B AUBURN UNIVERSITY

GA Position Description

Submitting the GA Position Description iFORM
1. From your iCIMS Dashboard: Click on GA job

You may also navigate directly from your candidate from your ‘Needs Attention’ panel.

No Results
it Approved, Posted |obs - Dept
Job ID Job Title Primary Position Number Associated Division : External ID
2026-8442 TES Test |§3 111
2026-8268 TEST HR JOB - DO NOT APPLY Iﬂf 111
TEST - UHR Test Job- DO NOTAPPLYTO  GA4240 Bs 111
2026-8176 Talent Acquisition Student Assistant GB4241 [Bi 111
2026-8063 Talent Acquisition Graduate Assistant GA4240 |E§ 111
Closed [Not Filled) - Dept
No Results

2. o Click Candidates tab

© Click the Name you will be advancing to complete the position description.

IF \
ICIMS Create v

< TEST-UHR Test Job- DO NOT APPLY TO [ Approved 3 2026-8267 Q@ Auburn,AlabamaUS HiringManager:  Noelle Hattier | new0002@auburn.edu | Sr. IT Busine...  Recruiter: |

-
Overview Candidates Detail Description Approval Postings Source iForms (Job
All Candidates 4 ALL CANDIDATES (4)
» Applicant Review Phase 1
: O Name Status Time Since Action Time Sii
» Pre-Employment Processing 2 o
Dispositioned Candidate: ¥
¥; Disgositionsd candidites O Cathy iCIMS Test Candidate Application Received 16 days ago 16days
UNPIN FROM SIDEBAR * O B Twine Henderson Selected for Hire (Student or TES) 37 minutes ago 11 days
O [ =] Birdie Wing System Disqualified 5 days ago Sdaysa
O B Jojo Testcandidate GA Position Description 3 days ago 3 days a|

iCIMS — GA Position Description



B AUBURN UNIVERSITY

3. Click Advance

iy %

r N
ADVANCE

Advance candidate
cription Source (Workflow)

I&- oOffer %) Hired

@ April 2026

NKEDIN

4. Select GA Position Description

i

REJECT ADVANCE

Pre-Employment Processing L)

escription Source (Workflow) Match all of the following;

1 * Job:Employment Type is [Faculty] B

GA Position Description

Launch Actions Needed)
I8 Offer c h
Entrance criteria not met
@ Apt
To move the applicant(s) to the selected status, the
@ applicant must have been moved into the following ~ (®
status(es)
Match all of the following:
= Job: Employment Type is [Faculty]
i e Pending Contingencies I

Entrance criteria not met

5. Click iForm dropdown

Candidate Certification and Acknowledpemest Form

Ecertty that . thas appicaton et 5 of ey application are rue amd complete e the best of my Kamewiedge

olics may verfy the information | Kave farsisbed | . mission, or fls rvunds for mamebire dismiseal 0 oy Sequalily e fon emgloyment a thi instition. | authorize s nsttl

St gyl ool G o it el o & ity ack e gy, L o "

o K 204 ot exal sedechion process
[Ep——

o
besting s sppl -

o sgnatue
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6. Select GA Position Description

7. Click Edit

m &, Download > iForm Approval

iForms Center

iForm [Graduate Assistant Position Description

Auburn University

Student’s Name
Banner ID
Academic Program

Hiring Unit

The Graduate Assistantship provides the student with an educational experience in which they apply specific leaming such as functional knowledge, skill:

« = 60% of the student's duties and responsibilities are directly related to the program of study, and
= = 25% of the student’s duties and respor are Iclerical in nature, i.e. event setup and takedown, filing, copying

8. Complete Banner ID, GID/Username, Academic Program, Hiring Unit, Begin Date/Semester
and Alignment Statement.

Graduate Assistantship (GRADA) Position Deseription

A 2 oo sdicatn rogamal sty L1110 oo 1ot P 250 TR0 et o e 5 1 5200 R4S LRSS 12 EES T
s e pinla - :

o e vt ot o g bt -coudn e e evers ery 3535 o ctena v
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14. Type 'Student Signature’ in the field for Student Signature.

ey, ki, and ot gaedfrom Wi overal cducaborsl prograrm, whereby

Student Acknowledpement

15. Click Save & Exit

| Save & Exit

Graduate Assistantship (GRADA) Position Description

GID/Usermame:
twinetest

18. Click iForm Approval

Bl .~ Edit X Download

iForms Center

iForm \Graduate Assistant Position Description

Auburn University

Student's Name:
Twine Henderson

Banner 1D:
900000000

Academic Program:
test program

Hiring Unit:
test working unit
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19. Click Edit

/ Edit

iForm Approval

Approver(s)

@ This approval process has not been started

Approver Phone

20. o Click -Select-
© Select the appropriate Global Approval
- Graduate Assistant Position Description (GPO Only) is for a student who will be

working in the College of their Program of Study.

- Graduate Assistant Position Description (with Dean) is for a student who will be
working outside the College of their Program of Study.

Edit Default Message
Note: If you do not customize the default message, the template for this approval type will b+

o

\dd Approvers -Select- =

\pproval Email

Q — Type to Search —
Approver q il

-Select-

Controlled Technology Form
Graduate Assistant Position Description
Approval (GPO only)

Graduate Assistant Position Description

Approval (with Dean) v
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21. Click Save & Begin Approval

B save Save & Begin Approval

this specific approval. If no list exists

22. After all appropriate approvals are obtained, open iForm tab and click Send iForm

PN / Edit X Download % iForm Approval

iForms Center

iForm [ Graduate Assistant Position Description

Auburn University

Student's Name:
Twine Henderson

Banner ID:
900000000

Academic Program:
test program

Hiring Unit:

test working unit

25. Confirm option is selected to to send iForm request to the candidate.

Send iForm(s)

iForm/Packet Graduate Assistant Position Description T|

Expire When

iForm Display Name Expiration Date Completed

. Graduate Assistant Position
*  Description

5/6/2026 L x

Please select what action you would like to perform:

® Request Twine Henderson to complete this iForm.

O Request 3rd Party to complete this iForm.
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26. Email notification launches for candidate notification of iForm. Click Send.

Compose email Save as document
From Cilvetta JilesJohnson | csj0036@auburn.edu v

To Twine Henderson, twine@mailinatorn.com Cc/Bec
Template category All Templates a4

Template iCIMS:Form Request viE
Subject V:Recipient:3T{Person}.$F{MainCompanyName}:V - Request Form Completion

Associated Twine Henderson - TEST - U...

Recruiting Workflow

@ - AddVariable- B- A - Wl - IS IS B B e L - B B T - o

Hi Reapient: First Name,

The following form is requested for you to complete for Recruiting Workflow: Job : Job ID - Recruiting Workflow: Job : Job Title.
_FORMURL_

Use the information below to login:

Login Name: Recipient: Login =

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

Cancel [ Send |
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