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Creating Job Requisitions  
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Pay close attention to these following fields on the requisition: ...................................................................... 
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Creating a Requisition from an Approved Position Description  

1. To begin the recruitment process, locate the APPROVED Position Description from your Position
Description Library.  To do this, you need to click on Manage position descriptions and create a
new requisition  from:

a. Dropdown  Menu

b. Job description tile

2. You will be on the Job description page where you may search 
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D. Sponsorship for Position:

1.
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Creating a Faculty Recruitment: 

1.
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