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Create a Faculty Job Advertisement (Recruitment) 
This guide details the steps to create and post a new faculty job in iCIMS. 

1 Navigate to https://www.auburn.edu/ 

2 Click "AU Access" 

https://www.auburn.edu/
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3 Click the iCIMS Hiring Platform icon. 

4 Click "Create". Click "Job". 
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5 Choose the applicable Job Template from the dropdown list.

6 Click "Next".
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7 Complete the Job Details form. 

Tip! Please make sure to edit the "Job Description Field" for the exact rank and title 
that will be advertised on jobs.auburn.edu . The "Job Description Title" field and 
"Job Posting Title" should match. 

https://jobs.auburn.edu
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8 Click "Add Search Advisory Committee or Application Reviewers" link to add the 
members of the Search Advisory Committee. 

9 In the "FACULTY JOBS - Recruitment Plan" field, list any websites, job boards, 
listservs, or professional publications that will host this advertisement. 
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10 In the "FACULTY JOBS - Job Description (For Approval) [Long Ad]" field, copy of the 
text of the advertisement that will be sent to any websites, job boards, listservs, or 
professional publications that are not part of Auburn's standard employment 
recruitment package. 

Tip! Some websites, job boards, listservs, or professional publications have word 
or character limits. Use the "FACULTY JOBS - Job Description (For Approval) [Short 
Ad]" field to copy the text of those advertisements with word or character limits. 
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11 Chose which reference check process the Search Advisory Committee may utilize. 
"Auburn Faculty Reference Letter" will be an option for Search Advisory 
Committees to request letters of recommendation. 

12 Choose TWO billing codes: 

"SS (Faculty)" will connect the Reference Survey with your unit. 

"Auburn Univ - HR Faculty" will connect the Background Check with your unit. 
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13 Chose "Standard" for the Truescreen Background Check Package. 

14 Click "Next". 
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15 Complete the Job Description form. 

NOTE: The Job Description form is what is published to jobs.auburn.edu . 

https://jobs.auburn.edu
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16 Click "Finish". 

17 Type the name of each Job approver, in order of the approval. 
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Tip! The recommended Job Approval workflow is the Department Head/Chair, 
Dean, Campus HR Partner (in any order), then the Office of the Provost (Michael 
Loyd or Amanda Malone), then Equal Opportunity Compliance (Kelley Taylor). 

18 Click "Save and Begin Approval". 
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19 Once the Job is approved, select the job from your dashboard or quick search 
menu (shown below). 

20 Click "Postings" tab. 
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21 Select "Auburn Faculty (External)" 

Tip! If you know the date on which the Search Advisory Committee would like to 
stop accepting applications, you can input that date in the End field. Otherwise, 
the Job will remain open to applicants until an end date is applied. 
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22 Click "Post". 

Good Job! 




