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Approvi ng a Job Profile (from Dashboard)

1. Locate the My Jobs panel on the Dashboard

IcIMs @} Create~ Search~ Report~
i My Jobs boa
Pending Approval

Job
Department
JobID Description
. : Name
Title
Undergraduate
Human
Resources
Human
Resources
11 - Admin
Approved, Not Posted
No Results
Approved, Posted |obs
No Results
i My Divisions Metrics Poa
My Closed in Last 12 Months 0

My Time to Fill (Approved to Closed J... N/A

My Time to Hire (Application Date to ... 0

Communicate v

i1 Needs Attention
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i My Audititems
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Library v
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it Candidates by Recruiting Status
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2. Click Pending Approval

icms ¢

2 My Jobs

[EE Pending Approval ]

Create v

Job
Job ID Description
Title
Undergraduate
2026- Student Job

Template -

Search v

Department

:Name

Human
Resources
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New Candidates
Faculty Offer Approval Period
New Hires Starting This Week

Jobs Pending My Approval

Jobs Pending Approval 7+ Days
Candidates in Same Status 7+ Days
Jobs Open 60+ Days

Offers Pending Approval 3+ Days

Communicate v

i Needs Atte

o BN o BN = B -

i Onboarding Tracking

i OB:Onboarding Data

ii Campus HR Resources

it iCIMS:Career Sites Por
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3. Click the job

) Search: dbr_PendingApprovalJobs Me

arch Form = New Template Qq Share # Edit Folder /& Posting Center Bl Cop =+ New Ta¢

arch Results (2 Found)

Job ID v Job Description Title Department : Name
2026-7560 Undergraduate Student Job Tem... Human Resources
2026-7370 Admin Support Assoc II - Admin Human Resources

4. Click the "Detail" tab

pate v Search v Report v Communicate v  Library v  Other v

yort Assoc Il - Admin B Pending Approval H 2026-7370 o Auburn, 2

dates Detail Description Questions Approval Postings Source
2w Screening Interview
0 TOTAL 0 TOTAL
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5. Review the information for accuracy

CIMS {} Createv Searchv Reportv Communicatev Libraryv Otherv Admin v LS LR Quick search... Q

< Admin Support Assoc Il -Admin [ Pending Approval H 2026-7370 9 Auburn, AlabamaUS  HiringManager:  Jenna Richards | jbr0040@. Recruiter:  Jenna Richards | jbro040@. o
Overview Candidates Detai Description Questions Approval Postings Source Forms (Job) EEQ Metrics
r )
Detail
a
General Information Job Posting Data
Employment Type Job Description Title
Non-Faculty Admin Support Assac Il - Admin
Mew or Replacemen Job Famil
New Administration & Operational Support
# of Openings Part or Full-Time
1 Full-Time
# of Remaining Openings Location
1 Human Resources

1550 East Glenn Ave Auburn, Alabama 36830 United States Lee County,

Map
No !

Contract Type
Continuing

Primary Position Number

160480

Assignment Compensation

Department pay Grade

101061 | Human Resources | AVF, Human Resources ASD6

N J

Job

Job Search

6. Click the 'Description’ tab

‘} Create v Search v Report v Communicate v  Library v

Admin Support Assoc Il - Admin [ pendingApproval 3 2026-73

verview Candidates Detail Description Questions Approval Postit

Detail
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7. Review the Description information

Create v  Search ~ Report~ Communicate v Library v  Other Admin v Quick search.. Q

< Admin Support Assoc || - Admin Il PendingApproval 3 20257370 @ Auburn, AlabamaUS  HiringManager:  Jenna Richards | jbro0d0@. Recruiter:  Jenna Richards | jbronso@.. o o

Overview Candidates Source iForms (Job] EEQ

scription Questions Approval

Description

Job Description

Overview

Provides administrative, financial, and general derical support within an administrative department or program
with responsibility for a broad variety of office support duties and tasks.

Performs clerical responsibilities, including ordering office supplies, greeting visitors, directing incoming
phone calls to appropriate departments, and sorting and distributing mail efficiently.

Serves as the primary peint of contact for conference room and department vehicle bookings across the
department.

Provides assistance to enline applicants by resetting passwords and ensuring access to profiles.
Supports the onboarding process by assigning Banner ID numbers to new employees

Assists with the coordination of interviews, events, and projects for various units within the Human
Resources department to ensure seamless operations.

Monitors building conditions and submits work orders to maintain a safe and functional environment.
Oversees timekeeping activities, reviewing submitted time entries for accuracy and addressing
discrepancies with supervisors as needed.

Tracks and reports data on daily incoming calls and visitor interactions to identify trends and improve
service.

Acts as the designated pharmacy liaison for all Human Resources employees.

Facilitates the distribution of student and employee paychecks, serving as the key contact for pickups.
Authorizes TES Chargebacks, ensuring proper documentation and compliance.

High School High School Diploma or equivalent and 4 years of Experience in clerical and administrative
support services
+ None Required

SUBSTITUTIONS ALLOWED FOR EXPERIENCE: Yes, When a candidate has the required education, but lacks the

required experience, they may nermally apply additional appropriate education toward the experience
ranuiramant 3t 3 rate of ana £11 waar ralewant aducatinn nar uaar of renuired avaerienra

Job Search lob

8. Click the 'Approval’ tab

parch v Report v Communicate v  Libraryv  Other v  Admin v

cll-Admin B PendingApproval H 2026-7370 9 Auburn, Alabama US

tail Description Questions Approval Postings Source iForms (J
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9. Enter any edits or notes in the Approval Notes text box

Utilize this area if changes are needed within the Detail or Description tabs

. Admin SupportAssocII—Admin I Fendingapproval 20267370 @ Auburn, Alabamaus  Hiring Manager:  Jenna Richards | jbronso@... Recruiter:  Jenna Richards | jbrood0@...
Overview  Candidates  Detail  Description  Questions  Approval  Postings  Source  iForms(Job)  EEO Metrics

A Edit

Approver(s)

@ This approval process is currently in progress.

Approver Phane Date Status Resend Skip
Delys Wiggins 2/25/2026 12:51 PM Viewed A
You can decline this from this page.

Please enter any comments or notes you have and then choose Approve or Dedine. If you do not click one of the buttens below, the approval/decline will not complete.

Approval Notes

More v

Approved|

10. Click Approve or Decline

Approver(s)

o This approval process is currently in progress.

Approver Phone Date Status Resend

Delys Wiggins 2/25/2026 12:51 PM Viewed E

‘You can approve or decline this pending job from this page.
Please enter any comments or notes you have and then choose Approve or Decline. If you do not click one of the buttons below, the approval/decline will not complete.

Approval Notes

Skip

Approved.
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