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Approve a Job Posting in Auburn ICIMS
Steps to review the Job Description in the Auburn ICIMS system.

Tip! Notifications in iCIMS are customizable by user. Select the Bell icon next to the
Quick Search Menu and use the pop-out icon to select whether to receive
notifications by email or inside iCIMS.

Alert! The link to review the Job Description in your email notification will not
provide the full Job Detail and Job Description. It is recommended to review all the
information inside the iCIMS platform.

1 When you receive a notification of a Job Approval, navigate to
https://auburn.icims.com in your web browser.

https://auburn.icims.com/platform?hashed=553348507
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2 Select "Job" from the Quick Search Menu

3 Type the Job Requisition Number from your notification. The Job Requisition
format is 2026-####.
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4 Confirm that the Quick Search Results are correct and Select that Job.

5 From the Job Overview tab, click the Detail tab.
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6 Scroll down to review the Search Advisory Committee members.

7 Scroll down to review the recruitment plan and the text contents of the long and
short advertisements that will be sent to the venues listed in the recruitment plan.
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8 Click the Description tab.

9 Review the Job Overview; Responsibilities; Qualifications; Minimum Knowledge,
Skills, and Abilities; Required Pre-Employment Screenings; and Why Work at
Auburn sections. These are the fields that will be published at jobs.auburn.edu
and through Auburn's standard employment advertising package.

https://jobs.auburn.edu
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10 Click the Approval tab.

11 Please use this tab to indicate your approval (green button) or add comments for
any corrections that need to be made and click the red button.
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Tip! If you Decline the job for any correction, the approval workflow will be reset
and you will have an opportunity to review the Job Details and Job Description
again.


