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Creating Job Requisitions
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JOB PROFILES 
A job profile is the foundation of all jobs or positions in your organization. Job profiles identify and define 
general job and position characteristics, such as the job title, job description, compensation, and more. 
Job profiles can also describe recommendations around qualifications such as languages, training, or 
work experience. Job Profiles are created in HR Core.  



The position management staffing model 
gives you the most control over staffing. 
With position management: 
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o You must have an open, approved position in the supervisory organization to 
hire, promote, demote, or transfer a worker. You define separate hiring rules and 
restrictions on each position.

o A position remains open until you fill or manually close the position.
o You can move positions from one supervisory organization to another as part of 

a job change.
o You can report on open and filled positions, track position history, and more.



From the search bar, type Create Job 
Requisition
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Create new position
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Create New Position 
only used when we add 
to staff and a Job Profile 
is set up. If it’s a new Job 
Title get with 
HRIS Admin to set up

Under Supervisory 
Organization: Type name 
of the Supervisory 
Organization (Name of 
Manager)

Worker Type: Employee



Add number of opening(s)
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Number of Opening(s)

Enter exact number of 
positions you are 
looking to fill

Note, number cannot 
be changed if it's used 
for a backfill

Click here 
to edit



Add Reason
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Reason Options
- Create Job > Backfill/Replacement 
(Used if replacing an Employee) In this 
case it's better to use “for exiting 
position” see other document

-Create Job > New Headcount (Used if it’s 
a new Approval for new FTE)

-Create Job > Previously Approved 
Headcount (Approved Previously but new 
FTE)



Replacement Type
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Replacement 
For: Type 
employee 
(Note the term 
process must 
begin before 
posting if it’s a 
backfill.



Select Recruiting Instruction
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Recruiter can 
select if posting 
External, 
Internal or 
both.



Update Dates
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Dates:

Recruiting Start Date: Do not 
use future Start Date. Use date 
creating the requisition.

Target Hire Date: When you 
plan for EE to start. Can use 
same as recruiting start date.

Target End Date: Use 6 months 
from posting date. (Can repost 
if needed)



Referral Plan
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Select Referral Plan. 

Select if you have a 
referral program. 
Interns are left empty 



Job 
Description
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*Copy and paste 
special Job 
Description from 
Word

Paste: Job 
Description



Leave Skills blank
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Fill out what you need but can be left 
blank

6/4/2024 14



Select Company Name 
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Select Cost Center: If missing new cost 
center needs to be set up in Core
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Can attach documents as backup
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Compensation
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Compensation: If 
Grade Level 
programmed

Salary can be 
entered: Advise to 
add the midpoint as a 
guideline for the 
recruiter



Assign Role
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Role: Primary 
Recruiter must be 
selected. Note, if 
there is no recruiting 
security set up for the 
employee they cannot 
be selected. If you 
want multiple 
recruiters add name 
under assigned to. Do 
Not click on Add.



Review and Submit
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Next step will be sent for approval-DDMI HR 



Navigate to Inbox
-Step completed by Maria M for DDMI
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Review and approve for accuracy 
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Select where to post
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This should be your location 
and internal (or if posting 
external)



End date is always the day after end date 
of posting 
*Only post for your location
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End date is always the day 
after you would like it 
posted 



Job Requisitions can be found under 
Jobs Hub section (If a recruiter)
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Candidates applying for 
job
These steps will show both what the recruiter will view and 
what is expected from the candidate.
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To view external posting click external 
posting URL
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Website view

6/4/2024 28



Internal candidates can view postings 
here
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Internal Candidate: Can view 
Internal job posting and apply here
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Can sort by clicking on Browse Jobs on 
the side

6/4/2024 31



Internal Application (1 of 3)
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Internal Application (2 of 3)
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Internal Application (3 of 3)
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External view of application process
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Create an Account
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Applicant 
questions they 
will complete
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Candidate will complete required fields 
and will review the confirmation page



Recruiter view
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You will 
know what step is 
next based on the 
Review icon under 
“Awaiting Me” 



Select next steps for candidate 
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Phone screen
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• Select Date of Phone Screen

• Enter Name of Recruiter that completed the Phone Screen

• Select Recommend or Do Not Recommend



Manager review
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Will also show in Inbox
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Manager: Click on proceed or do not 
proceed
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If completing an assessment: Log 
assessment date, any comments and type 
of assessment 
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Interview or create an offer
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    Scheduling an interview
    Conference rooms can be added
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Review and click Schedule 
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Review, add manager who will be 
completing interview, and click OK
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Don’t click on Open until feedback is 
completed by Manager- this is who will be 
on the meeting notice 
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Send meeting invite 
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Note: Manager name included but if video you 
need to forward meeting notice to candidate



Candidate to complete questionnaire 
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Example of 
Application
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Scheduling an Interview
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Notes can be completed here 
but should only be 
completed by recruiters 



Check Inbox
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 Manager will need to send feedback
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Manager
provides 
feedback
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Note: 
Feedback is 
not sent to 
manager 
until 
interview is 
completed



Click on Move Forward to make an 
offer
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Fill out mandatory* items
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Change 
Salary only. If 
other items 
wrong, get 
with CORE



Can add one time payment, if needed
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Initiate offer
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Create offer letter
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Update letter format, if needed
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Green font pulls 
from 
requisition. If 
incorrect, req or 
core needs to 
be corrected



Recruiter: Review and then Submit
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Comp partner to review awaiting task
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Review and Submit (if approved)
Don’t Accept if update is needed
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Candidate reviews and accepts
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Once accepted, tasks will show for 
candidate 
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Candidate completes info
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Recruiter: Select HireRight 
Background Check
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Choose background package
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Note: Once background 
check completed, move 
ready to hire



Scheduling an interview
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Once you see completion – 
next step HRCORE. 
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