FRESNGSTATE RECRUITMENT REQUEST

Human Resources PROCESS GU'DE

Overview

This step-by-step guide will show you how to initiate a Recruitment Request using the CHRS Recruiting function in the
MyFresnoState portal. Departments may submit a Recruitment Request for a temporary or probationary/permanent
appointment. Temporary appointments using the recruitment system must be longer than six months. (If appointment is
anticipated to be less than six months, please refer to the Short-Term Emergency Hire guide).

Upon identifying the need for recruitment, the Hiring Manager or administrative designee should begin the online
process for submitting a Recruitment Request following the instructions below. The hiring manager may not make an

offer of employment, written or verbal, to any candidate prior to receiving the necessary approvals from Human
Resources and the appropriate VP/Dean/Director.

Sign in to the MyFresnoState Portal

1. Goto http://my.fresnostate.edu/ and log in using your campus credentials.

Campus Login Services

Username:

Password:

Forgot password?

2. Navigate to the e-Recruit tile, then select Recruitment Request.
CHRS Recruiting
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3. The Recruitment Request page will display. To begin a new request, click the “Add New Value” tab.

eRecruit
Recruitment Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

=, Career Opportunities

Find an Existing Value Add a New Value

| Recruitment Request
m 4 Search Criteria

F] Short Term Temporary Hire Search by: [ Job Opening Requisition ID v |=

E~] Pending Approvals

Search Advanced Search

4. Enter the effective date and the department ID number. (If you are unsure of the department ID, please visit the
HR webpage: http://fresnostate.edu/adminserv/hr/aboutus/find-team.html). Indicate if this is a new position
(addition to the department budget) or if it is replacing a prior employee. Select Continue.

Job Cpening Requisition IDYSHISFISFRGSHT Print Resuibment Request Hedp

asic Recruit Info  Position Informaticn chPlans  Posling Information  Applicant Atlachments  Atlachments

Job Opening Request

A4

Effective Date 01012021 [ Department 45435 L Human Resources

| would like to...

& Replace Existing StafiMPP Position{s)Employees(s)
< Request a New Staft/MPP Position

Wse the Continuous Recruitment Pool (Stalf only)

Request a Faculty Recrultment
Reguest & Job Posting for Unit 11 (TA, GA, ISA)

Personallze | Find | {21 B2 1of1 b Last
Empd ID Hama Position Number Reascn for Leaving Position
Q 00001234 O |Resigned w| 4] [=
Continue Faturn bo List Save for Laker Submit

5. Confirm the Job Code, Regular/Temporary, Grade, and Working Title. Department budget information will also
need to be populated. If the request is for a replacement position, this field should be populated. If the request
is for a new position, this information will need to be entered. Any questions should be directed to the Office of
Budget & Resource Planning at 559.278.3902. Select Continue
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6. Select the Job Posting Period from the drop-down menu. For staff positions, the minimum posting period is 14
days. For Management Personnel Program (MPP) positions, the minimum posting period is 30 days. Indicate the
search committee member names in the text box. If members are unknown, indicate unknown at this time or

TBD. Select Continue.

Job Cpening Requisition ID35S5S5530858559 [ Print Recnuitmssnt Request Help
Basic Recnil Infa Poaition Infanmation Laarch Plans Posting information Applicant Aftachments  Allachments
Other Advertising Options - Cost paid by hiring department View Al | 2 First (4 1of1 p Las
Murketing 1D Description
4 T =
Authaorized Amount £0.00 Job Posting Period > 'h-_

Saarch Comamiias

Retum o List Save for Laser Subimit

7. Complete each of the fields on the Posting Information tab. Fields that are required are marked with a red star.
Information can be copied from the position description document. Select Continue.

8. All Recruitment Requests require a Background Checklist and approved Position Description. To attach these
documents, select Add Attachment (a) and upload the appropriate files under Attachment Type (b). A blank
Background Checklist can be found on the HR Forms webpage
(http://fresnostate.edu/adminserv/hr/aboutus/forms/index.html).

Recruitment Request Attachments

You have not added any attachments

Add Attachment

Back Return to List Save for Later Submit
Basic Recruit Info Search Applicant Attachments
a.

Recruitment Request Attachments

“Attachment Type Fosition Description b

Code: ) .
Background Check Questionnaire
Other
Special Consultant Agreement

Save & Return g . \

Special Consultant Worksheet

Note: Be sure to use short file names. The system will not accept files with long titles.
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9. You may add any other relevant file under the “Other” file type. (i.e. VP or President approval).

10. If incomplete, you may click Save for Later. Please be sure to note the Recruitment Request ID#. This will allow
you to save and return at a later time. Once complete, you may click Submit. The system will notify you if any
required fields are missing. When the request is successfully submitted, you will see the approval chain.

Short Term Hire Approvals
Inititally Submitted for Approval
ShortTermTemporaryHire

= Short Term Hire:Pending
ShortTermHire

Pending Not Routed Not Routed Not Routed Not Routed
(© HRAnayst —{F— @I":Elélﬂggpprovers —{#|— | & Reports To Manager | —{F— | & wanager Level 2 | {H— HR Technical | —{#]

Back \ Continue Retuﬂ&i\ Save for Later Submit

Basic Recruit Info Search Applicant  Position Information Aftachments  Approvals

11. The HR Consultant will contact the Hiring Manager or administrative designee once the request is approved. The

position will be posted and advertised using the PageUp applicant platform. Applicants will be able to submit
their materials through the Fresno State Jobs page.

STAFF AND MANAGEMENT (MPP) JOBS

* New and Returning Applicants
= Current Employees
» Temporary Hire Applicant Pool

FRESNGSTATE

v

IFORNIA "B

UPIVERSITY
RESNO

Current opportunities

Position Location Closes

APPLICANT LOGIN
SETUP JOB ALERTS

Refine your search

Teaching Associate in English Fresno Open until filled

Determinant on successful TA Eligibility and Department Eligibility, The Department of English is seeking

Qradusts studante ac s Tanchina Accasiate
=SS

LTy PO e VR

12. After the posting period, applications will be released through PageUp. The search committee will be provided
with access and training on using the PageUp system. Questions should be directed to your HR Consultant.
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