B AUBURN UNIVERSITY

Creating a TES Job

1. Click Create

ICIMNS | Create v

My Division's Job : A

Pending Approval

&
Supervisor :
e . . Department:
Job ID  Job Description Title Full Name: First
Name Ba
Last
2025-  Mgr, Academic ) Human
5 Teddy Richards Pa
7222 Compliance Resources
2025-  Megr, Academic Human

2025~ Slflcle Teddv Richards

2.Select Job

ICIMS Create ~
S .. -

Pending Approval

b
Supervisor:
v - : Department:
JobID Job Description Title Full Name: First
Name *
Last
2025-  Mgr, Academic ) Human
: Teddy Richards ¥
1222 Compliance Resources
Mgr, Academic Human

Taddwv Dicharde
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3. Click Template field

B Create Job
X Cancel m

JOB TEMPLATE

Template *

[ -Select-

4. Enter the appropriate job title in the template search and select the most applicable job
template for the position.

Position must be equivalent to the job duties that will be performed, as well as the
minimum qualifications required to perform the job.

M Create Job
X Cancel m

JOB TEMPLATE

Template *

-Select- v

IQTES\ ]

Select-

Assistant Professor Nursing Template (Test)

TES - Administrative Support Associate Template ]

TES Test
TEST Project Manager Roles at AUM

5. Click Next

M Create Job

JOB TEMPLATE

Template *

l TES - Administrative Support Associate Template
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6. Enter Length of Assignment (In Months)

i Create Job
El 4= Previous

GENERAL INFORMATION

Employment Type

Temporary v |

Length of Assignment (In Months) *

| |

Selection Type

7. Click Selection Type and select Recruitment or Direct Hire.
For this example, we are using Recruitment.

Employment Type
Temporary

Selection Type *

-Select- v

-Select-
Recruitment

Direct Hire -

-Select- v

8. Click and select New or Replacement

For this example, we are using New

(biank)

New or Replacement *

-Select- v

-Select-
New

Replacement v

]
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9. Enter # of openings

The number of openings entered must accurately reflect the positions available for hire.
Postings will remain active for a maximum of six (6) months or through the end of the semester,
whichever occurs first. Once the specified number of openings is reached, the posting will
automatically close once candidate is hired.

New or Replacement *

New v ‘

# of Openings *

E

10. Edit Job Posting Title field

JOB POSTING DATA

Job Description Title

TES - Administrative Support Associate Template

Job Posting Title *

Location *

11. Type and Select the appropriate Location

Location *

-Select- v

@ Human Resources|

-Select-
Facilities Human Resources | Facilities Mgmt - Fac Bldg 1 | Auburn University | Alabama |
36849 | United States

Human Resources | 1550 East Glenn Ave | Auburn | Alabama | 36830 | United States ]

Human Resources | AUM | Montgomery | Alabama | 36117 | United States
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12. Type and select the appropriate Department

ASSIGNMENT

Department *

-Select- v

QA Human Resources

-Select- 2
102010 | Facilities Human Resources | Vice President-Facilities Mgmt

101061 | Human Resources | AVP, Human Resources ]
271100 | Human Resources AUM | Financial & Admin Services AUM v

13. Type and select your Campus HR staff

Campus HR Leader *

-Select- v

[QF Type to Search — ]

-Select-

-_—— >

Abbi Brown | barrabb@auburn.edu | Director of Employment

Abigail Chambers | abp0035@auburn.edu | Human Resources Generalist I
Abigail Cross | alc0117@auburn.edu | Human Resources Generalist [

Amanda Malone | malonad@auburn.edu

Amanda Smitherman | ahs0026@auburn.edu | Sr. Manager, Human Resources
Amy Bruce | robera2@auburn.edu | Mgr, Employment Services

Andrea McAbee | mcabeac@auburn.edu | Sr. Manager, Human Resources

Angela Cannon | arl0047@auburn.edu | HR Business Partner ]

Angela Nonnenmann | anonnenm@aum.edu | Executive Admin Associate

Arne iICIMSTestProv User Admin | emp38@person.icims.com | User Admin v

Tl JL”

14. Type and select the appropriate Supervisor field

The user who creates the job posting will automatically be listed here; if that is not accurate,
please search and select the appropriate user. The supervisor is the individual who is directly
responsible for assigning work and managing performance.

Supervisor *

ﬂ Kinara Autry | kjs0037@auburn.edu | Admin Support Assoc II - Admin v

iCIMS - Creating a TES Job



A AUBURN UNIVERSITY

15. Click Add Search Committee or Application Reviewers

Supervisor *

Kinara Autry | kjso037@auburn.edu | Admin Support Assoc II - Admin v

Search Committee or Application Reviewers

[ Add Search Committee or Application Reviewers ]

16. Search and add Application Reviewers if needed.

This is not a required step.

Search Committee or Application Reviewers

— Amy Bruce | robear2@mailanator.com | Talent Acquisition Specialist, ITI

Amy Bruce | robera2@auburn.edu | Mgr, Employment Services

o
CUIWVIT LINOAT VN

17. Enter the Minimum Pay Rate

COMPENSATION

Pay Grade
(blank)

Posted Min Pay Rate *

-

‘ UsDs$ v "[ 15.00|

18. Select appropriate frequency (Hr. or Yr.)

Hr. = Hourly
Yr. = Yearly

Posted Min Pay Rate *

UsDs$ v 15.00 Il Hr.
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19. Enter the Maximum Pay Rate

Posted Max Pay Rate *

|USD$ v [23,001 Yo ov

20. Select appropriate frequency (Hr. or Yr.)

Hr. = Hourly
Yr. = Yearly

21. Select the appropriate Billing Code
TES billing code will always be 1197-399 Auburn University Temporary Employment

SCREENING

Reference Check Survey

(blank)

Billing Code (for References or Background Check)

Available Selected

1197-398 Auburn University Student Employme & a
1197-617 Administration 0 >
1197-618 AU Montgomery

1197-873 Auburn Univ - HR Faculty, Research ¢
1197-874 Auburn Univ-HR Faculty, Student Affa
1197-879 Auburn University Graduate School E [ ¢
SS (Non-Faculty) Office of the President

Background Check Package
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22. Click the arrow to move from 'Available' to 'Selected'

SCREENING

Reference Check Survey

(blank)

Billing Code (for References or Background Check)

Available Selected
1197-398 Auburn University Student Employme & a

1197-399 Auburn University Temporary Emplo L ]
>

1197-617 Administration

1197-618 AU Montgomery

1197-873 Auburn Univ - HR Faculty, Research ¢
1197-874 Auburn Univ-HR Faculty, Student Affa
1197-879 Auburn University Graduate School E | ¢
SS (Non-Faculty) Office of the President

SO Moo IPAAY Ve O alads Lildcca ¥

Background Check Package

23. Click Next

24. Review and edit the
JOB DESCRIPTION
Overview field

Overview *
Verdana 9pt A - B B /I U s
B E E = = — SR uwEDE R V- o

s 2
huburn Human Resources is excited to begin the search for a TES Admin Support Associate to provide
administrative, finandial, and general clerical support within an administrative department or program with
responsibility for a broad variety of office support duties and tasks.

Temporary Employment Services (TES), a unit of the Auburn University Department of Human Resources, is
an in-house support center established to meet the temporary employment needs of the

university. TES provides qualified and dedicated temporary employees in a wide variety of occupations to
meet the staffing needs throughout the campus. Temporary employees are hired for a variety of reasons
with the most common being:

Assistance in the place of a regular employee who is absent for a specified period of time
Additional assistance during periods of abnormal or peak workloads

Assistance with special projects

Seasonal work

Emergencies

o0 oo 0

If you are looking for an employment opportunity, TES is a great way to showcase your professional skills
and assist Auburn University while gaining valuable work experience within higher education.
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25. Review and edit the Responsibilities field

Responsibilities *

A-B-B I US

;:E__—o"io?@

Performs multiple duties which are a mix of administrative and clerical in nature, which may include
but are not limited to data gathering, data management, correspondence, filing, calendar
management, event scheduling, mail distribution, answering phones, crganizing mail,
purchasing/ordering supplies.

Provides budget preparation, tracking, menitoring and auditing, payroll processing, travel/expense
voucher processing and aother accounting and financial tasks.

Coordinates approvals, ordering, and invoice payments for the department. Advises staff, students,
administrators, and clients of standard policies or procedures.

Acts as a point of contact to other departments, students, faculty, customers, and outside
agencies/vendors on behalf of manager, director, or department head.

Manipulates and prepares data and other information, databases, or reports using a computer.

May perform some administrative duties such as budget coordination, human resources
administration (beyond payroll entry), collection and disbursement of cash, checks, and other
negotiable items, preparation of reports, documents, and presentations, or coordination of complex
projects or events.

Verdana

L5

opt

BELR ¥ o

(1
[
1]
[l

i

May perform other duties as assigned

26. Review and edit the Qualifications field

Qualifications *
Werdana apl A-A- B 7 YU S
EEEEEEE_E—&’&?EHDQBT}* o

o High school diploma or equivalent plus 2 years of experience OR
@ Associate’s degree OR
o Bachelor's degree

Scope of Experience: Experience in clerical or administrative support services.

Press ALT-F10 for toelbar. Press ALT-0 for help

ICIMS Create v

27.Review and edit the Minimum  Create Job
Knowledge, Skills, and Abilities [ conce | (EENEREER

f' e I d Press ALT-F10 for toolbar. Press ALT-0 for help

Finis|

I«

Minimum Knowledge, Skills, and Abilities *
Verdana -~ 9pt -

— &£ 82 N B=E0R T o

igh school diploma or equivalent and four years of experience in clerical and administrative support
services.

Substitution allowed for Experience: When a candidate has the required education, but lacks the required
experience, they may normally apply additional appropriate education toward the experience requirement,
at a rate of one (1) year relevant education per year of required experience.

[+]

Press ALT-F10 for toolbar. Press ALT-0 for help
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28. Review and edit the Required Pre-Employment Screenings field

Note: If there are none listed, you will not be able to proceed. In that case, you will enter
‘Completion of a satisfactory background check] as this is required for all TES positions.

Required Pre-Employment Screenings *

t A-A-B 7 Y S

— PR EEOE0L T O

Verdana r 9

L5

Completion of a satisfactory background check)

bl

-—
B e—
Tem e

(Y
]
Il
Ml
il |
il

Fress ALT-FTUTor tooibar. Fress ALI-UTor help

29. Review the Why Work at Auburn field

Why Work at Auburn

IC

t A - B 7 S

— e mpE BB LYo

Verdana ) 9

o
||>

IA
I‘I

B
2
3

=r
I
il
Il
]
i

o Life-Changing Impact: Our work changes lives through research, instruction, and outreach,
haking a lasting impact on our students, our communities, and the world.

o Culture of Excellence: We are committed to leveraging our strengths, resources,
collaboration, and innovation as a top employer in higher education.

o We're Here for You: Auburn offers generous benefits, educational opportunities, and a
culture of support and work/life balance.

o Sweet Home Alabama: The Auburn/Opelika area offers southern charm, vibrant downtown
scenes, top-ranked schools, and easy access to Atlanta, Birmingham, and the Gulf of Mexico
beaches.

¢ A Place for Everyone: Auburn is committed to fostering an environment where all faculty,
staff, and students are welcomed, valued, respected, and engaged.

L Ready to lead and shape the future of higher education? Apply today! War Eagle!

Press ALT-F10 for toolbar. Press ALT-0 for help

31. Click Finish
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32. Click Global Approval List and select Global Approval List

Approval Email Edit Default Message
Note: If you do not customize the default message, the template for this approval type will be used.

Add Approvers Global Approval List v | select-
Person
Approve: Retatorat-Persom

Global Approval List No |

33. Click the Select field and select the TES Approval

@ This job is pending approval

Step 1: Select the appropriate ‘Approval Type' option in the Add Approvers Dropdown.
Step 2: Select the corresponding Persons or Global Approval List needed.
Step 3: Click on the 'Save & Begin Approvals' Button.

Warning: Clicking "SAVE" will not route this job for approval. You must click "SAVE & BEGIN APPROVAL" to execute the approval process.

Approval Email Edit Default Message
Note: If you tio not customize the defaulk message, the template for this approval type will be used

Add Approvers Global Approval List

= Selec

Q — Type to Search
Approver

Select:
Universal
Universal
Job Approval
Job Approval - Student
Manager Hierarchy (HM Manager, HM Manager +2)
Non-Faculty Job Approval

TES Approval

34. Click Save & Begin Approval

The posting will not save until the user has gotten to this step and selected one of the save options.

Save [ B\ Save & Begin Approval ]
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35. Approval and Posted updates will update on your dashboard under the My Jobs panel.

¥ My Jobs PoA

Job Description Department :

Title Name

Job ID

2026- Undergraduate

Human
3 =H]
7360 Student Driver 22 Resources

Closed (Filled) Jobs

[ Approved, Not Posted ]

No Results

No Results
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