Approving/Declining a Requisition or Position Description

1. When a position description/requisition is ready for review, an email notification will be sent. This email will
contain general information related to the role. Click the associated hyperlink to be directly taken within
PageUp.

NOTE: Users who are non-COV should click the link that is specifically indicated for use.

PD communication template (links indicated in screenshot)::
Position Description

pp E ) jobapproval.mkykhhb.gglm.lyvmbm@m.dc4.pageuppeople.com>

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe.

Hi JAMIE,
A position description for the Backup Dancer - Position Description Number: 70260 has been sent to you for approval.
You can approve or decline the position description or make changes before approving. Please discuss any changes with the Supervisor.

To review the position description, please click the following link to access the PageUp system:

View Position Description —

Please Note: This is accessible by computer onlyl Non-COV network users please log in HERE Lnd navigate to the Position Description library.

Kind regards,

Test Child Agency Recruitment Team

Job card communication template (links indicated in screenshot):
Job Requisition Approval

PP PageUp PD Approval <jobapproval.mkrmgpr.gglm.lyvmbr
DHRM) 1

° To * Norman, Jami

PM
here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pictures in this
message.
Hi JAMIE,
A job requisition for position Assistant Test Manager - Job Number: 5043174. has been sent to you for approval.

You can approve the requisition as is or make amendments as required before approving. Please discuss amendments
with the Hiring Manager. You can also decline the job if this requisition is not approved.

Quick reference job details

Job Title: Assistant Test Manager
Agency: Test Child Agency
Manager: Jason Recruiter,
Job Type:
Payscale: 4

To view the job
View requisition.

n in more detail, approve, provide comment or decline, please click the following link to login

Please Mote: Non-5S0 users please log in HERE. I

Kind regards,
Test Child Agency Recruitment Team




2. Review all fields completed on the Position Description or Job Card.

Jobs  People  Reports Recent items Quicksearch Q Ronald (-]

© Admin and Office Spec |
Ral i AOSII

from: PD-50 -

View applications

Position Info Notes Sourcing Documents Reports

REQUISITION INFORMATION

Reason: New Position v

Position Title and Number:* ROP00173 Q=
Details

Working Titler* Admin and Office Spec Il

Requisition Number: 492335

tically create
Role Title & Code:* Admin and Office Spec II Qs

Role Title: Admin and Office Spec ||

3. Once the position description/requisition has been thoroughly reviewed, click Approve or Decline based on the

review.
USERS AND APPROVALS
Agency Director: Q=
No user selected.
Hiring Manager:* Q=
Approval process:* Job Card Approval
1. HR Supervisor: Ronald Recruiter € You are here
Resend email to approver
Cancel
Recruiter:* LONI BROWN

Next page >

Please fill in all mandatory fields marked with an asterisk (¥).

Save a draft Approve Decline Cancel

a. Approve: Triggers a notification to go to the Recruiter and Hiring Manager on the requisition allowing
them to proceed with posting the role.
b. Decline: Triggers additional action to take, then will trigger the Recruiter to update based on feedback
provided. The Recruiter will complete necessary action, then re-start the approval process again.
i. Enter the reason for declining the role from drop down.



ii. Provide commentary for Recruiter.
iii. Click Save.
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ow Useful Links

Please select a reason as to why the job has been declined:*
Job not approved for posting +

Additional comments:

Test position - Decline
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