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Keep in mind           

 

 

 

 
Steps to Post in UChicago Jobs: 
 

1. Carefully review the Job Title and Job Description as any changes that occur after posting will require a new requisition to 
be posted.  If you are unsure of the Job Title, follow the instructions in step 8a first and once a job profile is determined, begin 
again at step 1.  
 

2. Determine if a new position or vacancy. 
a. New position is defined as a position that is not being backfilled; an additional headcount has been approved. 
b. Vacancy is defined as an unoccupied position resulting from an employee transitioning out of the role; position is 

backfilled.  If a vacancy, include the name and ID of employee being replaced when submitting the posting in 
UChicago Jobs.  

 
3. Determine scheduled weekly hours and benefits eligibility. 

a. Full-Time: 35 hours or more per week; benefits eligible unless it is a temporary or seasonal position. 
b. Part-Time Benefits Eligible: 20-34 hours per week. 
c. Part-Time Non-Benefits Eligible: less than 20 hours per week.  

 
4. Include specific job requirements. 

a. Define education requirements as Bachelor’s, Master’s, or PhD.  Avoid broad categorization (i.e., Advanced Degree). 
b. If the work schedule is subject to change, indicate hours may vary. 

 
 

• The posting process begins by creating a requisition in UChicago Jobs, followed by creating/editing a position in Workday. 
• HR-Recruitment will begin the 3-5 business day review of the requisition in UChicago Jobs AFTER receiving a notification 

that the position was created/edited and approved in Workday. 
• If leveraging a posting template or creating a requisition from a previous posting, be sure the unit summary is current and 

remember to remove historical information that is no longer applicable. 
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5. Select a minimum of two posting-specific questions. 
a. Posting-specific questions are utilized as one method to narrow the applicant pool.   

 
6. For union positions, provide appropriate details, including union pay scale.  

 
7. Submit for review in UChicago Jobs.   

a. Following receipt of Workday notification, the general timeframe for HR-Recruitment to review and post is 3-5 
business days.   
 

Steps when Creating or Editing the Position in Workday: 
 

8. Determine appropriate Job Profile (Job Title and Job Code) based on what was submitted in UChicago Jobs. 
a. If you have questions determining a Job Profile, create/edit the position without a requisition number and select 

Unknown as the Job Profile. Be sure to include a Job Profile recommendation, along with considerations, in the 
comments.  HR-Compensation will review and provide feedback. 
 

9. Create/edit the Position in Workday.  
a. Enter the UChicago Jobs requisition number in the Job Description Summary field of the Hiring Restrictions.  
b. Enter the Unit Job Summary from UChicago Jobs in the Job Description field of the Hiring Restrictions. 

 
10. The position in Workday is then compared to the requisition in UChicago Jobs to ensure alignment. 

a. Once the positions align, the position is approved in Workday and a notification is sent to HR-Recruitment. 
 

11. Following Workday notification, the HR-Recruitment team will review and post the position within 3-5 business days.  
 

      Keep in mind, requisitions are automatically posted for a minimum of 7 days and are extended for an additional 6 months.   
 

Consult the Create Position and Edit Position Restrictions quick reference guide for further detail on these Workday 
business processes.  

https://workday.uchicago.edu/sites/workday.uchicago.edu/files/uploads/QRG_Create%20Position_and_Edit%20Position%20Restrictions.pdf

