CASE WESTERN RESERVE

UNIVERSITY o e
think beyond the possible® Search for Jobs

Search for Jobs

Procedure

Employees of Case Western Reserve University can use these directions to search
for internal job postings in the HCM system.

Employee-facing registry content

.

/psp/hcmprd /EMPLOYEE/HRMS/h/?tab=DEFAULT

CASE WESTERN RESE]
UNIVERSITY o

Favorites  Main Menu
Personalize | Seareh Menu:

®
[Top Monu B 5] ®|
(3 Windstar Interface »
3 seffservice

The menu [ Recruiting 3 Time Reporting

getstartec (3 SetUp HRMS 3 Personal Information

- (3 Enterprise Components ([ Payroll and Compensation

Highlight: = e = Benefits

Recently ([ Tree Manager () Recruiting Activities

underthe () Reporting Tools [E] careers

thetop le s [] Interview Team Schedule

navigatiol [ My System Profile
tothe o [ vy pictionary
[5] My Feeds

@ Local inj

Step | Action

1. From the HCM main menu, click the Self Service link.

| self Service |

2. Click the Recruiting Activities link.

|21 Recruiting Activities |

3. Click the Careers link.

|| Careers
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Careers Home  Job Search My Saved Jobs

RE

My Saved Searches My Career Tools

Careers

Careers Home
Welcome

Basic Job Search

Keywords: |
Posted: | Last Month

Notifications
‘You do not have any notifications.

Job Posting Information

Latest Job Postings
Date

H
H

1010/2012

1010/2012

10/09/2012

10/08/2012

10/08/2012

10/08/2012

10/08/2012

10/08/2012

Search  Advanced Se:

arch Search Tips

Job Title Job 1D
Research Assistant 1 3045
Research Assistant 2 3031
Department Assistant 2 2810
General Trades Worker 2816
Research Technician 2 2983

Director of Alumni Relations 2995

Director of National D 3038

0 Accepted/Unaccepted Applications
0 Cover Letters and Attachments

0 Saved Resumes

My Profile

[«] First [<] Previous |Next [¥] Last [

Department
RNA Center
Hematology/Oncology UH

Dean/General Admin

Information Technology Group

Housing Maintenance

Biochemistry
WSOM Alumni Relations

Devel

Step | Action

positions.

Advanced Search

4. The Careers Home page appears. You can use the Advanced
Search button to set multiple parameters when searching for open
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< )} case.edu https://hcm.case.edu/psp/hcmprd /EMPLOYEE/HRMS/c/HRS_HRAM_EMP.HRS_CE.GBL?FolderPath=PORTAL_ROOT_O
L areers
UNIVERSITY pog

\dvanced Job Searcl

‘Search Clear Save Search | Basic Search Search Tips

Enter Keywords:

Select Locations: All Job Locations

To select multiple values, hold down the Cirl key (Comman d key for Macs) while making
selections

Select Job Families: “All Job Families

Administrative Support
Dentistry

Executive / Senior Management
Information Technology

Full/Part Time: \ +]
Regular/Temporary: [ l
Desired Pay:
Currency: . 2

Job Opening ID:

Recruiter: \

Hiring Manager: \
Find Jobs Posted Within: | Last Month +

Display Results Sorted By: | +)

Search Clear Save Search | Basic Search Search Tips

Step

Action

From the Advanced Job Search page you can make the following
selections:

- Enter Keywords

- Select Locations

- Select Job Families

- Full/Part Time

- Regular/Temporary

- Desired Pay

- Currency

- Job Opening ID

- Recruiter

- Hiring Manager

- Find Jobs Posted Within (a specific time frame)
- Display Results Sorted.

Either enter text in the field provided or select an entry from the drop
down list.
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<l |} case.edu  https://hcm.case.edu/psp/hcmprd/EMPLOYEE/HRMS/c/HRS_HRAM_EMP.HRS_CE.GBL?FolderPath=PORTAL_ROOT_O

] Careers [+
CASE WESTERN RESEI
UNIVERSITY o4

: Search Clear Save Search | Basic Search  Search Tips

‘Advanced Job Search

Enter Keywords: [

Select Locations: All Job Locations

To select multiple values, hold down the Ciri key (Command key for Macs) while making
selections

‘Select Job Families: "All Job Families
Administrative Support
Dentistry
Executive / Senior Management
Information Technology

FulliPart Time: L )
RegularTemporary: | s
Desired Pay:

Currency: | l

Job Opening ID:

Recrulter: [

Hiring Manager: [

Find Jobs Posted Within: | Last Month |
Display Results Sorted By: |

Search | Clear | SaveSearch | Basic Search Search Tins

Step | Action

6. Click the Search button.

Search

and start again.

 Clear

future use.

Save Search

You can use the Clear button to clear the information you entered

Click the Save Search button to retain your search parameters for
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< ) [} case.edu | https://hcm.case.edu/psp/hcmprd /EMPLOYEE/HRMS/c/HRS_HRAM_EMP.HRS_CE.GBL?FolderPath=PORTAL_ROOT_OBJEC]

Careers I

¥ 19 Results Found

Select Al DeselectAll | Savedobs | | Apply Now First [4]Previous | Next [¥] Last

Select Created Posting Title =

Npr  Job Family Location

(@] 10/m9/2012  Qirector of Marketing and 3048 Manager | Supervisor Case Main

Communications Campus
- N Case Main
(=] 10/08/2012 General Trades Worker 2816 Service Campus
= Director of National Executive / Senior | Case Main
u oz Development Y Management Campus
- " Case Main
= Depariment Assistant 2
=] 10/08/2012 Department Assistant 2 2810 Administrative Support Campus
7 Case Main
(@] 10/04/2012 Research Assistant 1 2984 Research Campus
- Case Main
O 10/03/2012 Research Assistant 2 3027 Research Campus
- Department Assistant 1 i Case Main
(m] 09/27/2012 e 3011 Administrative Support S22
— Assistant Director of Donor N Case Main
o 09/25/2012 ‘Relations and Stewardship 3008 Manager / Supervisor Campus
Executive Aide to the Vice
=] 09/20/2012  Pregident for University 2977 Professional Cosoihaan
Relations Compe

- WSOM, Recruitment
(] 08/20/2012 Communications and Events 2985 Manager / Supervisor c:
Manager AMpUS

Case Main

Select Al Deselect All | SaveJobs | | Apply New | | Refer Friend

] +
CASE WESTERN RESE
UNIVERSITY g

Step | Action

Select

7. Once your search results appear, you can click the check box (under
the Select column) to select a specific job.

 Save Jobs

8. You can use the Save Jobs button to retain the job posting and
apply at a later time.

 Apply Now

9. You can use the Apply Now button to begin the application process.
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[ 19 Results Found

Select All

Select Created
a 10/09/2012

a 10/08/2012

(@] 10/08/2012

a 10/08/2012

a 10/04/2012

(@] 10/03/2012

(8] 08/27/2012

@] 09/25/2012

O 08/20/2012

o] 08/20/2012

Select All

Desslect All

Deselect All

i case.edu | https://hcm.case.edu/psp/hemprd [EMPLOYEEHRMS/c/HRS_HRAM_EMP.HRS_CE.GBL?FolderPath=PORTAL_ROOT_OBJEC]

CASE WESTERN RESEI

EST. 18:

¥ View Advanced Search Criteria

Save Jobs Apply Now

Posting Title

Director of Marketing and
Communications

General Trades Worker

Director of National
Development

Department Assistant 2
Research Assistant 1

Research Assistant 2

Department Assistant 1
Residence Life]

Assistant Director of Donor
Relations and Stewardship

Executive Aide to the Vice
President for University
lations

WSOM, Recruitment
Communications and Events
Manager

Save Jobs Apply Now

[«] First []Previous | Next [v] Last [

D

Nbr Job Family Location
Case Main

3048 Managar / Supanvisor | <2
N Case Main

2816 Service Campus
3038 Executive / Senior Case Main

Management Campus
N Case Main

2810 Administrative Support (20 S
Case Main

2984 Research Campus
Case Main

3027 Research Campus
_ " Case Main

3011 Administrative Support Campus
Case Main

3008 Manager / Supervisor Campus
N Case Main

2977 Professional i
8 i Case Main

2985 Manager / Supervisor Campus

Refer Friend

Step

Action

10.

Click on the link under
associated job description.

the Posting Title column to view the
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| case.edu | hitps://hcm.case.edu/psp/hcmprd /EMPLOYEE HRMS/ c/HRS_HRAM_EMP.H

RS_CE.GBL?FolderPath=PORTAL_RO(

Careers

CASE WESTERN RESE
UNIVERSITY ;g4

Job Description

Job Title: Department Assistant 2
Job ID: 2810

Location:

FulliPart Time: Full-Time

RegulariTemporary:  Regular

Emailto Friend |~ SaveJob | ApplyNow | ReferFriend = Retum to Previous Page

‘Salary Grade 09 for staff working 37.5 hours per week

To view salary ranges or Salary Administration Attachments, please copy and paste the following
address in your web browser: hitps: case. i i
Jsalaryadmin.html

**Requires a valid Case network ID and password to access.

POSITION OBJECTIVE

Working under general supervision, the department assistant will provide administrative support for the
Information Technology Group (ITG) in @ diverse set of activities including purchasing, financial and
budget tracking, and general office management. This person performs other duties, as required, in
order to provide first-class service to ITG;s user community of Weatherhead School of Management
faculty, staff, and students. Assignments may be long-term and requires the individual fo rely on own
resources in task accomplishment.

ESSENTIAL FUNCTIONS

1. Work dlosely with ITG managers, programmers, technical support staff, and Weatherhead faculty
and staff to purchase hardware and software and to initiate service and equipment leases.

2. Interact with vendors, Case purchasing, accounts payable, and other university departments
involved in the procurement lifecycle.

3. Place and monitor pre-autharized orders for computing equipment, software licenses and database
subscriptions for all Weatherhead departments and centers.

4, Contact software/hardware vendors regarding account status, support, licensing, price quotes.

&. Maintain records of eouinment nurchases and Ieases. service eontracts. and software licenses for

Step | Action

11. The Job Description page appears. From this screen, you can view
descriptive information concerning the
Position Objective and Essential Functions.

Job Description

position including the
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RS_CE.GBL?FolderPath=PORTAL_RO(

Careers I =

Job Description

Job Title: Department Assistant 2
Job ID: 2810

Location:

Full/Part Time: Full-Time

RegulariTemporary:  Regular

Email to Friend Save Job Apply Now Refer Friend | Return to Previous Page

Salary Grade 0 for staff working 37.5 hours per week
To view salary ranges or Salary Administration Attachments, please copy and paste the following
address in your web browser: i i
Isalaryadmin.htm|

**Requires a valid Case network ID and password to access.

POSITION OBJECTIVE

Working under general supervision, the department assistant will provide administrative support for the
Information Technology Group (ITG) in a diverse set of activities including purchasing, financial and
budget tracking, and general office management. This person performs other duties, as required, in
order to provide first-class service 1o ITG s user community of Weatherhead School of Management
faculty, staff, and students. Assignments may be long-term and requires the individual to rely on own
resources in task accomplishment.

ESSENTIAL FUNCTIONS

1. Work closely with ITG managers, programmers, technical support staff, and Weatherhead faculty

and staff to purchase hardware and software and to initiate service and equipment |eases.

2. Interact with vendors, Case purchasing, accounts payable, and other university departments

involved in the procurement lifecycle.

3. Place and monitor pre-authorized orders for computing equipment, software licenses and database
forall and centers.

4. Contact software/hardware vendors regarding account status, support, licensing, price quotes.

5. Maintain records of anuinment nurchasas and lkAses. Servica confracts. and software licensas for

(CASE WESTERN RESE]
UNIVERSITY ;o

Step | Action

12. | The following buttons are available from the Job Description page:

- Email to Friend
- Save Job

- Apply Now

- Refer Friend.

 EmailtoFriend ~ SaveJob  ApplyNow  Refer Friend

13. | Please remember to use the Sign out link when your session is
finished.

14. End of Procedure.
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