Create a Faculty Job Advertisement (Direct Hire)

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"
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3 Click the iCIMS Hiring Platform icon.
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4  Click "Create". Click "Job".
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5  Chose the Faculty Job Template from the dropdown list. Click "Next".
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l Faculty Jjob Template - Auburn | Auburn v ]

6  Complete the Job Details form.
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B Create Job
4 Previous m

»

GENERAL INFORMATION

Employment Type

[ Faculty v ‘

Selection Type

-Select- v ‘
University
[ Auburn v ‘

# of Openings *
E |

Tenure Type *

-Select- v ‘

Contract Type *

-Select- v ‘

Length of Term (In Months)

Primary Position Number *




@ Tip! Please make sure to edit the "Job Description Field" for the correct title.

7 Choose your unit's "Auburn Univ - HR Faculty" billing code to connect the
Background Check with your unit.

SCREENING

Reference Check Survey

Available Selected
ACCounts Recevable, vZ 7 = a
Actuary, v2 . Administrator
Acupuncturist, v2 >

Adjunct Faculty, v2

Administrative Managers, v3
Administrative Professionals, v3
Administrator, Clinical Services, v2
Administrator, Non-Clinical Services, v2
Admissions Officer, v2 v v

Billing Code
Available Selerred

SS (Faculty) College of Nursing & 11972455 Auburn Univ - HR Faculty, Provost “
SS (Faculty) College of Pharmacy

SS (Faculty) Library

SS (Faculty) Assoc Prov & VP for Qutreach

SS (Faculty) Senior VP Research Econ Develop

§S (Faculty) Agriculture Experiment Station (1
SS (Faculty) AL Cooperative Extension System | =

Background Check Package

Available Selected
Internal = =
Internal + Education ' 5
Internal + Education + Finance

Internal + Education + Professional License
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Internal + Finance

Internal + Professional License <
Internal + Professional License + Finance
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8  Chose "Standard" for the Truescreen Background Check Package.

SCREENING
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Available
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SS (Faculty’
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SS (Faculty
SS (Faculty’
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SS (Faculty
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College of Pharmacy

Library
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Agriculture Experiment Station

Senior VP Research Econ Develop
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1 [1197-155 Auburn Univ - HR Faculty, Provost *
¥ SS (Faculty) Provost & SeniorVP Academic £

A

Background Check Package
Available

Selected

Tnternal + Finance

Internal + Professional License

Internal + Profegsional Lic@sse + Finance
MVR Only

Standard

Standard + Edtcation

Standard + Educstion + Finznce

9  Click "Next".
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10 Complete the Job Description form.
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JOB DESCRIPTION
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11  Click "Finish".
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Required Pre-Employment Screenings
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Equal Opportunity Compliance Statement

It is our policy to provide equal employment and education opportunities for all individuals without
regard to race, color, national origin, religion, sex, sexual orientation, gender identity, gender
expression, pregnancy, age, disability, protected veteran status, genetic information, or any other
classification protected by applicable law. Please visit their website to learn more.

Why Work at Auburn?
B|J >
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Life-Changing Impact: Our work changes lives through research, instruction, and
outreach, making a lasting impact on our students, our communities, and the world.
Culture of Excellence:We are committed te leveraging our strengths, resources,
collaboration, and innovation as a top employer in higher education.

« We're Here for You:Auburn offers generous benefits, educaticnal opportunities, and a
culture of support and work/life balance.

Sweet Home Alabama:The Auburn/Opelika area offers southern charm, vibrant downtown
scenes, top-ranked schools, and easy access to Atlanta, Birmingham, and the Gulf of
Mexico beaches.




12  Type the name of each Job approver, in order of the approval.

£ Edit Approval List
B Save B

Edit Approval List

@ This job is pending approval

Step 1: Select the appropriate ‘Approval Type' option in the Add Approvers Dropdown.
Step 2: Select the corresponding Persons or Global Approval List needed
Step 3: Click on the 'Save & Begin Approvals' Button.

Warning: Clicking "SAVE" will not route this job for approval. You must click "SAVE & BEGIN APPROVAL" to execute the approval process.

Edit Default Message

Approval Email
note: If you do not customize the defauk message, the template for tis approval type will be used

Add Approvers Person A setect

Approver ¢ Email
No data exists.

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).



13 Click "Save and Begin Approval".

ate v Search v  Library v Other v A LUl Quick search...

List

B Sqve B Savi & Begin Approval

ng approval
propriate ‘Approval Type' option in the Add Approvers Dropdown.
rresponding Persons or Global Approval List needed

Save & Begin Approvals’ Button.

AVE" will not route this job for approval. You must click "SAVE & BEGIN APPROVAL" to execute the approval process.

Edit Default Message
Note: If you do not customize the default message, me template for tis approval type will pe used.

Person v | select = Clear list

;| Email
one malonad@auburn edu *®
| mbl0024@auburn.edu x
taylokg@auburn.edu x

Once your Job is approved, the Office of the Provost will
publish your Job to the Confidential Job portal.



14

ate v Search v  Library v Other v

To notify your applicant to complete the application, navigate to your Job from
your dashboard or quick search menu (shown below).
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15 Click "Postings".

icims Create ¥  Search ¥  Library v  Other v
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@ Job Approved Auburn Confidential (External)

@ #pproved on 3/4/2026

Amanda Malone

Candidates Needing Action
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You currently have no candidates awaiting

MANAGE POSTINGS

My Audit Items
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Research Security
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Full-Time
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% DAYS SINCE FIRST APPROVED NEW CANDIDATES W
1 0
TOP SOURCE
[Blank]
VIEW
Performance



16  Click "Auburn Confidential (External)".

E cxport
CAMPAIGNS

@ Your job has been posted

Portals
Start
Career Portal - [031‘04/2026 04:09pm (3 ‘ End i}
Postings
D Posted to Status Start Date End Date Posted by Campaigns

O Aubur@\ (External) Q Posted 3/4/2026 4:09 pm Amanda Malone

Rows perpage: 1090 «

17  Click "Share Job".

B AUBURN UNIVERSITY APy aive AU ALLESS Dedron e

Returning Candidate? Log back in!

\ssociate Provost for Institutional

ffectiveness
s Apply
3-AL-Auburn University 2026-7825

*osition Type Full-Time

[3tareup
A 4

Jverview

teporting to the Provost and Senior Vice President for Academic
yffairs, the Associate Provost for Institutional Effectiveness plays a
ritical role in leading, championing, and facilitating university-wide
ollaboration, and data-informed decision-making across the
nstitution to improve academic operations and effectiveness. The
issociate Provost will be responsible for leading the units of Academic
nsight, Accreditation, Information Technology/Resources, and
nstitutional Research, and will foster a culture in which the OIE is
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18 Complete the email prompt.

Associate Provost for Institutional Effectiveness

Us-AlL-fuburn University 2026-7825

Please tell us how we can get in touch with you and your referral. Fields marked with * are required.
* indicates a required field.

Your Information

Your Full Name™® Your Email*

Please specify the individual you'd like to share this job with.

First Name™ Last Name™

Email®

Enter comments vou would like vour referral to see

19 Click "Share Job".

dlease specify the individual you'd like to share this job with.

irst Name™* Last Name™
Amanda ‘ Malone
‘mail*

malonad@auburn.edu ‘

nter comments you would like your referral to see

Please complete the application.

Share Jab
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