
Talent - Creating a Job Posting (Requisition Process) (To Be)

Vacancy
(New Position
 New Funding
 Vacancy due to 
 pending separation)

Mgr. decides 
whether to use 
current pool or 

create an outside 
job posting
Current Pool

                     
Receiving List of Applicants 
                Process

Mgr. accesses 
System to start 

the process to fill 
vacancy

Mgr. enters in 
System level of  

HR services 
required

      Service Levels
a. HR to filter through 
apps. & give Mgr. list of 
recommended apps
b. HR to give Mgr. all 
apps and Mgr. does the 
filtering

Mgr. selects a 
pre-existing job 

profile w/in 
System or creates 
a new job profile

- System is loaded with 
class & subclass KSA's

Outside
Posting

Mgr. enters job 
posting date and 
other options to 
be included with 

posting

- System keeps history of 
modifications made to job 
profile

- Core competency (Library of 
profiles loaded)
- Develop Preferred Qual.
- Add on "Must Have" Qual. 
- Licenses & Certificates
- Desc. of specific job duties & 
work for that posting (mandatory)

Mgr. notes in 
System to whom 
applications be 
routed (who is 

responsible Hiring 
Authority-HA)

Mgr. chooses level 
of System 

notifications (e.g. 
alerts or e-mails to 

HA when apps. 
flow in or are 

ready)

- Newspapers
- External Recruitment
  Websites
- Publications
- Others

Mgr. decides 
within System if 

external 
recruitment 
postings are 

required

Mgr. exits 
System

No

System notifies 
Talent 

Acquisition for 
posting request

Talent Acquisition 
exports selected 
data in Word or 

Text format, 
chooses external 
recruitment site(s)

System 
automatically 

exports selected 
data & sends to 

external 
website(s)

External
WebsitesYes

Talent 
Acquisition mails 

or e-mails 
newspapers, 
publications 

selected data 

Talent Acquisition 
records cost 

and/or recruitment 
activities in 

System

Newspapers
Publications
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Receiving List of Applicants
                 Process

Assumptions:
- Customer determines service level
- Recruiter model is in place
- Job profile exits
- Allow non-competitive appointment if career path/ladder/succession plan exists

Average Value Added Time: 29 minutes
Average Cost : $19.90
Average Cycle Time: 5.49 hours


