you may be limited to Open
Recruitment or to Waivers only.

If you are looking for a PVL having certain content within the Principal Duties field,
you can enter the words you wish to find within the field. For example, if you
need to find all PVLs with the term ‘zoology’ embedded within the Principal Duties
field, you can search for that term.

Action: - Click on SUBMIT

Result: - The Query Results appears in descending PVL# sort order.

Status Effective Date

Recruitment Type

Search Principal Duties

Submit
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List PVLs Query Results Tab

= ;

PVL Number v | L Ase

o

A summary of the Selection Criteria appears in the scrolling region in the upper part of the tab. Default
sorting of the Results List is by PVL Number descending order. Change the sort order by using the <Sort By>
drop down menu and the Ascending/Descending radio buttons.

Navigate to the PVL by clicking either the <View> or <Edit> button or Print from this screen.

Create a hard copy of the results by clicking the <Print List> button. The list can be printed as a .PDF or the
data can be sent to an Excel spreadsheet (Excel program is required for this option).
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