Civil Service (CS) – Posting Template Guide

Black = Workday System Hard Coded 
Orange = Instructional Text
Grey = CS Example Language 
Blue = Positions’ Work Location

WORKDAY < CREATE JOB REQUISITION < JOB < JOB DETAILS:


Job Posting Title: 
(Ensure your Business/Working Title is accurate, as it is the primary title applicants see when searching for jobs.)
(Example) Administrative Assistant

Justification:
(Internal field only.)
[bookmark: _Hlk218861557][bookmark: _Hlk193974717][bookmark: _Hlk218861939]
Job Profile: 
(This is the official university title. While included in the posting, the ‘Job Posting Title’ appears as the main headline on WSU.EDU/CAREERS g.) 
(Example) 105F-YN_CS_NPS_Administrative Assistant 2

Additional Job Profile: 
(If recruiting at multiple levels within one recruitment, please include the additional classifications being considered here.) 

(Text Box 1)
Job Description Summary: 
(This is a summary of the entire classification. Not a summary of the responsibilities for this specific position. This is an internal field only and is not visible to applicants when the job requisition is published/posted.)


(Text Box 2) 
Job Description:
__________________________________________________________________________________
Position Details: 

The Opportunity: (This section briefly advertises the department to capture applicants’ interest and provide insight into who the role will support. More detailed information about the department, college, area, or campus may be included in the “About” summary section found under the preferred qualifications. Please limit this section to 1–3 sentences.)
(Example) The College of Cougs offers students the opportunity to grow within an engaged academic community, empowering them to reach their full potential as leaders and contributors to their local, national, and global communities. Our dedicated faculty and staff foster intellectual curiosity and inspire a lifelong passion for learning. 

(Begin with the Job Posting Title, followed by the WSU campus and the area, college, or department the position supports for clarity. Then, add 2–3 sentences describing how the role supports that area. Follow with 2–4 sentences outlining the key responsibilities and duties of the position. Use “you” language to keep the tone engaging and applicant-focused. For assistance, contact your HR Service Team or hrs.recruitment@wsu.edu.)

(Example) As the Administrative Assistant for the WSU Pullman Campus in the College of Cougs, you will serve as the primary point of contact for department operations and resources, engaging regularly with faculty, staff, students, clients, and members of the public. You will apply your skills in independent planning, organization, and prioritization to ensure efficient and effective office operations. Additionally, you will support a range of departmental programs and services that benefit both undergraduate and graduate students. This position involves managing complex assignments and projects that require practical knowledge of university regulations, policies, procedures, and administrative processes.	Comment by Wilmoth, Bonnie Jean: Make sure the title used in The Opportunity section matches the Job Posting Title. Bold the title to help it stand out.	Comment by Wilmoth, Bonnie Jean: Make sure the Department and/or College the position reports to is bolded so the applicant easily find it.
As part of departmental operations, you will be responsible for compiling reports, contributing to the department newsletter, and providing administrative support to the Finance/Budget Manager and Department Chair—particularly in relation to faculty tenure, promotion, and review processes. You will also assist the faculty with a wide range of operational inquiries and procedural needs to ensure smooth and consistent departmental functioning.

Percentage Breakdown of Job Functions: (Optional: A concise percentage-based breakdown of the position’s core responsibilities provides candidates with insight into the role’s primary duties and the estimated time allocated to each.)
· 40% Administrative Office Support
· 35% Student Support and Graduate Studies Coordination
· 10% Scholarship Coordination
· 10% Student Recruitment and Retention
· 5% Other duties

(Text Box 3) 
Additional Job Description: 
____________________________________________________________________________________
Posting Close Date: Applicants must submit their completed application by [INSERT DATE].	Comment by Hamrick, Adelyn: This language is not included in the final job posting, as the system automatically displays the closing date at the top. 
It is intended solely to inform your HR Service Team of the final day you wish to accept applications. 
(The sentence below is to clearly indicate whether the position is full-time or part-time and includes the FTE (e.g., 100% FTE), as well as whether the position is temporary or permanent. For temporary or renewal language, refer to the sample language in the comment. Finally, indicate whether the position is overtime-eligible or exempt.)
This is a full-time (100% FTE), temporary position. This position is overtime eligible.	Comment by Hamrick, Adelyn: This is a full-time (100% FTE), temporary position expected to end on DATE. Renewal is dependent on program needs and/or if additional funding is secured to extend employment.
This is a full-time (100% FTE), temporary appointment. This is a temporary position that is renewed on an annual basis. Appointment renewal is dependent continued funding and project needs.
(The sentence below is to clearly indicate the work location, including the WSU campus and whether the position is on-site, hybrid, or remote. For sample language, see comment.)
This position works on-site the WSU Pullman campus.	Comment by Hamrick, Adelyn: Hybrid opportunity may be available for candidates within commutable distance to the LOCATION.
This position may be eligible for a remote or hybrid working arrangement to be discussed if contacted for interview.
 This position works on-site on the WSU Pullman Camps and is eligible for a hybrid work schedule reporting to LOCATION at least two times per week.
This position is located on the WSU (Name) campus in (City), Washington. After completing an initial training period, the selected applicant may be eligible for hybrid or remote work X day per week based on operational needs. 

If this language does not meet your area’s needs, please contact hrs.recruitment@wsu.edu.
Monthly Salary: $X,XXX to $X,XXX | Range XX | Successful candidates are typically hired at the beginning of the salary range and receive scheduled salary increment increases in accordance with WAC 357-28.

In accordance with RCW 49.58.110, the above salary reflects the full salary range for this position. Individual placement within the range is based on the candidate’s current experience, education, skills, and abilities related to the position. 

Benefits: WSU offers a comprehensive benefits package which includes paid sick and vacation leave; paid holidays; medical, dental, life and disability insurance package for employees and dependents; retirement; deferred compensation, optional supplemental retirement accounts; training and development; and employee tuition waiver. For additional information, please review the detailed Summary of Benefits offered by WSU for Classified Staff and Total Compensation.
Required Qualifications: (List the minimum qualifications all applicants must meet to be considered for the position. These may include required education, experience, skills, or abilities. Be specific, measurable, and consistent with the job classification requirements and position description.)
· High School graduation or equivalent AND two (2) years of progressively responsible experience in office/clerical, secretarial, bookkeeping, accounting, or general administrative work; OR equivalent education/experience.
· Experience providing support and/or coordinating activities related to student services OR equivalent experience.
· Demonstrated ability to work collaboratively with colleagues, co-workers and constituents.
· Strong interpersonal, organizational, and oral/written communication skills. 
· Demonstrated skill in effectively organizing and prioritizing multiple assignments. 
· Experience working with Microsoft Office software.
· Ability to interpret, apply, and communicate rules and processes.
[bookmark: _Hlk194067123]Preferred Qualifications: (Additional qualifications that are not required but enhance the success of the role. These may include specialized experience, certifications, technical skills, or knowledge relevant to the position. Be consistent with the position description.) 
· Three (3) years of professional work experience in college admissions, financial aid, advising, and/or recruitment.
· Experience with programs related to student retention and/or student success.
· Demonstrated experience developing strong, collaborative relationships with colleagues, students, parents, and external constituents.
(The sentence below clearly indicates whether the position is eligible for work visa sponsorship. If you are interested in sponsoring a work visa for this recruitment, please contact International Programs (ip.admin@wsu.edu), update this section accordingly, and notify your HR Service Team.) 
Position Sponsorship Eligibility: Not eligible for work visa sponsorship. 
[bookmark: _Hlk194049691]
(The “About” summary must include 3–5 sentences highlighting the department, college/ area, and/or WSU campus. This may include a brief overview, mission statement, or core values. Only one “About” summary is necessary; two summaries are welcome and are shown below for examples. Please add the title of department, college/area, or campus after “About”, following its hyperlink. For any assistance, please contact hrs.recruitment@wsu.edu.)
About College of Cougs – hyperlink
(College Example) In the College of Cougs, curiosity drives discovery and innovation across the State of Washington. Our dedication to education empowers undergraduate students to develop critical thinking, engage in experiential learning, and gain the skills necessary for lifelong success. For graduate students, our comprehensive training nurtures expertise and leadership, equipping them to shape the future of education, research, and beyond. With passionate faculty, committed staff, and unparalleled opportunities, we foster a dynamic community where futures are made.
About WSU Pullman Campus – https://wsu.edu/  
(Campus Example) Washington State University’s Pullman campus is the flagship institution of the WSU system, located in the heart of the scenic Palouse region in eastern Washington. Known for its strong sense of community, collaborative spirit, and commitment to student success, WSU Pullman fosters an environment where faculty and staff can thrive professionally and personally. The campus upholds the university’s land-grant mission of research, education, and service, and values equity, inclusion, and innovation. Working at WSU Pullman means being part of a dynamic academic community that is dedicated to making a positive impact in Washington and beyond.


Area/College: WSU Pullman 
Department Name: College of Cougs
Location: Pullman, WA 99164

Application Instructions: Applicants must upload the following required documents to their online application. Application materials should clearly communicate how the applicant meets all required qualifications and additional requirements.
1) Resume
2) Cover Letter 
External candidates, upload all documents in the “Application Document” section of your application. Current WSU Employees (internal candidates), before starting your Workday application, please use these instructions to update your education and experience in your worker profile in Workday. Internal candidates, upload all documents in the “Resume/Cover Letter” section of your application.
Documents may be submitted as one file or separate files. Applicants are encouraged to upload as a PDF, if possible.

Reference contact information will be requested later in the recruitment process through Workday.

Background Check: This position has been designated by the department to require a background check because it requires access to children or vulnerable adults as defined by RCW 74.34, engages in law enforcement, requires security clearance, interacts with WSU students in a counseling or advising capacity, has access to personal identifying and/or financial information, unsupervised access to university buildings/property, or other business-related need. A background check will not be completed until an initial determination of qualification for employment has been made.
__________________________________________________________________________________


