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CREATING A JOB REC - PART 1

Follow the usual process for logging in and R
ensure to select the Manager Role when prompt. @ o

Once logged in click the main menu.

cer.liam.
Once you have opened the main menu, select Ceridian Sys
recruiting on the menu. Profile

This will then open the below screen, click on ‘new’
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Where there are roles that need to be continually hired for (eg drvier) select ‘Evergreen.’

Once you have completed all mandatory fields, click submit.

Job Requisition - EV Cargo | X
Job Requisition Details -

Provide details for the new job requisition. Fields marked with an asterisk are required values.

Request Date* Reason For Opening* Justification For Request™

07/07/2022 L‘ Select an Option. . v Select an Option. .. v

Location*® Job Assignment* Hiring Manager* Submitter

Select an Option... v Select an Option... v Select an Option... b, | Select an Option - N
Job Requisition Title* Recruiter

Select an Option... v

Evergreen

O

Background screening package Background screening hilling code

Select an Option... v Select an Option_ v
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Job Assignment Details

Provide details for the new Job Requisition’s Job Assignment. Fields marked with an asterisk are required values.

5 a* v

Target Start Date Number Of Onenings* Pav Clase*



