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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. 

 

2.     Click Candidates tab 

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

 

4. Select GA Position Description 

 

5. Click iForm dropdown 
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6. Select GA Position Description 

 

7. Click Edit 

 

8. Complete Banner ID, GID/Username, Academic Program, Hiring Unit, Begin Date/Semester    
     and Alignment Statement. 
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14. Type ‘Student Signature’ in the field for Student Signature. 

 

15. Click Save & Exit 

 

18. Click iForm Approval 
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19. Click Edit 

 

20. 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. 
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21. Click Save & Begin Approval 

 

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

 

25. Confirm option is selected to to send iForm request to the candidate. 
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26. Email notification launches for candidate notification of iForm. Click Send. 

 

 

 

 

 

 


